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EDGE — Recording compulsory training — CVs, GCPs and Competencies

Brief Intro

Part one of this guidance will help to explain how to upload you GCP, CV and competency training
certificates to EDGE, as well as any other non-compulsory training certificates or documentation

that you would like to keep an electronic record of.

Part two explains how to create a folder for your training record and how to upload documents to it.

PART ONE

1. Compulsory training - GCP, CV and competencies

Within the ‘My Details’ tab you will find a section called ‘My Training’:

Papworth Hospital NS Foundation

9 First click here
B Projects Sites e = Suppor
My documents My reports  Generaldocuments  Global calendar

Mal  Notifications

EDGE Conference 2017- Accelerate

Pre-registration is now open! For more info & to register please visit our website: v

~— General documents ", Global calendar
= Download useful documentation. = View the system wide calend;
availability.

@ My reports

View details of your recruitment figures or, if you're
3 Team Leader or Prindpal Investigator, details of Next, click here
recruitment to Trials you are responsible for.

)
M &= A &Papadopoullos, Sam~

IC d 9 c Papworth Hospital NHS Foundation Trust
'
|

B Projects B sites & Patients @l Reports
Notifications  Delegation LggfRequests |

# Home £ Management & Library
'IITETEN Calendar My documents My reports

Papadopoullos, Sam
My details My logon details My qualifications My specialities My Responsibilitie; @ My notifications My Signature My Attributes
[ Edit

Papadopoullos, Sam

If this is the first time that this section has been accessed it will look like this:

General documents  Global calendar  Mail
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Details x

C' | @ Secure | https//www.edge.nhs.uk/Home/MyDetails ﬁ

c d 9 cC Papworth Hospital NHS Foundation Trust

€& Management & Library B Projects Sites & Patients [l Reports . Support
Calandar My documents My reports  General documants  Global calendar  Mail  Nalifications  Delegation Log Requests

Papadopoullos, Sam

Highlights that no

certi

to the system

ficates have been addgd

A training course record needs to be created before certificates can be added to it. Click on the add
button in the top right hand corner, it will ask you to select which type of training record you wish to
add to the system. First pick a course type (e.g. competency training):

10
h Hospital NHS Foundation Trust = A

B Library B Projects @ sites & Patients @ Reports . Support
yreporls  General documents  Global calendar  Mail  Notifications  Delegation Log Requests

x
My qualifications Add tralning record pns My Signature My A

Course type
The type of the \lmvl\'l’»r] ¥:

Course name
The name of the tann9 | competency Training (Please ensure file name is descriptive before uploading)
Location CV (please attach)

Where the m?,,cp was | GCP training (please attach certificate) e

Date of attendance =
The date of the course =

1! Lengtl
‘e, Coxford Road, Southa The length of the comrse
in da

Date of renewal =
The date this training =
qualification expires

Save Cancel

Then choose a course name:
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PLEASE NOTE: The course name list will not
list every possible course name; it will simply
repeat the name of the course type. When
you upload your document, please ensure
that the file name clearly describes the name
of the course it relates to (how to upload is
covered later)

B Ssites & Patients [l Reports . Support

jcuments  Globai calendar  Mail  Notificatons  Delegation Log Requests

s‘ Add training record X

The typeCoUrse tYPe | competency Training (Please ensure file r ¥

course

The nr,,,f“’f','fe;"'—fn"'v‘f | competency Training v
he
Date of attendance & IMPORTANT: the important part of this is to
f Length - fill in the date of attendance and date of
- ,’newa, renewal —this will allow reminders to be sent
expires "'f automatically when they are due to expire
Save Cancel

It is not a requirement to add the location or length of the training, but you are free to do so if you
like. Please make sure that you add the dates of attendance and renewal.

2. Adding compulsory training certificates

Once the course record has been added, you are then able to add a certificate to the record:

= Add training record x
y qualifications pns My Sign
typelRUrse type | o mpetency Training (Please ensure file ¥

The nar Fytnrso_n?mc‘ Competency Training v
Location
Where th rse was
eld
Date of attendance
The date of the cour
Length
cad, Sou The length of thy ng
Date of renewal
The date this training
walification expires
Save Cancel
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£ Management & Library B Projects

& Patients @d Reports . Support

Calendar My documents My reports  General documents  Global calendar  Mail  Notifications  Delegation Log Requests

Papadopoullos, Sam
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My details My logon details My qualifications My specialities My Responsibilities

My training
Training details

Course type Competency Training (Please ensure file name is descriptive before
uploading)

Course name Competency Training

Location

Date attended 10/08/2016

Length (in days)

Date of renewal 10/08/2017

My training ‘ My notifications

Renew
History
Edit

Filename

example.docx

Competency course 1

Click here to add your certificate for that

training course.

My Signature

Version

My Attributes

% Add file
dit Delei

Once you have added all of your compulsory training courses and their certificates, the page will

look like this

BLUEGEIEgS UAlencar My OOCUTeNIs My TepOTTS  SeneralGOCUMeNTs oDl Calendar  Mal  NOWNCAUONS  Lielegalion Log Kequests

Papadopoullos, Sam

My details My logon details My qualifications My specialities My Responsibilities My training My notifications

My training
Training details

Course type CV (please attach)

Course name cv

Location

Date attended 10/05/2017

Length (In days)

Date of renewal 09/05/2020

Course type Competency Training (Please ensure file name
uploading)

Course name Competency Training

Location

Date attended 10/08/2016

Length (in days)

Date of renewal 10/08/2017

Course type GCP training (please attach certificate)

Course name GCP Training

Location

Date attended 01/01/2016

Length (in days)

Renew
History
Edit

is descriptive before Renew
History
Edit

Renew
History
Edit

My Signature

My Attributes

Filename

CV example.docx

Filename

Competency course 1
example.docx

Filename

GCP certificate
example.docx

Version

Version

Version

[ Add

[ Add file
Edit Delete

[ Add file
Edit Delete

[T Add file
Edit Delete

3. Updating a training record

When you update your training and receive a new certificate, you do not need to create a new
training record, you can simply add your new certificate to the existing record.

DO NOT DELETE YOUR PREVIOUS CERTIFICATES — without them you cannot demonstrate continued

compliance.
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1.

Click add file within the training
record that you wish to update

Papadopoullos, Sam

My details My logon details My qualifications My specialities My Responsibilities My training My notifications My Signal™g My Attributes
My training [ Add
Training details
Course type Competency Training (Please ensure file name is descriptive Renew Filename Version [ Add file
before uploading) H'StEcd');
i S oo
Course name Competency Training Competancy: colirse;1
example.docx
Location
Edit Delete

Date attended 10/08/2017 exami?zg::ﬂw colirse:{iupdate

Length (in days)

Date of renewal 10/08/2018

Course type CV (please attach) Renew Filename Version G Add file

History L

Course name cv Edit CV example.docx Edit Delete
Location

Date attended 10/05/2017

Length (in days)

Date of renewal 09/05/2020

Course type GCP training (please attach certificate) :_e:ew Filename Version [ Add file

istory
Course name GCP Training Edit Edit Delete

Location
Date attended 01/01/2016

Length (in days)

GCP certificate example.dokx

3. Click edit to within the record to amend
the dates of attendance and renewal to
correspond the new renewal dates

4. Adding a different competency

2. The uploaded file will appear here — DO
NOT DELETE THE PREVIOUS CERTIFICATE

Each competency will require its own training record, this will allow each competency to have its
own reminder when it is due to expire. Repeat the process from step 2 of this document, making
sure that the uploaded certificates are clearly labelled to allow you to tell the difference at a glance:

Papadopoullos, Sam

My details My logon details My qualifications My specialities My Responsibilities My training My notifications My Signature My Attributes
My training [ Add
Training details
Course type Competency Training (Please ensure file name is descriptive Renew Filename Version [ Add file
before uploading) H‘StEDd"“é A Delat
it Delete
Course name Competency Training Competency/course:1
example.docx
Location
Competency course 1 update Edit Delete
Date attended 10/08/2017 example.docx
Length (in days)
Date of renewal 10/08/2018
Course type Competency Training (Please ensure file name is descriptive Renew Filename Version [ Add file
before uploading) "”S‘E"JK T
elete
Course name Competency Training Competency course 2
example.docx
Location
Date attended 10/08/2017
Length (in days)
Date of renewal 16/06/2018
Course type CV (please attach) Renew Filename Version [ Add file
History
Course name cv Edit €V example.docx Edit Delete
Location

Date attended 10/05/2017
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5. Adding other Certificates

If you wish to add certificates for non-compulsory training (e.g. internal courses led by the
Library/Leadership team):
Go to the ‘my documents’ tab on the home page:

i
’ G d 9 e Papworth Hospital NHS Foundation Trust i) = A & Papadopoullos, Sam v

# Home &V _ageme.. & Library B Projects Sites & Patients @l Reports L. Support

Calendar w Myreports ~ General documents ~ Global calendar  Mail  Notifications  Delegation Log Requests

Papadopoullos,
My details My logon details My qualifications My specialities My Responsibilities My training My notifications My Signature

My Attributes

Papadopoullos, Sam [ Edit

Field Value
Title:
Forename: Sam
Surname: Papadopoullos
Gender: Not known
Date of Birth:
Address:

Change image Postcode:

> Email: sam.papadopoullos@nhs.net
Delete image
-~ Phone: 01480 364886

Mobile:

Your profile is 85%
complete. Fax:
Completion tips:
Add Specialities ~ Pager:

= -

Next, simply click the add file button to upload your certificates:

i
-3 e d 9 e Papworth Hospital NHS Foundation Trust M = A &Papadopoullos, Sam~
# Home £ Management & Library B Projects @ sites & Patients [l Reports . Support
My detalls  Calendar My reports  General documents  Global calendar ~ Mall  Notifications  Delegation Log Requests
My Documents |73 Add file @ [ Add folder
Root Version Comments Uploaded by Date

l Training Record Edit Delete

1 folder(s), O file(s) Action: (Select action to perform) v|| Go  Select all

Clinical Informatics Research Unit, EDGE Program
Care of the Natlonal Blood and Transplant Service, Coxford Road, Southampton
S016 5AF, United Kingdom

If you would prefer to keep certain certificates grouped together, please refer to “EDGE TUTORIAL 3
— CREATINGYOUR TRAINING RECORD” if you require step by step instructions on how to create a
folder to store all related documents together.
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PART TWO

EDGE — Creating your Training Record

Brief Intro

This guidance explains how to create a folder for your training record, and how to upload
documents to it.

1. Creating the folder

The training record folder is created in the ‘My Documents’ tab:

Papworth Hospital NHS Foundation Tn
First click here

sedge

# Home B cjects Sites & Patients
) Teports  Generaldocuments Ghob

EDGE Conference 2017- Accelerate

Pre-registration is now open! For more info & to regist:

~— General documents

~— Download useful documentation. s

My reports

View details of your recruitment figures or, if you're
a Team Leader or Prindpal Investigator, details of
recruitment to Trials you are responsible for.

Next, click on add folder and create a folder named ‘Training record’:

4.
’ G d 9 G Papworth Hospital NHS Foundation Trust & Papadopoullos, Sam v
# Home £ Management & Library B Projects Sites & Patients [l Reports . Support
My details  Calendar My reports  General documents  Global calendar ~ Mail  Notifications  Delegation Log Requests
My Documents [ Add file % Add folder
Root Version Comments Uploaded by Date

This folder is empty

0 folder(s), 0 file(s) Action: (Select action to perform) v | Go | Select all

Clinical Informatics Research Unit, EDGE Program
are of the National Blood and Transplant Service, Coxford Road, Southampton
SO16 5AF, United Kingdom
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The training record folder should then appear in the list:

4
P G d 9 e Papworth Hospital NHS Foundation Trust iz A & Papadopoullos, Sam

# Home £ Management & Library B Projects Sites & Patients Reports & Support
My detalls  Calendar My reports ~ General documents  Global calendar  Mall  Notifications  Delegation Log Requests

My Documents [ Add file [ Add folder

Root Version Comments Uploaded by Date

l Training Record Edit Delete

1 folder(s), O file(s) Action: (Select action to perform) v|| Go | Select all

Clinical Informatics Research Unit, EDGE Program
Care of the National Blood and Transplant Service, Coxford Road, Southampton
S016 SAF, United Kingdom

2. Adding files to the folder

Click on the folder name to open it, then click ‘add files’ to upload the required documents:

You can create folders

Shows the name e o
of the folder you within folders —clic
here when you're

are currently in

already in a folder

14
’ G d g G Papworth Hospital NHS Foundation Trust a3 A & Papadopoull's, Sam v

Select action to perform) v/ Go | Select all

# Home £ Management & Library B Projects Sites & Patients [ Reports
My details alendar My reports General documents Global calendar Mail Notifications Delegation Log Requests

y Document
Root/Training Record

B

Version Comments Uploaded by

This folder is empty
0 folder(s), O file(s)

Toadd afiletoa /

folder, simply click
here!

You can use the instructions above to create folders for any groups of documents you wish to store
on EDGE, simply create a folder with the appropriate name and you’re ready to upload documents.
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