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Overview
Introduction

• This presentation is a step-by-step guide on how 
to create, use and manage the MSF process within 
the e-Portfolio system.

Background

• Multi-source feedback (MSF) is required as part of 
the assessment process for specialist trainees in 
Anaesthesia;

• The MSF has been included in the e-Portfolio 
system as a tool to aid trainee assessment.
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MSF Process
Please note:

Once a trainee’s list of MSF assessors is

approved by their ES, requests for feedback are

sent out.

The MSF remains open for a calendar month in

order to give good time for feedback to be

collected. Only at the end of the month are the

results available for review.



e-Portfolio

Contents

Trainee

Creating an MSF
• Nominating Assessors

• Save as draft

• Submitting MSF

Progress Tracking
• Outstanding 

Assessments

Consultant

Review Nominated Assessors

Approve Assessors

Reject Assessors

Provide Feedback

MSF Results



e-Portfolio

Trainee and the MSF
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Creating a New MSF
To initiate MSF:

• Hover over the ‘Assessment Tools’ menu heading,

further options will be displayed;

• Select the ‘Enter New Assessment Tool’ option –
see below: -



e-Portfolio

Creating a New MSF

On the next page: click 
‘Enter Assessment Tool’ 
within the Multi Source 
Feedback section of the 
page.
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MSF:  Nominating Assessors

The MSF ‘Add Assessor’ provides the trainee

with the options to: -
• Select individuals to provide feedback;

• Review the list, prior to finalising the list;

• Confirm their training grade;

• Save as draft;

• Finalise and submit the list to their Educational Supervisor.



MSF:  Nominating Assessors
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Select Assessors

There are three options available:

1. Add a previously selected assessor

A trainer that the trainee has
interacted with recently within the            
e-Portfolio.

2. Find an assessor

Search for assessors that have access to
the e-Portfolio system.

3. Add an unlisted assessor

Add an individual who does not normally
have access to the system.
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Previous Assessors

To select a previous assessor:

Click the drop-down box to display

the list of available assessors.

Click on the ‘Add Assessor’ button.

Select the required assessor so that their name 
appears within the box, as shown above.
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Find an Assessor
To find an existing assessor:

Enter the required assessor’s

surname in the ‘Last Name’ field

and click ‘Find Assessor’.

A list of assessors should appear

on the following page with a

matching surname.

Click the ‘Select’ button at name required.
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Add an unlisted Assessor

To add an unlisted assessor:

Enter the required assessor’s;

name, e-mail address, position

and workplace into the fields

provided.

Note: the name and e-mail address are

mandatory fields but try to add as much

information as possible to aid recognition of

the individual.

Click the ‘Add Unlisted Assessor’ button.



e-Portfolio

Selected Assessors

As each assessor is added – the confirmation below should display:

The assessor’s names will be shown within the list of ‘Selected Assessors’:

To remove a selected assessor, click the Remove link.



Submit MSF

* Make sure the minimum number of 
assessors (suggest 15+) have been 
added to the list.

* Make sure that the training year has 
been set appropriately.

* FINALISE – there are two options: -

‘Finalise Assessor List’ – save the list of 
nominated assessors and send the 
completed list to your Educational 
Supervisor for review and approval.

‘Store List as Draft’ – save the list as draft 
for further updates.  To access the Draft 
list – go to the Outstanding Assessments 
menu option in the Assessment Tools 
Menu.
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Progress Tracking
Once the MSF has been submitted to the Educational Supervisor for review, the 
trainee can keep track of progress from the ‘Outstanding Assessment Tools’ list:

After the list of selected assessors has been approved, the trainee is able to review 
the progress by clicking the ‘View Assessors’ link :

Note: The MSF process remains open for one calendar month in order to give the 
assessors sufficient time to provide their feedback.
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Progress Tracking

The ‘Progress Tracking’ page enables the trainee to view the assessors’ names, the type 
of assessor (e.g. Listed or Unlisted), their e-mail address and whether the assessor has 
completed their feedback or not.

This should allow the trainee to remind assessors as necessary to ensure a good return.
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Supervisor Review
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Consultant Task List

When a trainee requests MSF, the trainee’s Educational Supervisor will 
receive both an e-mail and a ‘Task Item’ within their ‘Task List’ on their 
home page:

Click the ‘Approve’ link within this item in order to review the trainee’s 
list of suggested assessors and activate the MSF if appropriate.



Review Nominated Assessors

In order to remove a 
suggested assessor 
from the list –
uncheck the checkbox 
next to their name.

To reject the list –
enter a comment in 
the textbox provided 
(e.g. Add 3 more 
consultants) and click 
‘Reject’.

To approve the list and activate the MSF – confirm by clicking the approval checkbox, 
then click ‘Approve’.

Note: a minimum of 8 
assessors must remain in 
order to ‘approve’ the list
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Approved Assessors
Once the list of nominated assessors has been

approved: -
• A message will appear on the page to confirm approval of 

the list;

• Each approved assessor should receive an email to advise 
them that an assessment requires their attention;

• The MSF request will also appear in their ‘Task List’, if they 
have access to the e-Portfolio;

• For temporary users – they will receive an email, a link to 
the e-Portfolio system and a password.
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Rejected MSF

In the event that the supervisor

‘rejects’ a list of suggested assessors, 

the trainee must then revise or add

to their list of assessors then re-send

the list to their Educational 

Supervisor for review.

In this case the trainee will receive an e-mail advising them that 
the list has been rejected and will also have a task in their ‘Task 
List’ as seen above. The reason for rejection that the supervisor 
has left will be visible for review when adding assessors.
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Providing Feedback
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MSF Assessor
To view new/outstanding

MSF assessments
• Check the ‘Task list’  or;

• Hover over the Assessment Tools 
menu and select the Outstanding 
Assessment Tools menu

Click ‘Submit Responses’ to provide feedback.



Providing Feedback...(1)
Firstly, ensure that you have the right trainee in mind.
Secondly, select the clinical setting within which you have primarily observed the 
trainee – if applicable.
Note: sections 8 and 9 need not be completed.
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Providing Feedback...(2)

Which of these options most accurately applies to the trainee?
Click on the most appropriate rating for each question.

The next step is to assess the trainee’s skills, ability and knowledge against 25 
attributes.

The options are:

•Good
•Satisfactory
•Needs to improve
•Unacceptable and
•Unable to comment

Sections 11 to 36 are 
mandatory – they 
must be completed.

The question mark icons can be clicked to provide further information. 



Providing Feedback...(3)
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Providing Feedback...(4)
Sections 37,38 and 39 cover concerns and comments. All three sections are 
mandatory fields so must be filled in.

If you do not have any concerns please type ‘none’ for section 39. 
Click ‘Submit Assessment Tool’ to submit your feedback, or ‘Save as Draft’ to 
save changes in order to return to the form later.
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‘Unlisted’ Assessors
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‘Unlisted’ Assessors

The e-mail sent to the ‘unlisted’

assessor includes: -

• A link to the MSF assessment;

• A unique password;

• Confirmation of their details.

‘Unlisted’ assessors are those without normal access to the e-Portfolio 
system. In order to provide their feedback, they are sent an e-mail request 
giving ‘one-off’ access to an MSF form within the system.

Note: Once an ‘unlisted’ assessor has provided their feedback – they are no longer able to 
access the e-Portfolio system and would need to be added as ‘unlisted’ if ever required to 
provide feedback again.
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MSF Results
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Supervisory Review

Upon closing, the supervisor will

receive both an e-mail and a task item

in their ‘Task List’ in order to conduct

their review of the feedback.

The MSF process automatically closes one calendar month after having 
been approved by the supervisor.

The assessors 
ratings can be seen:
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Supervisory Review
In addition to the ratings, the comments can also be reviewed. If there are not 
any  issues, the results can simply be released to the trainee. 

If for any reason, the comments need to be looked at more closely – the 
supervisor is able to moderate the responses.
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Moderate Comments
The supervisor is able to view which individual entered which comments. To edit or 
remove a comment from the results – change the text seen on the left side of the page:

Note: do not make any changes to the --- << DO NOT ALTER THIS LINE >> ---
sections as these separate the comments within the results.
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Moderate Comments

Once satisfied with the comments, click ‘Save Responses’ to save the changes or 
click ‘Cancel’ to discard changes:

The system will return to the 
summary page in order for the results 
to be released to the trainee:
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Trainee Results

Released MSF results are available for the trainee to view within their list of 
Completed Assessment Tools.
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MSF Key Points
• The e-Portfolio system requires a minimum of 8 assessors -

though your School may require more.

• MSF Assessors can: -

– already be listed in the system 

– be individuals who are not normal users of the system, 
make sure to add as much information as possible to aid 
recognition.

• Educational Supervisors can approve or reject 
nominated assessors.

• The MSF process takes one month – see next slide
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Closing MSF Early

• If MSF results are required before the end of the 
month, then the RCoA helpdesk can be contacted to 
close the exercise early:

• All responses received – the trainee or supervisor 
can request closure

• Responses outstanding but a suitable number and 
mix of responses achieved – only the supervisor can 
request closure.



e-Portfolio

e-Portfolio Support

http://www.rcoa.ac.uk/e-Portfolio

e-Portfolio Support Team
THE ROYAL COLLEGE OF ANAESTHETISTS
Churchill House
35 Red Lion Square
London WC1R 4SG
tel.: 020 7092 1556

Websites

Postal Address

Contact Number

Email e-Portfolio@rcoa.ac.uk
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