
 

 

RCOG CPD ePortfolio - getting started 

instructions 

Accessing your CPD ePortfolio 

The CPD ePortfolio can be accessed on your computer, mobile and tablet through the RCOG 
Website or at https://cpd.rcog.org.uk/. 

 

 To access through the RCOG website, please go to www.rcog.org.uk and click on 

‘Register/Sign in’ 

 

 

 In the following page, please enter your registered email address and password: 

 

 

https://cpd.rcog.org.uk/
http://www.rcog.org.uk/


 

 

 Once logged in, locate the CPD ePortfolio access button under the ‘Careers and 

training’ menu: 

 

 

 The CPD ePortfolio landing page will present. Please click on ‘Log in to the CPD 

ePortfolio using your RCOG account’. 

 

 

 

 

 

 



 

 

The Dashboard 

Once logged in, your CPD Dashboard will display a summary of your recorded Learning 

Events with the allocated credits: 
 

 

 

By clicking on the Menu located on the top right corner, you will have access to different 

sections within your CPD ePortfolio: 



 

 

Adding your Personal Plan (PLP) and Practice and Role 

(P&R) 

The Personal Plan is the starting point for your CPD programme and has two components: 

 My Practice and Roles (P&R) 

 My Personal Learning Plan (PLP) 
 
At the start of your appraisal year, it is necessary to declare your practice and roles (P&R) in 
your CPD ePortfolio. It is also recommended that you outline your learning objectives for 
the upcoming year (PLP). Further information can be found in the CPD Framework. 
 
Please note: It is crucial to establish your Practice and Roles (P&R) in your account. When 
adding your Learning Events, you must link them to the relevant P&R. Failure to do so will 
prevent you from saving your Learning Event as complete, and your CPD credits will not be 
counted towards your totals. 

 

 

 

Adding your P&R 

To add your Practice & Role (P&R), please follow these steps: 

 Log into your CPD ePortfolio account. 

 Click on ‘Personal Plan’ located at the bottom of the dashboard: 

 

 

 

https://www.rcog.org.uk/en/cpd-revalidation/cpd-for-2019/tailoring-the-cpd-programme-to-you/
https://www.rcog.org.uk/globalassets/documents/cpd/rcog-cpd-programme-framework-2019.pdf


 

 

 On the following page, please click on ‘Add to Personal Plan’: 

 

 The ‘Add to my Personal Plan’ form will present. The below image shows the P&R 

form: 



 

 

In this form you can specify the clinical areas in which you work and whether you hold any 
additional roles.   
 

 In the Practice/Role field, describe one of your roles (e.g. Obstetrician, Consultant, 
Educational Supervisor, or Urogynaecologist) 

 In the Start and End date fields, please enter the relevant dates for your current role. If 
your role has no specified end date, please enter a date far in the future. (Please note: 
the end date must be in the future, or the system will archive that Practice & Role). 

 The Dimensions describe the components of the professional identity of the specialist 
obstetrician and gynaecologist.  They reflect the type of role you have (e.g.  select 

‘Clinical’ for the role of ‘Obstetrician’,  ‘Professional’ for the role of ‘Communication 
Lead’, or ‘Extended Role’ for a role like ‘Educational Supervisor’ or ‘Medico-legal Expert’) 

 

Use the ‘Organisation’ and ‘Description’ fields to provide the name of the hospital where 
you work and briefly describe your role. Note that these two fields are not mandatory. 
 

 Once all the fields have been completed, please click on ‘Save as completed’ at the 

bottom of the form. 
 

 
 
It is necessary to complete and save a different form for each different role.  The reason for 
this is that, when you record your Learning Events, you will be asked to link them to a 
relevant role.  Please note that if you do not do this, you will be unable to save the Learning 
Event as complete and the credits claimed will not count towards your totals. 
 

Adding your PLP 

Once you have created your P&R forms for your different roles, you can start setting up 
your learning objectives for the coming appraisal year or, if you are not subject to appraisal, 
you can set up your learning objectives for a specific period of your choice. 
 

To add your Personal Learning Plan (PLP) please follow these steps: 

 Click on ‘Personal Plan’ located at the bottom of the dashboard: 

 



 

 

 

 

 On the following page, please click on ‘Add to Personal Plan’: 

 

The ‘Add to my Personal Plan’ form will present. Please click on PLP to find a different form 
where you can record your learning objectives: 



 

 

 The following PLP form will present: 
 

 

 

 

 

 

 

 

 

In this form you can provide all the relevant information of your Personal Learning Plan 
(PLP): 
 

 In the ‘What do I want to Learn?’ field, enter a title for your PLP (e.g. Improve my skills 

and knowledge as an O&G) 
 In the ‘Start and End date’ fields, you can use appraisal dates. If your PLP has no 

specified end date, please enter a date far in the future (Please note: the end date must 
be in the future, or the system will archive that PLP). 

 Describe what you wish to learn or in which area you wish to update yourself by 

completing the How and Why fields. 
 



 

 

 Once all the fields have been completed, please click on ‘Save as completed’ at the 

bottom of the form. Your PLP will now be saved on your account. 

 

 

 

Adding a Learning Event (L.E) 

To add a Learning Event, please follow the below steps: 

 Click on ‘Add to CPD’ located on your dashboard: 

 

 Select ‘Add Learning Event’ from the displayed menu: 

 

 In the following page, please add all the details of your Learning Event: 

 
- Name of Learning Event (enter a title for your CPD activity). 

 
- Dates (select the dates when the event took place). 

 
- Dimension (select the relevant Dimension) Further information can be found 

here. 

https://www.rcog.org.uk/careers-and-training/cpd-revalidation/the-cpd-framework/tailoring-the-cpd-programme-to-you/


 

 

 

- Type of Learning Event (select the Type of L.E) Further information can be found 
here. 
 

- Description (enter a description of your Learning Event). 

 

 Clicking on the i symbol will provide guidance for each section, as per the example 

displayed below: 
 

 

 

https://www.rcog.org.uk/careers-and-training/cpd-revalidation/the-cpd-framework/tailoring-the-cpd-programme-to-you/


 

 

Attaching your evidence 

 You can attach documents such as a certificate of attendance by clicking on ‘Add 
evidence’: 

 

 In the following window select ‘upload files’ or ‘upload images’, depending on the 

document that you wish to attach. Click on ‘Select files’ and find the document in 

your computer. Once selected, click on ‘Link’. 



 

 

 

Linking to your Practice & Role (P&R) 

Please be reminded that you must link your Learning Event to your Practice & Role (P&R) in 

order to save it as completed and have your credits allocated: 

 Please click on ‘Link to Practice & Role (required)’ as displayed below.  

 

 

 A new window will show up. Select an appropriate P&R and then click on ‘Link’. This 

action will take you back to the ‘Create Learning Event’ form.  
 



 

 

Adding your CPD credits 

You will need to add the number of credits you wish to claim.  The CPD Framework gives a 
list of examples of Learning Events and suggested CPD credits. 
 
For Experiential Learning Events, a Reflective Log is mandatory.  Once you have completed 
the reflection, the CPD ePortfolio will allocate the selected CPD credits and one extra credit 
for reflection. 

 

Finalise your Learning Event 

Once you have complete all the required fields, the final step to allocate the credits to your 
account will be saving your Learning Event as complete by clicking ‘Save as completed’. 
 

 

 

Access your recorded Learning Events 

You can view the Learning Events you have added to your account by clicking on ‘View 

Learning Events’ located on your dashboard.  

 

 

 

https://www.rcog.org.uk/media/fsxdcxin/rcog-cpd-programme-framework-2019.pdf


 

 

Accessing TOG Questions 

 Click on one of TOG articles as below to submit your answers online (you will need to 
achieve 70% correct answers in order to achieve 2 CPD credits).   

 

 
 

After successfully completing your TOG questions the system will add it to your CPD 
ePortfolio. A 'Create Learning Event' page will automatically appear. On that page, you will 

need to select the Dimension (i.e., whether the content of that TOG article is more 
appropriate for the clinical, professional, or extended role dimension). 
 
A certificate of completion will be automatically added to your CPD ePortfolio. You can link 
to the appropriate GMC Domains, but please be reminded that you must add a link to your 

Practice & Role (P&R) to save the TOG article as complete; otherwise, your credits will not 
be counted.  

 
 
 
 
 

 
 
 
 
 
 
 
 

 
 



 

 

Download an Output Report 

It is possible to download an Output Report with your recorded Learning Events and the text 

of your reflections and actions. This PDF document can be used for Appraisal and 

Revalidation. 

To download the report, please follow these steps: 
 Locate ‘My CPD’ block on your dashboard and click on ‘Output Reports’. 

 
 When on the Output Report page, please select the dates between which you wish 

to download your report.  A list of your Learning Events relating to that period of 

time will appear in the second half of the page. 
 

 
 
 

 On the left hand side of the screen, please select the very first checkbox to the left 
of the words ‘date completed’.  This action will select all your Learning Events 

between those two dates. 



 

 

 
 
 

 
 On the right hand side of the screen, you will see a column ‘S/D’.  ‘S’ stands for 

summary and ‘D’ stands for detailed.  If you wish to download the text of your 
reflections and actions, please select all relevant ‘D’ boxes (i.e. the empty ones).  You 
will note that the empty boxes become greyed out.  This means that you have 
selected them. 

 Now, please click on ‘Export report’.   

 At the top of the page, a new PDF should appear with the list of all your learning 
events carried out during the selected dates and with the text of the reflections and 

actions that you have selected. 

 Please click on the title and download it to your computer. 
 

 

 

CPD Office Contact 

If you require technical support with the use of the CPD ePortfolio, please contact the CPD 
Office via email at cpd@rcog.org.uk  
 

 

mailto:cpd@rcog.org.uk

