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Introduction to the Training Management 
Platform Portal  
Supervisor Guide 
 
 

Purpose This job aid outlines how to navigate the portal to find important 
information related to trainee progress in a training program.  

Intended Audience 

Rotation Supervisors, Education Supervisors, Advanced Training 
Supervisors, Directors of Physician Educations (DPEs), Network 
DPEs and Training Program Coordinators (TPCs), collectively 
referred to as ‘supervisors’ throughout the document, except for 
specific sections which may have systems view or information 
related to a certain role.  

Context 

This job aid is designed to help Supervisor users navigate the 
TMP portal by focusing on activities including (however, not limited 
to) logging in, navigating the home page, using the search 
functionality, and exploring links in the footer.  
Supervisors and DPEs can find information about trainees they 
are supervising including their progress in a training program and 
learning and assessment activities completed by a trainee.  

 
How to use this document:  

The document is structured into 4 sections, representing 5 key Introduction to the Training 
Management Platform (TMP) Portal learning outcomes.  

To open the navigation pane in Adobe Acrobat, navigate to the left side of your screen and 
click on the ‘arrow’ icon  and then the 'bookmark' icon . 
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Section 1: Log in to the Portal 
Context: Use these instructions as a Supervisor to log into the Training Management 
Platform (TMP) Portal. 

Pre-requisites required: 

• Before logging into RACP systems, you will require an RACP User ID and password. 
This is created by completing a new user form.  

• As part of this process you will be required to set up your multi-factor authentication 
used by the RACP to protect your data. 

 

1. Navigate to the TMP Portal via your web browser and click on Sign in located on the top 
right corner of the screen. Refer to Figure 1.  

 

 

 

 
Figure 1 

2. Enter your RACP User ID and click on Next. Refer to Figure 2. 

Click here 

Note: You can access TMP Portal via https://tmp.racp.edu.au/ and also via the 
TMP quick-link on RACP website (home page) 

https://my.racp.edu.au/registration/training
https://www.racp.edu.au/about/multi-factor-authentication
https://tmp.racp.edu.au/
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Figure 2 

 

 

3. Enter your password and click sign in. Refer to Figure 3. 

 
Figure 3 
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Section 2: Navigation Overview - finding your trainees and 
their training information  
Context: Use these instructions as a Supervisor to understand and navigate across the TMP 
Portal, including the different components that will appear on the landing page of TMP Portal 
once you are logged in. 

1. Located at the top of the landing page is the Primary Navigation / Menu Bar which 
includes the following clickable items. Refer to Figure 4.  

• Applications: This redirects to another page displaying your current Applications. 
You can use this if you are planning to start an application to enter an RACP Training 
Program.  

• My Trainees: Depending on your Training role (Education Supervisor, Rotation 
Supervisor or DPE), the list will display the Training Programs your Trainees are part 
of. 
 
o If you are an Education Supervisor: you can view a list of your Trainee’s Training 

Programs where you are nominated as their Education (Program Level) 
Supervisor.  
 

o If you are a Rotation Supervisor: view a list of your Trainee’s Training Programs 
where you are nominated as their Rotation Plan Supervisor (via the trainee’s 
Rotation plan). 
 

o If you are a DPE: view a list of your Trainee’s applications. 

• My Assigned Actions: This redirects to another page where certain ‘to-do’ items are 
shown that require action from you, depending on your Training Role. These actions 
will often relate to assessment activities related to your trainees.    

 
Figure 4 
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2. Click on your name on the top right corner of the screen to see the following options. 
Refer to Figure 5.   

• My Profile: This displays your personal details, address details and fellowship details 
if applicable.  

 

 
 

• My Communication History: This displays comments directed to you by RACP or 
Assessors (you cannot respond to these in the Portal).  

• Sign out: This enables you to sign out from the Portal. 

 
Figure 5 

3. Click on My Assigned Actions. Refer to Figure 6. 

 
Figure 6 

Click here 

Click here 

Note: Each section of Contact details is read-only (indicated by the padlock icon 
next to each field), because contact information cannot be updated in TMP, 
but needs to be updated via MyRACP 

https://login.racp.edu.au/login?state=hKFo2SBnTFc3eXd4Uk4xYmhjaFdBQlRCVzIyVnZDZG9MckhkNKFupWxvZ2luo3RpZNkgekMxUTctaFZFb1lXSHJjYVZmWThROThqSDZDc3ZacWyjY2lk2SBxZ1kza1ljU25jUEFIWjB6T01WUXMydEJQZFBoUGpLRg&client=qgY3kYcSncPAHZ0zOMVQs2tBPdPhPjKF&protocol=samlp&SAMLRequest=fZJPT%2BMwEMXv%2Byki35M4adqurKZVWFSBFpZAAxJckONMWrOJHTxOxe6n3%2FxptfRAj7Zm3vvNvFmsPurK2YNBqVVMAo8SB5TQhVTbmDxma%2Fc7WS2%2FLZDXVdiwpLU79QDvLaB1EkQwtuv7oRW2NZgNmL0U8PhwE5OdtQ0y38fxDz3DReNB0Xq89QVHv9JbqVaikqDsq%2BI1xL14Z59Ya2TeWhhlO5CD7rUq4CMmXcllZy8VtwPz0WkQPLHpoRv%2Fffs8%2Bf0sNkqkydUL%2FXt3%2B3SPob1Ii3SXvv1cE2etjYBhtJiUvEIgzvVlTF6nfDah82CeU04jiCZ5MZsHFKJZMCnmUHKal9MgKrpqTDmi3MP%2FfsS2A0bLlY1JSMPIDahLw4xOWURZSL0gmL0QJzXaaqGrC6nGlbdGMc1RIut3gswKtklub1joUZaPRciusix107tNNgjsZQHmV79B0nARvbn93MR5OoYa9qF2MStkY4znXZoDElmOqbNhFtNvqeb2fG%2F%2FIwu3HEpZl6y0f4jTs923vJKlBDMK1FzAQMMGZE%2Bb7QnjeRt%2BvDyy%2FEJs4X9mXx6epwe8%2FAc%3D&RelayState=TST-267648-TwGeez029a8PC5--i7C3fRIwJHhPgwP9
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My Assigned Actions provides a list of actions that you need to complete in the Portal. The 
actions will normally form part of a workflow that has been initiated by a trainee. For 
example, to notify you when a trainee nominates you as a supervisor or when you have 
been nominated as an assessor for an Observation Capture.  

4. On My Assigned Actions page, you will be able to view the below tabs. Refer to Figure 
7. 
• Rotation Plan tab: See Rotation Plans that require your review and view a list of 

Rotation Plans that you have returned to the Trainee.   

• Observation Capture tab: See Observation Captures that have been submitted to 
you for review/feedback. 

• Learning Capture tab: See Learning Captures where you have been requested to 
provide Feedback.  

• Applications tab: see a list of Applications that require review or additional information 
is required.  

 

• Program level tab: See Training programs where you have been nominated as 
Education Supervisor by a Trainee. For example, Basic Training (Adult Medicine).  

 

Figure 7 

 

5. Click on the RACP logo or Home at the top left corner of the screen to navigate back to 
the landing page. Refer to Figure 8.  

Note: The Applications tab only appears if there are Applications awaiting your 
approval, else this tab is hidden (as in Figure 7 below). Also, only DPEs will 
receive approval requests for Basic Training program applications, while all 
other Supervisor roles won’t have visibility of this tab. 

Note: You will only see the trainees the action relates to. If the Supervisor wishes to 
access trainee records with no actions outstanding, they can do this via My 
Trainees. 
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Figure 8 

6. Scroll down on the landing page to view the following clickable tiles that may be useful 
to you. Refer to Figure 9.  

• My Trainees’ Programs: Redirects to another page displaying your Trainees’ 
Programs.  

• My Assigned Actions: This is an alternate navigation option (in addition to the 
Navigation Bar) that redirects to another page where certain ‘to-do’ items are shown 
that require action from you. 

• Online Learning Resources & CLS: This redirects to the RACP Online Learning 
website where you can find training resources and access learning courses. where 
you can find the required and recommended learning courses for your training 
program. The College Learning Series (CLS) contains online resources for Basic 
Trainees.    

• Curricula Renewal: This redirects to information about the Advanced Training 
Curricula Renewal project. 

• Contact us: This redirects to a page of contact and feedback options. 

Click here 
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Figure 9 
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Section 3: Using Search functionality  
Context: Use these instructions as a supervisor to search data on certain pages to find 
specific information within the Training Management Platform (TMP) Portal. You can use the 
search function as an alternate method to the navigation menu.  

Navigation overview – trainee records  

When you open a trainee record, there will be five tabs across the top of the screen  
 
Tab title  Description  
General  Information on the training program that the trainee is enrolled 

in and their phase of training. 
Assessment 
Requirements  

Assessments required as per the training program 
requirements, these are split via phase and program 
requirements. 

Learning goal 
requirements  

The learning goals that relate to the trainees training program.  

Clinical Experience  The details of the trainees time-based requirements including 
what time has been validated.  

Training Plan  The trainees Rotation Plan which details their learning plan for 
the phase.  

 

1. Navigate to My Trainees page. Refer to Figure 10.  

 
Figure 10 

2. Use the Search box on the upper-right side of the grid to search by Trainee (trainee name) 
or Training Program (for example, Nephrology Refer to Figure 11. 

 

 
 

Click here 

Note: You can enter a contact’s MIN (Person ID) or part of their first name as 
keywords to get relevant search results. If you only know the last name, add 
an asterisk (*) before the surname to get better search results.  

If you work across multiple training programs, searching by Training 
Program you will display a list of all trainees assigned to you in a 
training program. 
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Figure 11 

3. Click on Trainee name hyperlink to open the Training Program. Refer to Figure 12. 

 

 

 

 

 
 

 
Figure 12 

 
 

Click here 

Note: When you click 'Training program', you will be able to view all information 
related to the trainee's profile i.e. what they have submitted, training 
requirements, progress against these requirements, rotation / training 
information.  
As a Supervisor, you can only view information relating to a specific training 
program. For example, if the trainee is dual or conjoint training, you will only 
be able to see information related to the program you are assigned as a 
supervisor to. 
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Navigate to Learning Goal Requirements tab , search by either the Learning Goal or 
Training Phase to view the ‘Expected standard’ for a Learning Goal by the end of the 
respective training phase. Refer to Figure 13.  

 
Figure 13 

4. Click on Clinical Experiences tab: search by Name, Training Rotation Category or 
Rotation Group (refer to the requirements outlined in the relevant training program 
handbook). Refer to Figure 14. 

 
Figure 14 

5. Click on Training Plan tab and scroll down to the All Rotation Plans section. Search by 
Trainee Name. Refer to Figure 15.  

 
Note: You can search for your Trainee using their first name. If searching by last 

name, please add an asterisk at the beginning of the last name as you type 
in, to get the desired search results. 
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Figure 15 

 

Section 4: Footer 
Context: Use these instructions as a Supervisor to view various hyperlinks that are located 
within the footer of the TMP portal page. These hyperlinks listed below will redirect you from 
the TMP Portal and to the respective RACP webpages.  

1. As your further scroll down, you will see the blue-colored footer that covers the following 
hyperlinks that will redirect you from the TMP Portal and to the respective webpages. Refer 
to Figure 16.  

• About us 

• MyRACP 

• MyCPD 

• RACP Benefits 

• Careers at RACP 

• Privacy  

• Accessibility 

• Legal 

https://www.racp.edu.au/about
https://login.racp.edu.au/login?state=hKFo2SBnTFc3eXd4Uk4xYmhjaFdBQlRCVzIyVnZDZG9MckhkNKFupWxvZ2luo3RpZNkgekMxUTctaFZFb1lXSHJjYVZmWThROThqSDZDc3ZacWyjY2lk2SBxZ1kza1ljU25jUEFIWjB6T01WUXMydEJQZFBoUGpLRg&client=qgY3kYcSncPAHZ0zOMVQs2tBPdPhPjKF&protocol=samlp&SAMLRequest=fZJPT%2BMwEMXv%2Byki35M4adqurKZVWFSBFpZAAxJckONMWrOJHTxOxe6n3%2FxptfRAj7Zm3vvNvFmsPurK2YNBqVVMAo8SB5TQhVTbmDxma%2Fc7WS2%2FLZDXVdiwpLU79QDvLaB1EkQwtuv7oRW2NZgNmL0U8PhwE5OdtQ0y38fxDz3DReNB0Xq89QVHv9JbqVaikqDsq%2BI1xL14Z59Ya2TeWhhlO5CD7rUq4CMmXcllZy8VtwPz0WkQPLHpoRv%2Fffs8%2Bf0sNkqkydUL%2FXt3%2B3SPob1Ii3SXvv1cE2etjYBhtJiUvEIgzvVlTF6nfDah82CeU04jiCZ5MZsHFKJZMCnmUHKal9MgKrpqTDmi3MP%2FfsS2A0bLlY1JSMPIDahLw4xOWURZSL0gmL0QJzXaaqGrC6nGlbdGMc1RIut3gswKtklub1joUZaPRciusix107tNNgjsZQHmV79B0nARvbn93MR5OoYa9qF2MStkY4znXZoDElmOqbNhFtNvqeb2fG%2F%2FIwu3HEpZl6y0f4jTs923vJKlBDMK1FzAQMMGZE%2Bb7QnjeRt%2BvDyy%2FEJs4X9mXx6epwe8%2FAc%3D&RelayState=TST-267648-TwGeez029a8PC5--i7C3fRIwJHhPgwP9
https://mycpdweb.racp.edu.au/Login
https://www.racp.edu.au/about/membership/racp-benefits
https://www.racp.edu.au/about/careers-at-racp
https://www.racp.edu.au/home/privacy
https://www.racp.edu.au/home/accessibility
https://www.racp.edu.au/home/legal
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Figure 16 

  

  

  



 
 

Page 15 of 15 
 

Section 5: Summary of Outcomes 
The Supervisor Portal Introduction Guide is now complete. You now have instructions to: 

• Login to the Portal as a Supervisor 
• Navigate on the landing page 
• Use the Navigation / Menu Bar 
• Use the Search functionality 
• Navigate and direct to the hyperlinks in the Footer of the TMP Portal 
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