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1 ) 	Once 	you 	a re 	 logged 	 in 	 to 	Horus 	 - 	 c l i ck 	on 	 the 	 ‘ Superv i s ing ’ 	 Tab 	 f rom	 the 	 top 	
menu 	bar 	 to 	 revea l 	 your 	a s s igned 	Foundat ion 	Doctor ( s ) 	
N.B . 	 I f 	 you 	don ' t 	 s ee 	 you r 	 f ounda t ion 	doc to r ' s 	 name 	 in 	 the 	 l i s t , 	 you 	have 	no t 	been 	
a s s igned 	> 	a sk 	 you r 	 l o ca l 	 T ru s t 	 e -po r t fo l i o /pos tg radua te 	adm in i s t ra to r 	 to 	a s s ign 	
you . 	 	
	
Next 	 c l i ck 	on 	 ‘Open ’ 	 on 	 the 	 r i gh t 	o f 	 your 	Foundat ion 	doc tor ’ s 	name 	 to 	open 	
the i r 	ePor t fo l io . 	 See 	Sc reen 	 shot 	be low 	 	

 
2) 	Nex t 	 you 	w i l l 	 see 	 the 	 ‘Por t fo l io 	 contents ’ 	 page 	w i th 	a 	 l i s t 	o f 	meet ing 	 fo rms 	 / 	
S LE 	 fo rms 	o r 	 i t 	may 	be 	b lank 	 i f 	no 	 fo rms 	a re 	 comp le ted 	ye t . 	 See 	be low 	
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3)	To	create	an	initial/induction	meeting	form	-	Click	on	 ‘Fo rms 	 ( s ta r t 	new) ’ 	 l o ca ted 	on 	
the 	g rey 	menu 	bar 	a t 	 the 	 top . 	 Then 	c l i ck 	on 	 the 	appropr ia te 	 fo rm 	see 	be low 	
	

N.B 
•  Init ial 	Meeting	created	by	Educational 	Supervisor	(ES) 	
•  Induction	Meeting	created	by	Cl inical 	Supervisor	(CS)	
•  Combined	Induction	Meeting	with	CS	&	Init ial 	Meeting	with	ES	created	if 	the	ES	has	

the	dual	role	for 	a	4month	placement	 	
	

4) 	A	blank	meeting	form	appears	- 	the	content	should	look	famil iar	to	you	as	 it 	 is 	
core	FP	curriculum	content.	 It 	 is 	 just	the	interface	and	functionality	that	has	
changed	with	the	new	Horus	ePortfolio	see	below	
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5 ) 	 F i r s t 	 record 	 the 	 ‘Date 	o f 	meet ing ’ 	 u s ing 	 the 	 ca lendar 	pop-up 	 tha t 	appears 	
when 	you 	put 	your 	 cu rsor 	 in 	 the 	 ‘Date 	o f 	meet ing ’ 	 box 	 see 	be low 	
	 	 	 	 	 	 	 	 	 	 	 	 	 	 	 	 	 	 	

	
	
6)Next 	 start	typing	in	the	 ‘Name 	o f 	 foundat ion 	doctor ’ 	 box,	the	f irst	three	or	
four	 letters	of	their	f irst	or	 last	name	should	be	enough	to	instigate	Horus	to	
search	your	l ist 	of	supervised	foundation	doctors	- 	the	names	that	match	what	
you	have	typed	wil l 	appear	 in	a	drop-down	box	see	below	
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7) 	Select	the	relevant	foundation	doctor's	name	from	the	l ist 	 then 	one 	o r 	more 	
p lacement 	opt ions 	w i l l 	 become 	ava i l ab le 	on 	 the 	 fo rm. 	See 	be low 	sc reen 	 shot . 	
	 	
7(a )Se lec t 	 ( c l i ck 	on 	 the 	 rad ia l 	bu t ton ) 	 the 	p lacement 	 fo r 	wh ich 	you 	have 	he ld 	
your 	 in i t i a l / induct ion 	meet ing . 	 I f 	 you 	a re 	 comp le t ing 	 th i s 	 fo rm 	a t 	 the 	end 	o f 	a 	
p lacement 	 fo r 	 the 	upcoming 	p lacement , 	 you 	w i l l 	 see 	both 	p lacements 	 - 	 check 	
tha t 	 you 	a re 	 se lec t ing 	 the 	 co r rec t 	p lacement .   
N.B. 	You	can	create 	a 	form	up	to 	1 	month	before 	the	start 	of 	a 	p lacement	and	up	
to 	3 	months	after 	the	end	of 	a 	p lacement. 	
	
7(b)Next 	c l ick 	on	the	radia l 	buttons 	to 	se lect 	superv isor 	ro le 	and	agree	a 	PDP. 	 I f 	
you	c l ick 	 ‘No’ 	a 	PDP	has 	not 	been	agreed	then	another 	box	wi l l 	appear 	to 	ask 	
when	you	wi l l 	agree	one	and	an	opt ion	to 	create 	one	fo l lowing	the	meet ing	wi l l 	
appear. 	
	
7(c) 	Complete 	the	rest 	of 	 the	form	and	c l ick 	e ither 	 	
‘ Save 	 (and 	 rev iew 	be fore 	 submiss ion ) ’or 	 ‘Save	as 	draft ’ 	see	below	 	
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8 ) 	 I f 	 you 	 se lec t 	 ‘ Save 	 (and 	 rev iew 	be fore 	 submiss ion ) ’ 	The 	nex t 	 s c reen 	 - 	you 	
w i l l 	 see 	 in 	 the 	g reen 	bar 	a t 	 the 	 top 	o f 	 the 	page 	 tha t 	your 	 changes 	have 	been 	
saved . 	You 	can 	 rev iew 	your 	 fo rm 	by 	 sc ro l l ing 	down 	 to 	v iew 	a l l 	 the 	 content . 	 i f 	
you 	a re 	happy 	w i th 	 the 	accuracy 	you 	 then 	 sc ro l l 	back 	up 	 to 	 the 	 top 	o f 	 the 	 fo rm 	
and 	 se lec t 	 ‘Mark 	as 	 complete ’ 	 i n 	 the 	purp le 	bar 	on 	 the 	 r i gh t . 	 	See 	be low 	
	
	 	 	 	 	 	 	 	 	 	 	 	 	 	 	 	 	

	
	
	
9 ) 	 I f 	 you 	want 	 to 	make 	 fu r ther 	 changes 	 then 	 se lec t 	 ‘Make 	 fu r ther 	 changes ’ 	 i n 	
the 	purp le 	 in fo rmat ion 	bar 	 ( seen 	on 	 the 	above 	 s c reen 	 shot ) 	
The 	meet ing 	 fo rm 	w i l l 	open 	up 	aga in 	and 	you 	can 	ed i t 	 then 	aga in 	 se lec t 	 ‘ Save 	
(and 	 rev iew 	before 	 submiss ion ) ’ 	 	
	
N.B.See	pages	6 	&	7 	for 	continued	 instruct ion. 	
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10 ) 	 Then 	 se lec t 	 ‘Mark 	as 	 complete ’ 	aga in 	 i n 	 the 	purp le 	bar . 	Nex t 	a 	pop 	up 	w i l l 	
appear 	a sk ing 	you 	 to 	 con f i rm 	 ‘Mark 	 the 	 fo rm 	as 	 complete ’ 	see 	be low 	
																																		

	
	
11)	The 	 fo rm 	w i l l 	now 	be 	 saved 	and 	 submit ted 	and 	no 	 longer 	ed i tab le . 	 I t 	w i l l 	
now 	be 	ava i l ab le 	 fo r 	 your 	 foundat ion 	doc tor 	 to 	v iew 	and 	 s ign . 	
see 	be low 	green 	bar 	 con f i rm ing 	 fo rm 	submit ted 	and 	purp le 	bar 	 ‘Awa i t ing 	
s ignature 	 f rom	Foundat ion 	Doctor . ’ 	Now 	c l i ck 	on 	 the 	g rey 	box 	 ‘C lose 	 fo rm’ 	see 	
be low 	
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12)	Next	you	will	see	your	foundation	doctor’s	portfolio	content	page	with	your	meeting	form	and	a	
yellow	triangle	to	denote	not	signed	yet	by	the	foundation	doctor.	See	below	
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