Notes on problems and solutions in changing the Portfolio layout to suit your entries if you are using a word processing programme to complete the Portfolio Modules and Log Sheets.

Some student nurses trying to enter their entries on the Portfolio in electronic form before printing out the results are going to get very frustrated.  There are many glitches which make life extremely difficult.  These tips are to try to help you solve them.  If you find any new ones, please let us know and we’ll put them on the website.

These problems are applicable to the electronic Portfolio supplied by RCVS at the time of writing.  Some may be changed by RCVS at a later date when they realise that the document contains some very user-unfriendly bugs in the layout, but this was how they were supplied originally.

For those of you who are experienced with word processors, this section will contain information which you probably know already, so just skip it.  However, some of you may find it useful to display and print your Portfolio as you want it to look.

NB.  Before making any changes that are new to you, we suggest that you save a copy of your document in its previous form, along with any text you have typed.  It’s an even better idea to make a second copy on a floppy, CD or ZIP disk.
For example, the original version could be called 'Portfolio 1'.  Open it, click File and then Save As.  In the File Name box, change Portfolio 1 to Portfolio 2, then click Save.

If you are trying anything experimental, use the Portfolio 2 document and never the Portfolio 1 original.

When you've made changes to Portfolio 2 and you're happy with them, click File, Close and save your changes.  If you now want to try making some new changes to the layout, open Portfolio 2 again and save it as Portfolio 3.

If things go wrong with your changes, you can just close the document and click 'No' to the 'Do you want to save changes' box.  Then you can try again.  However, even if things go badly wrong and you accidentally save the document with changes you don't want, you will never risk losing your most recent document, as you can always go back to the previous version.

NB.  Make any changes you want to make to the blank document BEFORE you start typing in any details of your cases.  Then if you mess things up and have to start again, you won’t lose any of your case notes.

1)  The Portfolio document won't print out on your printer.

Your computer or printer may not be able to cope with the font type provided by RCVS.  You can change all the text to a more commonly used True-Type font (ie. a basic standard font) such as Times New Roman (which we use) or another such as Arial etc.

Click Edit, then Select All.  This will highlight all the text in the document.  Press Format and then Font.  Click on any font which you know your printer can handle from the list, and it will appear in the Font box.  Then click OK, and all the text will change to your new font, which should print out OK on your printer.

NB.  Don’t select changes in the Font Style or Size boxes, or this will make every letter in the document the same size or style (eg. 12 point Bold or 10 point Regular).  If you want to keep headings in a larger font size and/or bold text, remember that selecting anything in the Style or Size boxes would change them.

2)  The top or bottom of a complete page which appears on your computer screen may not print out on a single page from your printer.  The text will all print, but may not print out as you see it on the screen. (If some of the text doesn’t print at all, see note 12 below).

Some of the Portfolio pages are set up with Letter size pages rather than A4 size pages.  Unless you’re printing out on perforated tractor feed paper, everyone uses A4 these days.  Click File, Page Setup, Paper Size.  In the Paper Size box, select A4.  Then in the Apply To box select Whole Document.  Then click OK.

3)  The left or right side of a complete page which appears on your computer screen may not print out on a single page from your printer.

Some of the pages in the Portfolio are far too wide, and even if they printed, any punch holes to put them in a ring binder would go through the text.  To change the width of the pages, place the mouse cursor over the vertical line forming the left side of the page.  As it touches the line, the cursor will change to a ↔ sign and the vertical solid line will change to a dotted line.  When this happens, press down the left mouse button and keeping it pressed, drag the line a little bit to the right, away from the edge of the page.  Then release the mouse button.  Do the same for the right side of the page.  Don’t move it too far, as some boxes such as the ones for your enrolment number at the top right of some pages will get smaller, and you don’t want to lose them altogether.

If you want to check if your changes are enough, place the cursor on the page you have changed, select File, Print, Current Page and OK.  The one page will then print out, and if it’s still not right, change a bit more.  If you’ve overdone it, you can easily make it wider again by simply picking up the vertical line and moving it back towards the edge of the paper.

You can also change any of the internal vertical lines in the same way if moving the outer lines makes a box too large or too small.

4)  The Portfolio document shows lots of little squares and other symbols which you find distracting.

Click View then click Normal, and they'll disappear.

5)  Some boxes only print what you type in bold text.

This is mainly at the top of the log sheet boxes where you have to enter species, breed, age, weight etc.

Highlight the text after you've written it and you'll see the B (for Bold Text) button on the Toolbar highlights.  To change back to normal text, just click on the B button.

6)  Some boxes print in a different font size to others on the same page.

Decide the font size you want to use, eg 12 point.  Type the first couple of words, noting the different font size.  Highlight them, click the font size box on the Toolbar and change 11 to 12, or as appropriate.  All further text in that box will then enter in the font size you want.

7)  Some boxes only print what you type to the right of the box.

Any text in the box to begin with is Right Aligned; for example, the box headed 'Assessor's reflective comments.......' in Module 1 - Veterinary Nurse NVQ Training Scheme, Module Assessment Summary' contains the words 'Please add a continuation sheet if necessary' at the bottom right of the box, and these words are Right Aligned.

Highlight all space and text in the box and click the Left Align button on the Toolbar.

8)  You have made your entry in a box and have a lot of spare space left over which you want to eliminate to make everything more readable.

Place the cursor anywhere in the box, click Table, Table Properties, Row, and untick the 'Specify Height' box, then click OK.  The box will then reduce to fit your text, but will expand to accommodate any more text that you write, without leaving any space left over.

IF YOU DO THIS, BEFORE YOU PRINT OUT YOUR LOG SHEET MAKE SURE THAT YOU KEEP TOGETHER ON THE SAME PAGE FOR EACH BOX:

THE HEADING

YOUR WRITTEN TEXT

It doesn't look good to have the heading for a box on one page and the text on the next.

NB.  Just for a spot of variety, a few boxes have spare space due to a number of blank lines which have been put in by hitting the Enter button a few times.  If unticking 'Specify Height' doesn't get rid of the spare space, put the cursor in the space and click the button to delete text to the right.  The spare space will then disappear.

Don't hold the Delete button pressed down for too long, or you might end up deleting text you want to keep.  Do it one line at a time..

9)  The heading for a section of a log sheet appears on one page while the box containing the text appears on the next page, and you want to keep them together before printing out the log sheet.

Place the cursor at the very end of the text in the box above the heading you want to move to the next page.  Then press the Enter key repeatedly (but not too quickly).  The heading will be pushed down the page and eventually disappear, but will reappear on the next page attached to the box it goes with.

10)  Some boxes print what you type to fill the whole line evenly like a newspaper column, and the spacing can vary quite a bit.

These contain Justified text.  To Left Align the text, just do the same as for  correcting Right Aligned text above.

11)  Some boxes have a lot of space in them, but you can't type in them because the cursor goes straight to the bottom of the page when you try to place it in the box, and it's usually Right Aligned as well.  Typing text fills up the space from the bottom to the top and from the right to the left rather than how we all usually do it.

Unclick the 'Specify Height' box and Left Align the text as described above.  Then you can place the cursor at the beginning of the box and type what you want.

If there is any text already in the box (such as 'Date Information Given'), you can separate it from your text by clicking 'Enter' a couple of times after what you've typed.

However, if the cursor still remains at the bottom of the box, click Table, Table Properties, Cell.  You will see 3 boxes under Vertical Alignments, named Top, Centre and Bottom.  There will be a black line round the ‘Bottom’ box.  Click the ‘Top’ box, then OK.  The cursor will then go to the top of the box and you can start writing there.

12)  Some boxes require a lot of writing in them and the computer will allow you to do this, but when you try to print the pages you have written, the page only prints down so far and the bottom of the page doesn’t print.  For example, see Log Sheet 1a.

In Log Sheet 1a, you have to make a lot of entries below each other.  If you do this as the page is, you’ll find the bottom ones don’t print.  What you have to do is make a table and enter each new task in a different row. Do this as follows.

Place the cursor at the beginning of the blank box below the heading ‘Tasks carried out’.  Click Table, Table Properties, Row, and untick the 'Specify Height' box, then click OK.  The box will then reduce to a single line, but if you write in it, it will expand to accommodate any more text that you write, without leaving any space left over.

However, before you write anything, click Table, Insert, Rows Below.  A new blank line will then appear below the first, with all the boxes laid out with lines visible in a table.  If you are going to make twelve entries for twelve different tasks, repeat until you have twelve new blank lines.  Then start writing in your text for each different task.

The difference now is that all your entries will print out, with the bottom entries appearing on a new page.  Neat, isn’t it?

13)  In Log Sheet 6b you will find that you cannot place the cursor in some of the boxes.  When you place the cursor over a box and click to position it there to start writing in it, nothing happens.

Move the cursor until it is over the box you want to write in.  Left click as though you are trying to position it in the box.  Nothing happens.  Now move the cursor to the ‘Style’ box, usually at the top left of the toolbar next to the Font Type box.  It will read ‘Envelope Return’or perhaps ‘Document Map’.  Click on the arrow beside the box and a list of different names will appear.  Scroll down until you come to ‘Normal’ (or whatever is there when you usually type text) and click on that so that it appears in the Style box.  If you go back to the box you were trying to write in, you should find that the cursor can now be located in the box and you can write.  You may still have to carry out some of the procedures described above, because even then the box may only allow you to write from the bottom up etc, but you will be able to write.  You must repeat this for every box where you can’t write.

14)  When you place the cursor in some boxes, no matter where you place it, it selects the whole box, which then highlights in black.

Click the space bar once, and the box will go back to normal and you can write in it.

----------------------------------------------------------------------------------------------------------------

Odds and Ends of information about the RCVS log sheet content

1)  In the Sterilisation by Autoclave log sheet, 'Name of' really means the name of the object being sterilised and 'Working' really means the working pressure.

2)  Most log sheets have the heading 'Species' just above 'Breed', but a few have them the other way round for some reason, so read the headings and don't just fill them in on automatic pilot.

3)  The anaesthetic record sheet provided is a bit unusual in its layout.

a)  There are three boxes provided for saying what sex the patient is.  I don't know what is intended.

b)  There is extra space between temperature, heart rate etc and the lines you are supposed to enter them on, because the writer has felt the necessity to spell out what CRT means, thereby pushing everything else down two lines - it's just a bit messy, and if you don't know what CRT means at this stage you shouldn't be there.

c)  There is one line saying 'Anaesthetic time' and 'Time to Standing', then immediately below another line saying 'Anaesthesia time' and 'Time to Standing' (subtly different).  I don't know why.

d)  The chart has tiny boxes, and the 30 line is half the depth of the others.

Anyway, there's nothing to say that this chart MUST be used, so I would just use any good quality chart which contains the same basic information but which may be laid out better and more understandably.

----------------------------------------------------------------------------------------------------------------

General Information about the completed log sheets in this book

1)  Some of these log sheets are written in the first person (I gave an injection of amoxycillin) and some in the third person (An injection of amoxycillin was given).  The idea is to give you examples of both, and both are correct as long as it is clear what the nurse who is being assessed actually did.

So, if a cat is being restrained for jugular venepuncture, one nurse might hold the cat's body while another holds its head in the correct position.  If the nurse being assessed is holding the head, for example, it must be clear in the case log who is doing what, so this would read something like 'A nurse held the cat's legs and body, while I held the head up with the neck extended to expose the jugular vein.'

If in any doubt, use the first person.  It may be a bit boring to keep saying 'I did this' and 'I did that', but at least it will be clear what you did.

2)  There are large areas to the right of most of the log sheets which are headed 'Assessor's Comments'.

There is often nothing in these, because we're trying to show you what a good log sheet should look like, and these boxes are there so that the Assessor can write comments about a real log sheet where there have been things done wrongly or things not recorded properly.  However, sometimes we have made a ‘mistake’ or an omission in the log sheet and entered an Assessor’s comment.  These are in italics.  The student’s answer then appears in normal text.

The following are the sort of things the Assessor should be looking for and which would be commented on in the areas provided.  If the student is making good progress, there should be fewer and fewer comments made in these areas as the course progresses.

NB.  A witness (not the Assessor) may see some of the procedures carried out and may make written comments in these areas of the log sheet if she has witnessed that procedure.  However, the Assessor should really physically be present on AT LEAST 50% of all log sheet procedures, and preferably much more.  If not, the External Verifier will probably have something fairly crisp to say about the standard of assessment in the practice.

Example A)  The student might say on the log sheet that she cleaned a wound postoperatively before returning the animal to its owner.  The assessor might have seen the procedure carried out properly, but it has not been recorded properly.  The student should have written down exactly what she DID to clean the wound.

Example B)  The student might say that she disinfected a kennel with Vetaclean, but might not say what concentration she made it up to.  Unless she does, the nobody can know if the kennel was properly disinfected.

Example C)  The student might say that an emergency admission case was not in shock.  This is not sufficient - she should say WHY she thinks it was not in shock.

Example D)  The student might say that the temperature of an emergency admission case was 104.6ºF.  By itself, this means little, and what she should add is the normal range to show that she realises that this is a high temperature and also that she knows by how much it is raised above normal.

Example E)  The student might say that an animal's mucous membranes are pale.  Once again, she should say what normal is to show that she has enough underpinning knowledge to justify her assessment of the animal.

Example F)  The student might use an incorrect term.  She might say 'I administered Fuciderm Eye Cream' when it is in fact a gel, which has different pharmacological properties to a cream.

Example G)  The student might use a correct term but define it wrongly.  She might say 'The animal was admitted with a gastroenteritis (stomach infection).'  The fact that it had a gastroenteritis may have been correct, but a gastroenteritis does not just involve the stomach and may not involve an infection.

