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The Action Item Portal is

e Confidential (you receive your individual results) and secure (accessed by logging in to

eServices)
e Used to communicate with your Compliance Officer (CO) after a review/inspection. You
will be able to:
o Review your assigned action item(s)
o Ask your CO any questions about your action item(s), and

o Submit your completed action item(s) along with any supporting documentation
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Action Item Portal Instructions

1. Use the link included in the results email to access the Action Item Portal through
eServices. Alternatively, log into “eServices”, select the “PRP” tab and then “Action Item
Follow Up”.

If you are accessing the action item(s) through eServices, for security reasons, you will
need to enter your eServices username and password again.

SignOut L HLL Home ContactUs Y Cant filinllw

Collegra of Pharmacists
of British Columbia

e s > o > © - a
e My Profile My Pharmacles PDAP PRP Resources Pre-Registration Events & Services

PRP Action Item Follow-Up

PRP Action Item Follow-Up

Action Item Follow-Up
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e Each assigned action item includes the:
o Legislated and/or College standard
o Observation(s) documented by the CO (if applicable)
o Due date to complete the action item

Interaction log for Action Item #

Evidence X Upload X

2. Click “Acknowledge” to confirm receipt of your action item(s). Action item(s) must be
acknowledged within 24 hours.

Location Review: v Acknowledge 35

Note: You will not be able to use the Interaction Log without acknowledging receipt of your
action item(s). Once you acknowledge the results, the “Acknowledge” button will
disappear.
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3. Complete the assigned action item(s) within 30 days.

4. Usethe Interaction Log to ask questions and submit your completed action item(s) to your
CO. There is a separate Interaction Log for each action item.

e To use the Interaction Log, first select the item you would like to respond to by
clicking on the item. The item selected will be highlighted in blue.

nteraction log for Action Item #

Evidence X Upload X Download Y

e Enter your comment in the text box and then click the “Send Message” button to
submit your response to the CO. Follow the steps consecutively for every action item.
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e Once the comment is submitted, it will appear in the Interaction Log with a date and
time stamp.

Location Review: i= Dates ¥ Interaction log for Action Item #
Y  legsistion Y  SubSetName Y Question Y Obsenation Y  Actionkem Y Comment Y OueOste Y Approed Y
L Send Message
Registrant 17 v A
Evidence X Upload X Download Y
Evidence Filename T pioaded B v ad Date v

Note: Compliance Officers will only see your comments when they are added to the
Interaction Log. Comments already submitted are not editable and become part of the
report.
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e The observation/comment from the CO will specify whether the action item(s)
require supporting documentation. To upload supporting documentation, first select
the item you would like to attach as documentation by clicking on the item. The item
selected will be highlighted in blue. Click on the “Upload” button.

Location: Review: i= Dates ¥ Interaction log for Action Item #:

Y legsstion Y SibSetName Y Queston Y Obsenation Y Actionkem Y  Comment Y  OueOste Y  Appoved Y

2 send Message

S

Registrant 17 May 2023 318 oM.

| =

Evidence Download Y

Evidence Fiename Y Uploadedy Y Uplosd Date T

e Click “Select File” to select the file(s) on your computer and then click “Upload” to
upload the file(s) onto the portal.

Upload file

Accepted File Types: pdf,jpeg,jpg..png..et. doc. docx.msg. xlsx
Maximum Size: 8 mb
Maximum File Name Length: 50 characters

File name*
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e The file(s) will appear in the Evidence log once uploaded. Uploaded files are not

editable and become part of the report.

Location: Review i= Dates

Due Date

Agproved

T

Interaction log for Action Item #

|

Evidence

2 Send Message

2 Upload & Download ¥

Upload Date 24

—
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5. The CO reviews the action items that you have submitted, and notifies you via email if:
[ ]

Any comments/questions are added in the Interaction Log, or

2 v e
; & ] Interaction log for Action Item #
Locations > i= Dates
5
D Y Legislation Y Sub-SetNeme Y Question Y Observation Y Action ltem b i Comment Y Due Date Y Approved D £
z X Send Message
Compliance Officer &
|
Evidence X Upload X Download ® Delete Ml Y
Bidencefie. Y  UplosdedBy Y  UplosdDate Y
e Your completed action item(s) are approved.
a v @ ContactUs
Interaction log for Action Item #
Locations ¥ i Dates
1D Y Legislation X Sub-SetNa.. Y Question i Observation Y Actionltem Y Comment T Due Date % 17 Approved )

2 Send Message
4

SYSTEM 15 May 2023 11:01 AM
Action item approved on:

by
Evidence 2 Upload * Download & Delete W Y
Evidence Filename Y  Uploaded By Y  Upload Date A

No evidence available
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6. If you receive comments or questions from your CO, you need to respond to them by
replying in the Interaction Log.

7. Once the CO approves all your completed action items, your review/inspection is then
considered complete. Once the review/inspection is finalized, it can be accessed on
eServices under “Review Results”.

8. A notice of completion will be emailed to you.
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