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Introduction

The Royal Australasian College of Dental Surgeons (RACDS) provides the Digital
Assessment Platform to support training, supervision, assessment, and reporting across
College programs. This guide outlines the key tasks Directors of Training (DoT) and
Supervisors of Training (SoT) are required to complete within the platform.

This document follows the RACDS Brand Guidelines to ensure clarity, consistency, and
professionalism in all written communications.

1. Accessing the Platform (Desktop and Mobile)

a) Navigate to your RACDS dashboard.
b) Select the ‘OMS Digital Assessment Platform’.
c) You will be directed to the new platform.

2. Viewing Trainee Profiles

DoTs can view trainees within their allocated region and SoT can view trainees under their
supervision.

a) Log in.
b) Select User Management. (See screenshot):

User management ~

c) Select Users.
d) Review the list of trainees in your region/under your supervision.

3. Pulling Reports

DoTs and SoTs can generate reports to monitor trainee progress and activity.

a) Log in.
b) Select Reports. (See screenshot):
Reports
C) Search for the required report (e.g., Logbook count).
d) Select Run.
e) Review the generated data.
f) Download the report as a PDF or CSV.
g) Open the file to confirm it downloaded correctly.
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4. Viewing Trainee Goals

a) Log in.

b) Select User Management.

c) Select Users.

d) Review the list of trainees in your region/under your supervision.
e) Select a user.

f) Select goals and review their progress towards OMS.

5. Viewing Your Dashboard

Your dashboard provides an overview of your tasks and available actions.

a) Log in.
b) Select Dashboard.
c) Review your to do list where you can see any tasks that are awaiting your sign

off (see screenshot):

To do list

FOMS O6B Six Monthly Trainee Assessment
Report for Test Trainee

. O CREATED ON

Awalting your action

FOMS 0BA Mid Term Trainee Assessment
Report for Test Trainee

.. CREATED ON:
Awaiting your action

Team Appraisal of Conduct for Test Trainee

FOMS 0BB Six Monthly Trainee Assessment
Report for Test Trainee

® e O O CREATEDON

Awaiting your action

FOMS O3 Trainee Remedial Plan for Test
Trainee

® o ® ® O O O CREATEDON
n

to sig.;r—l‘;)ff on a task simply select the relevant item from the to do list and select
the fill in icon (see screenshot):

[ Fill in

e) Review your profile, and the option to create an assessment or a remedial plan.
f) On your dashboard you will find some helpful resources (see screenshot):
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Resources

Accredited Training in OMS Handbook
Supervisor Guide

Foundation Curriculum

Advanced Curriculum

Curriculum Guide

ELEARNING

Logbook Template

DAP User Guide

RACDS Policies

5.1 Viewing your dashboard if you have more than one role

If you are both a DoT and an SoT then you will have access to two dashboards. You can
toggle between them using the following steps.

a) Login
b) Select dashboard
c) Select the dashboard you want to review from this drop down (See screenshot)

Supervisor Dashboard ~

Supervisor Dashboard
ent in your Inbox.
n Director of Training Dashboard -
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5.2 Viewing your inbox

Throughout the training year the OMS admin team will have a number of different
announcements to communicate with you. These can be reviewed on your dashboard (See
screenshot).

@ Welcome to our new platform!
€D PUBLISHED ON: 13 FEB, 2026

We hope that you like it. Your feedback is important to us. Fill
out the form or contact the team directly if you experience
any issues....

5.3 Viewing your timeline

If you are a DoT or an SoT then you will have access to a timeline of all of the forms
created by trainees under your supervision or within your area.

a) Login
b) Select timeline (See screenshot)

Timeline ~

c) Review the forms that have been created (see screenshot), review the date it has
been created on and an audit log.

Events created in Fabruary 2026
Section of WBAQ4 Team Appraisal of Conduct for Test Trainee
D Show audit log =
Events created in January 2026

Section of FOMS 06B Six Monthly Trainee Assessment Report for Test ° Rl

Trainee

D Show audit log =

FOMS 0BB Six Monthly Traines Assessment Report for Test Trainee LS c
@ Filin X Reject D Show auditlog
| crme ARA Mid Tarm Trainas Aceacemant Bannrt far Toct Trainaa ® @ O creATEDON

d) If you are awaiting sign off from your supervisor for a while you can also hit the
reminder icon which gives them a notification reminder that a task is sitting with
them. (See screenshot)

A Remind
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e) If you are struggling to find a form you can also use the advanced search
functionality on the right (See screenshot)

Event type
State

Date after

Date before

Apply

6. Providing Digital Sign Off

a) Log in.
b) Select Dashboard.
c) Locate the event you would like to sign off on in your to do list.

d) Open the event and select fill in, complete the required fields. (See screenshot):
e) If you are signing off on a WBA and would like to track this against the trainees
CPD hours you can do this by toggling on ‘Record as CPD activity’ (See

screenshot)

Record as a CPD Activity

Ne TP VYes
Log your CPD hours here

Log your CPD minutes here

**Please note that this option will only show once the level of AOP has been selected
f) Select Submit.

6.1 Fill in on same device

Within the DAP there is also the option to ‘fill in on same device’. The way that this is
initiated depends on the type of form you are completing but if your trainee is seeking sign
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off on a WBA then they would start the form and then they would toggle on fill on same
device’ and pass along to you to fill in the remainder of the form.

(See screenshot):

Fill in on the same device

No, JP VYes

7. Providing Digital Sign Off via email

a) Go to your email inbox and search ‘eportfolio@racds.org’ if you cannot see any
emails the trainee may not have created the form yet or it may be in your junk.
b) Select email (see screenshot):

Dear Test Trainee v5,

You have received an invitation from Sally Supervisor Gyzen Supervisor to contribute to
their event FOMS 03 Trainee Remedial Plan:

Please click here to provide your response.

c) Locate the event you would like to sign off on in your to do list.
d) Open the event and select fill in, complete the required fields.
e) Select Submit.

8. Setting Remedial Plan

a) Log in.
b) Select Dashboard.
c) Under ‘Who would you like to create this event for?’ search for the trainee by

email. (See screenshot):

Create an Assessment or Remedial Plan =

Who would you like to create this for?

Start typing to search -

d) Select Create.

e) Choose FOMS 03 — Trainee Remedial Plan.
f) Enter the required details.

9) Assign to the trainee.

h) Select Submit.
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9. Conclusion

This User Guide provides an overview of the essential functions within the RACDS Digital
Assessment Platform for SoT and DoT.
For further assistance, please contact omstrainee@racds.org.
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