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Uni.ve:csity 

Student Name Mouse, Mickey 
Intake ARC TEST 

Home Allocations 

C lick here to access MS 

Records II pd ated 30/01120 2 o 1 9: 16: 02 

Last login date and time 

Attendance Change My Details Logo l1t Help 

If you click on TMS button and nothiI1g happens p lease eI1able pop ups on your device! 

Mai n 
details 

Contacts 

Placement Narne: 

Student 
Introduction 

Latest News 
and Ev ents 

Leam ing 
Envi ronrne nt 

UNIVERS ITY CARE CENTRE 

Trust or Independen t PEP TEST TIRUSli 
Sector Name: 

Placement address: University Practice Learn ing Adviser 

Faculty of Hea lth and Soc ial Sciences 

Bournemout h University 

Bournemouth House (B110) 

Christchurch Road 

Postcocle : BH1 3LH <Click here to see 11ap:> 

Facili ties & 
Trav el 

Usefu l 
Policies 

Docmnents 
View 

Ev aluat ion 

1. Timesheets Management System (TMS) 
TMS provides an easy to access and accurate electronic record of student placement 
hours. 

TMS enables a student to complete and submit a timesheet electronically. The system will 
then automatically generate and send an email to the linked Practice Assessor / Supervisor 
with a request to approve or reject the timesheet. 

Accessible on any computer or mobile device, TMS enables a student to record their daily 
attendance on placements at any time. 

2. Accessing Online Timesheets 
To access TMS, you will need to log into POW and access your current placement area. 
In the top left corner, select the ‘Click here to access TMS’ button: 
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Bu Bol;llnen,iouth 
Uruvers1ty 

Logged as Mouse1 Mickey 
Curru1\WHk; 

2710 11:ZO:ZO - Oll'0212020 

Timesheet Management System 

My Placement Timesheets 

Ad.d MJ(llt Up llmll ouu.kl• m. pl.lCltlTN'nl haun.: 

UNIVERSITY CARE CENTRE 

AIIOC!UlOOD.lJH " 

26 August 2019 - 20 octoDer 2019 

Tobi Wpl)lfd 11nc1 Midi U 

40.00 0 0 40.00 

TimHhHI WHlt WH1l P'~ctic:• A.snnor/Pr.ictic. Wotk.d AbHJK1t M.ldeUp ToQIW~hd6 SQtus AC1ion1 
WMk No B1tlnn1ng Encuno Superv1so, N:i.me Hours Hours "°"" ~CI.UpMOun 

WHk no: 1 2(.JQ8l.20~5il C1/0!il'21J11il Un~nyet 4000 0 4000 In """ e · Submit flf'<lnll'tlcdf su0mn~v.tl"IIICW'I 

f'rOQfH~ 

Week no: 2 02J0912019 Ol'09!2019 0 In ,.,.., S!Jtlm!tC.l!e<tlOll1C3'tt Sut:imnP.aper~ 
ProgrHS 

Week no: 3 09l09J'2019 1:,.'0912019 0 0 In ,,, .... SubniJI &'CIJl'.lm:dlfj SIJtJlnlf•4)t'_r~l'!.IOn 

Pl'OQNU 

nmesheet for week 2 (02 September 2019 - 08 September 2019) Submt Tmesheet Eledroruc:alty 

UllllltllB; 

Tim11nu1 su1u1· 

PC?cilli:, As.Hu9urJJrtk, 
illP..tMIB: 

AUtndol'Ki:J R■sord1· 

UNIVERSITY CARE CENTRE 126/0812019 • 20/10/20191 

MISC 

In Progress 

Unknown yet llle.!i$-I' ni::itir. II PractK. Aswn.(Jol 'Pl'.actb 

SIIPlrvi.Mftl.ll bllnilddlCI rl'l• ■MIIR\. ii hHl S) 

bitl'llnod il °' NIINI , 

I TQW WO,Zt<I HOU[J' ---
Smmit Paper llmesheel 

0.00 

0.00 

Pfl!a~r«.ord fl0u1~you navt-c~~ OO)·oor pl~tmene II s,::k~ ota,senc~atit rttoroed ~prCV!de lJIC!'stnl'l.hOUl'syoo'rtl't? arkX:a:tci Jryou Wf!tt!~t kM ll'1t w~stw,C'J.pitast'11ek1n~ 'Ab$t1lr optDt. lf)'OU 
,.,,~ at:i,rn1 fo,-twi,• pan of)'OUr .. rvn pie .. :,oa m,e rur,oe, or •~nr ~!IQ, !:!l~e M(IUJ't.w1n °"' u1cu1aceo an«! Ql"I sele<:te(t J/'lltl ntllrrl) 

AJtema:,i,.ety 1ofepor'I SKkrless or abSente ptNse nng m,e, 2:1 llOUr automa1e<1 ~kl<D!SS IIM- ato,:202 '96-SOOO. ffi\alJ ftS5'Jt.!(:eme«.$@.llOJITlemOOtn ac u1' °' ~uti!T¥1 orie l'Om'I nere-

s111r10ut 

TMS will open in a new tab. Please ensure pop ups are 
enabled on your device! 

To start recording hours in your timesheets, you need to select ‘Edit’ for the relevant 
week. 

3. Adding a Practice Assessor / Supervisor to Your 
Timesheet 
Prior to submitting, you will need to link your Practice Assessor / Supervisor to your 
timesheet. 
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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 the list then please select ‘New’. You will be 
prompted to enter in your Assessor / Supervisor’s trust email address. 

If the system is not able to locate a Practice Assessor / Supervisor matched to the entered 
email, a new form will open that will enable you to add your Assessor / Supervisor 
manually. Please complete the form and click on the ‘Add Practice Assessor / Practice 
Supervisor’ button. 

5 



 
 

 

  
     

   

 

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 
Assessor/Practice Supervisor to the system. 

NIEW 

Practice Assessor/Practice Supervisor 

IEmail 

test@bournemo11th.ac.uk 

Change Email 

No Practice Assessor/Practice S11pervisor with the provided email address has been found in the 

database. Please fill all the details and add Practice Assessor/Practice Supervisor 1lo the database. 

Practice Assessor/Practice Supervisor 

Title:• 

Practice Assessor/Practice Supervisor 

Forename:• 

Practice Assessor/Practice Supervisor 

Surname:* 

Practice Assessor/Practice Supervisor 

Pr.one Number: • 

(phone number must be a min of 11 

characters) 

Job Tit le . 

• Mandatory fields 

Addl Practice Assessor/Practice Supervise 

Timesheet for week 2 (02 September 2019 - 08 September 2019) 

Placement: 

nmesheet Status: 

Practice Assessor/Practice 
SuRervisor: 

UNIVERSITY CARE CENTRE (26/08/2019 - 20/10/2019) 

MISC 

In Progress 

Mr Test Mentor (S) 

Practice Assessor/Practice Supervisor Email: 
test@test.com 

Practice Assessor/Practice Supervisor Phone No: 
123456 

Practice Assessor/Practice Supervisor Job TIiie: 
mentor 

Please note: If Practice Assessor/Practice 

Supervisor has been added by a student, it has (S) 

beh ind its name. 

pmend Provided Details of Prac::'1 
c:essor/Prac tice Supervisor J 

Please make sure you enter the email address correctly! 
You can change the Practice Assessor / Supervisor linked to your timesheet at any time. 
Details can also be amended if required. 
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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 the 24 hour automated sickness line at 01202 965000, email hssplacements@bournemouth.ac.uk or submit onl ine form here 

Click here to expand MULTIPLE DAY(S) QUICK FILL 

Date n me lN Time OUT Breaks Worked Hours Absent Absence Hours Absence Reason Supervi sor or Associate Day Off Actions 

!!! 02/09119 00.00 0000 0.00 ODO ODO Mr Test Mentor(S) Edit Reset 

Mon -
!!! 03/09119 00.00 00.00 0.00 0 .00 0 .00 Mr Test Mentor(S) Edit Reset 

Tue 

!!! 04/09119 00.00 0000 000 ODO ODO Mr Test Mentor(S) Edit Reset 

Wed 

4. Recording Placement Hours 
Attendance can be recorded in two different ways: by using the quick fill option or by 
adding shifts individually. 

Please select ‘Edit’ for the week you wish to record your placement hours. 

The timesheet will then open. You can add your shifts for individual days by using the ‘Edit’ 
option (1) or if you have been working the same shifts throughout the week you can select 
the quick fill option (2). 
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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 

*Time OUT 

00:00 0 

If ABSENT, please record the absence reason and hours 

Absence Reason 

Please Selec t 

Date Time IN Time OUT 

Please Select 00:00 0 00:00 0 

!! Mon 02109/19 

Wed 

Breaks 

0:00 0 

Thursday 

I 

Breaks 

0:00 0 

Absent (Whole shift) 

l 

Worked Hours Absent 

u 

Fr iday Saturday 

Supervisor or Associate 

OR 

Sunday 

No of Absent Hours 

0:00 0 

Absence Hours Absence Reason Supervisor 

or 

Associate 

0:00 0 Please Selec t Mr Test 

Worked Hours 

To be calculated 

Day Off 

~ mandatory fields 

1¥ihii'®Y 

Actions 

-Cancel Reset 

Quick Fill Option 

Click on ‘Click here to expand MULTIPLE DAY(S) QUICK FILL’, and the following form will 
appear: 

A selection of shift patterns can be found on the dropdown list under ‘Day Type’. Select 
days you’ve been working by ticking the relevant boxes. 
Custom shifts can be entered by filling out the ‘Time IN’ and ‘Time OUT’ boxes. Please 
remember to type the name of your Supervisor. 

You can use the quick fill to also record absences. The principles are the same; you need 
to select the day type as ‘Day Off’ and select the applicable absence reason from the 
dropdown list. 

Once complete, select the ‘Fill the Days’ option. 

Recording Days Individually 

If you have been working different shifts over the course of the week, you will need to 
record hours individually for each day. Please record information in the appropriate 
columns and save it when you finish. 

A comments box can be found at the bottom of the page. If you are on a recall day during 
that particular week, please put the recall day date in the comments box so your Practice 
Assessor / Supervisor is aware. 
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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 

Comments Status 

Not Submitted Ed it iiii 

Made Up Hours 
To be calculated 

iiii 
Actions Will Be Submitted 

YES 

This form will then load for you to complete and save: 

Once completed, the made up time entry will then appear on the ‘Made Up Times’ screen. 
To submit, please click on ‘Submit’ – your Practice Assessor / Supervisor will receive an 
email as they would with a regular timesheet. 
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MY: Placement: 

UNIVERSITY CARE CENTRE 

Allocation Oates: 

26 August 2019 • 20 October 2019 

Tota l Placement Worked Hours: 

40.00 

Placement Timesheets: 

Timesheet week. 

Week No Beginning 

Week no: 1 26/08/2019 

Week no: 2 02/09/2019 

Placement Time-sheets : 

Timesheet 

Week No 

Week. 

Beg inn ing 

week. 

End ing 

01/09/2019 

08/09/2019 

Week 

Ending 

Week no: 1 2G1os12019 0110912019 

Week no: 2 0210912019 08/09/2019 

Placement Timesheets: 

Timesheet 

Week No 

Week. 

Beg inning 

Week 

Ending 

Week no: 1 2610812019 0110912019 

Week no: 2 0210912019 OB/0912019 

Total Placement Absence Hours: 

Pract ice Assessor/Practice 

Superviso r Name 

UnKnown yet 

Test Mentor (test@test.com) 

Practice Assessor/Practice 

Superv isor Name 

Unknown yet 

Test Mentor (test@test.com) 

Practice Assessor/Practice 

Superv isor Name 

Unknown yet 

Test Mentor (tesl@test.com) 

0 

worked 

Hours 

40.00 

Worked 

Hours 

40.00 

Worked 

Hours 

40.00 

Atlsence 

Hours 

Absence 

Hours 

Absence 

Hours 

Made Up 

Hours 

Made Up 

Hours 

Made Up 

Hours 

Tota l Placement Made UP- Hours: 

Tota l worked & 
MadeUp Hours 

40.00 

Tota l Worked & 

MadeUp Hours 

40.00 

Tota l Worked & 

MadeUp Hours 

40.00 

0 

Statu s 

In 

Progress 

In 
Progress 

Status 

In 
Progress 

View Edit 

V1ew Edit 

View Edit 

Submitted View Edit -

Status 

In V1ew Edit 

Progress 

Submitted Vlew Edit ' 

\ 

Total Worked and Made UP- Hours: 

40.00 

Actions 

Submit Electronicat Submit Paper v ersion 

Submit Electronically Submit Paper Version 

Actions 

Submit Electronically Submit Paper Version 

Reason For Unloc king Submit Paper Version 

/, 

UIT41HN#i 

Actions 

Submit Electron1ca11y Submit Paper version 

Reinoo For Unloc king I Submit Paper Version 

/, 

u1111u1mo1 1 

5. Submitting Timesheets 
Once your timesheet is completed for the entire week you can submit it to your Practice 
Assessor / Supervisor for approval. 
This can be done by clicking on ‘Submit Electronically’ button within the ‘Actions’ section. 

Please make sure your Practice Assessor / Supervisor is linked to your timesheet before 
you submit it! 

The status of your timesheet will then change to ‘Submitted’. 

If you need to make an amendment, or to change your Practice Assessor / Supervisor, you 
can unlock your timesheet. Please enter in your reason for unlocking in the box, followed 
by selecting ‘Request Unlock’. This action can be completed twice per timesheet. If you 
require a timesheet to be unlocked for a third time, then you will need to contact the 
placements team (hssplacements@bournemouth.ac.uk). 
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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 
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