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Logged as Mouse1 Mickey 
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2710 11:ZO:ZO - Oll'0212020 

Timesheet Management System 

My Placement Timesheets 
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AddfChange Practice Assessor/Practice Supervisor MODE Pi::Mi 
Please select a Practice Assessor/Practice Supervisor from the dropdown list. llf your Practice 

Assessor/Practice Supervisor is not in the dropdown list, please select NEW a.nd add your Practice 
Assessor! Practice Supervisor to the system. 

NEW 

Please enter you r Practice Assessor/Prac tice Supervisor emai l address, and then click the 'Find' button to 

search the Tlv1S database of Practice Assesso r/Prac tice Supervisor_ 

Practice Assessor/Practice Superviso r 

Email : 
I I 

------------
Find Practice Assessor/Practice 

Click on the ‘Add Practice Assessor / Practice Supervisor’ button and a new page will 
open. 

If your Practice Assessor / Supervisor is on the dropdown list, please select the name and 
your Assessor / Supervisor will be linked. 

If your Assessor / Supervisor is not on th Ast thn.



 
 

 

  

     
   

 

Add/Change Practice Assessor/Practice Supervisor MODE FSMMI 
Please select a Practice Assessor/Practice Supervisor from the dropdown list. If yo11r Practice 

Assessor/Practice Supervisor is not in the dropdown list, please select NEW and add your Practice 
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Tlmnl1Ht 1'11\Hlt WHlli Prillctlct- A1;!,U!oor1Pr.;,cUc• w ...... AbMnce Milldil Up Tot.ilW0111;ed& St.ltus ACUOns 

'WHkNo Be,glnnl.A'1 En'lllll\1 Sui;iervlai;i,r N.1.rne Houn Hove, Hove, M,1d'eUpHou~ 

Week no; 1 :1&CM0 19 0~J'(t;il2019 U nmlWD)'i!I 4(100 4000 In - ... StonflEieetmnlc-,. ~UDnlfPapl!I"~ 

F'rogrwn 

Week. no; 2 Ol/09f20 19 08t09®19 Test ~.te,u:Qf (te$t@te:51' t:;Qm) In """' Stbnllf"'-troruc....,. Sur;m1 PaP"'f~ 
Progrwn 

Attendance Records: ►i&Mii 
Please record hours you have completed on your placement. If sickness or absences are recorded please provide the shift hours you were allocated_ If you were absent for the who le shin please tick th is 'A bsenr option_ If you 

were absent for only part of your shift, please add the number of absent hours (absence hours will be ca lculated based on selected shift hours). 

Alternatively to report sickness or absence please ri ng thg
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Click here to collapse MULTIPLE DAY(S) QUICK FILL 

DAY TYPE (Please select either sh ift pattern or day off): 

Please Selec t 

• Day(s): 

~ Time IN 

00:00 0 

Monday Tuesday 

I s): ): ): s): 



Submitting Made Up Time during Placement 

Additional placement hours completed outside of the allocation dates should be recorded 
as Made Up time (you may need to access it via the timesheet from your last placement 
unless you’ve been allocated a separate placement block). 

If you have completed any made up time during your placement, please select ‘Made Up 
Times’ followed by ‘Add New Made Up Time’. 

 
 

  
 

  
    

  

  
  

 
 

 
 
 
 

  
 

 
 

  
    

   
 

 
 

 

Logged as Mouse, Mickey 
CurnntWnlii: 

271011'2020 · 0210:V:ZDZO 

Date · 

Placement: • 

Category : ~ 

Shift 

or enter/adjust times: 

Practi ce Assessor/Practice 
Supervisor : • 

comment: 

120.30 

Enter Date here 

Please select placement 

Please select category " 

Please select shift if applicable 

Time IN " 

0:00 0 

Please select .. 

My Made Up Time Records 

NEW MADE UP TIME RECORD 

Please select a specific shift pattern and adjust it 

OR select custom shift pattern and enter times 

n meour 

0:00 0 

Breaks 

0:00 0 

ifif.@515& Cancel 

Practice Mr Test Mentor (S) 
Assessor/Practice 
Supervisor: (test@test com) 

Placement Day Category 

31 /01 /2020 UNIVERSITY CARE CENTRE COMMUNITY 

Time In Time Out Breaks Made Up Hours 

7.00 17.00 1.00 10 00 

All records marked with YES will be submitted 

To submit made up times linked to limesheets, 

please submit the Umesheet 

Comment4.905 0 0 ed C o 2  0  T d 
 ( 8 5 5 9 6 T j 
 1 . 8 0 . 3 1 8  0 . 4 3 1  r N o 2 6 1 . 0 2  1 5 4 7 7 2  0  T d > r b m ) T j 
 0 . 2 5 1  8 7 . 6

C o 6 7 
 0 . 7 9  0  T d 0 . 8 5 e . 1 l i m e





 
 

 

     
 

  

    
  

 
   

 

    

     
    
     

     
 

 

    

    
     

      
 

  
  

 
  

 

 

 

 
 

When your Practice Assessor / Supervisor approves your timesheet, the status will change 
automatically to ‘Approved’. 

Please note that an approved timesheet is subsequently locked and cannot be edited. 

If your Practice Assessor / Supervisor rejects the timesheet, you will need to check the 
comment, amend the timesheet accordingly and then resubmit. 

It is student’s responsibility to make sure that a Practice 
Assessor / Supervisor signs all the submitted 
timesheets. 

Students receive 3 types of auto-generated emails: 

- TMS - Timesheets Status Change 
- TMS - Timesheet Submission Reminder 
- TMS - Outstanding Timesheets and/or Made Up Time 

All the emails are sent by POW Support (any queries should still be directed to 
hssplacements@bournemouth.ac.uk). 

6. Timesheet and Made up Time Approval Process 

When you submit your timesheet electronically, an automated email will be sent to your 
Practice Assessor / Supervisor with a direct link to your timesheet. No login or password is 
required to access it, your Practice Assessor / Supervisor just needs to click on the link and 
the timesheet will open. 

Every two weeks the system will send a reminder email to the linked Practice Assessor / 
Supervisor for any outstanding submitted timesheets. 

The cut-off date for approval of timesheets is 3 weeks 
after the placement ends. It is the student’s 
responsibility to make sure all timesheets are approved. 

7. Help and Comments 

If you have any TMS related queries or require support please email: 
hssplacements@bournemouth.ac.uk 


