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Please only approve hours for the student’s time at your placement area.

Please also check, where applicable, that the student has recorded breaks that do not count as practice
hours, e.g. lunch breaks and recorded any absence with an absence reason.

Shifts, breaks and worked hours are recorded in hours and minutes so 7.3 represents 7 hours and 30
minutes, i.e. 7% hours.

Students will complete weekly timesheets for their placement hours. See guidance notes below for the
Authoriser’s involvement: approving or rejecting the timesheet information. There is also a section for
guidance if the student submits Made Up Time.

U@: Follow the steps below...

Once a student has submitted a timesheet you will receive an automated email which will look similar to
the one below: (please remember to check Junk/spam folder)

webserver@arcwebonline.com
HULL Student Timesheet Approval Request for Test Test

Dear colleague,
Please click on the link below to view the timesheet submitted by Test Test for the week commencing 23/05/2022 at Test Host 2:
https://linkprotect.cudasve.comjurl 7a=https3%3a% 2% 2 fhull. arewebonline.com%2fTMS32faccount32fMentor TokenAccess 3% 3ftoken

3d1675720223258c=E,1, FegT-8eQIZLtrRMSOtU3mu-
Xx5jyxRBBgKOQROQOFUePEXL20leiWzfepbTOkZR1F1ZLAHHRGEdXTVTpBBty12HFKmplaRsud1 DiRDIFwErQHIEawIL&typo=1

This link expires on 03/03/2022

Should you require any further assistance please email us

Many thanks and kind regards
Placement Team
University of Hull

This email has been generated automatically by TMS. Please do not reply to this email.

As mentioned in the email Do Not use the reply function, contact the relevant HEI for further assistance

When you click on the token link this will take you directly to the webpage displaying the students weekly
timesheet for you to authorise.

Worked hours will be calculated as shift hours less breaks less absence hours




Student Timesheet: Please review the shift times, worked hours, breaks and any absence details.

Dear Practice Assessor
Please review placement hours recorded by Test Test.

TO approve he tmesheet please Ok on the "Approve Timesheet' bution

60 hours are Incorrect, please use the Last column "Day Attendance Approved” and tick each correct dally line write &
stucent and reject the timeshoet Dy Cicking the ‘Reject Timesheet tumon. The student will amend the timesheet and

Timesheet for week 06 September 2021 - 12 September
2021

Student. Test Test

Placement. test Host 3 (06/09/2021 - 14/11/2021)
Total Worked Mours:  60.00

Total Absence Mowrs:  0.00

Total Mage Up Mours:  0.00

Attendance Records.

Date Time Tme Dreans Worked Absent Absence Absence Practice Doy Doy
~ ouT Hours Entire Shit Hours Reason Supervisor on Altlendance
Appeoves
" Moo
' Tue

" ™Tw >

(O

L

' Sy X X

Follow the steps below for authorising..

Option 1 - Approve full timesheet: if the data submitted for the week is correct click Approve Timesheet
Button. This button approves the entire timesheet in one click

Attendance Records:

Date Time Time  Breaks  Worked Absent Absenc) Absence Practice Day Day

IN ouT Hours Entire Shift Hours. Reason Supervisor Off Attendance

Approved
¥ Mon 06/0%21 07.00 2000 1.00 12.00 0.00 (m]
¥ Tue 07/09/21 07.00 20.00 1.00 12.00 0.00 O
¥ wed 08/0%21 07.00 2000 1.00 12.00 0.00 (]
¥ Thu 09/0921 07.00 20.00 1.00 12.00 0.00 O
¥ Fri  100%21 07.00 2000 1.00 12.00 0.00 (m]
¥ Sat  11/09/21 00.00 00.00 0.00 0.00 0.00 O
¥ Sun 12/0%/21 00.00 0000 0.00 0.00 0.00 (]

No made up time records yet.
If the submitted timesheet is correct, please select Approve
Timesheet. Approve Timesheet




Option 2 - Reject full timesheet: if the data submitted is incorrect you can reject the full timesheet, you
will need to add a comment to explain why you are rejecting the timesheet and then click the Reject
Timesheet button.

This button rejects the entire timesheet in one click

\

I youl WOl ke 10 reje<t B Dmeshest. please TPe FoUr o

Jor the ssudent here:

AN breaks should be 1-15hrs pleass smend

NEW !!!

17 Ehe SubmItted Timesheed i3 NOT Comect. piease Irst wie the a3t colemn Day Attendance Approved” and Dok sach cormect dally line.
For an incorrect record = please 6o not ek and add 3 comment why this daily mcord was rejected

Option 3 - Partial approval: this option allows you to approve the data that has been submitted which
is accurate and reject the part of the timesheet which is incorrect. Tick the boxes for Day Attendance Ap-
proved for the days that are correct and leave blank the tick boxes for the days that are incorrect.

Amngance Feserus;

Date Tame 14 Torm QT Bonghe Vearioed Howrs Azaan Endre S Abpeace Hos o Ansence Reason Praction Supervison Dy 0T Dy Amenzunce
hppeoved

Next in the lower section you must add a comment to explain why some day/s have been rejected.

For example:

M i vetul N B2 PRREY BN LS AL BIRALE B SUT SOMMERE IS IhE DLSIAE R

Tus3aay TIN SepAmber Shoukd B4 & 0XyS J0SENCH, PHATE CRECH 3nd S

NEW !!!

i v submitied Timesheet 5 NOT corect please frst wie © st column ‘Day Amendamce Approved’ and oK e2ch cormect daily bee.
For an incomet necsed = plsase o rot ek ang add 3 commens why this daily Fecord was repested

P

Then click the Reject Timesheet button

When you have completed your approval process you will receive a message similar to the one below
confirming your submission

Dear

Thank you very much for reviewing the timesheet/made up times of Pow Test Student.




The student will receive and auto email notifying them if the status of a timesheet changes.

If a timesheet is rejected the student will see the status of their timesheet will have changed to “Action

required” and any comments entered will be visible. The student will then amend the timesheet and re-

submit it, this will generate another token link from which you will be able to click on and either approve
or reject as in the above process options 1-3.

Amended timesheet:

Atergance Records

[ it 18 Fewst OUT Besaks W W Altrist Estre St Aldeae Houwrt Bsend s By PRI Servi Dy o iy ANesdesce

Apprireed

Approves

IF1Re Sunmites Bmathasl i SErtest P SNS st Apsreve Timathes P E————

If a token/email has expired then when clicking the link you will receive the following message:

| @ o J

Dear

Unfortunately, this timesheet Cannot De assessed Decause
EJ the token 1O R ether expired OFf was Seactivated (please note: students are allowed 10 cancel C
submission If they need to make a change to the timesheet) [

f you have any queries please contact us on

You will also receive this message if the student has cancelled the timesheet. If a timesheet has not

been approved or rejected, the student can request to amend it and re-submit it. You will receive an-
other email after the re-submission

If you click on a token link for a timesheet that has already been dealt with you will receive the following message:

Dear Practice Assessor

The timesheet has been already reviewed.

If you have any queries please contact us on:

Placements Support Team

You will receive an auto email every 14 days listing any outstanding timesheets, this will contain details
for all outstanding timesheets for all the students in your work area that you are authorising.




Made Up Time

Sometimes the students work outside of the normal allocation block and therefore there will not

be a timesheet available for this. In these instances, the student records the hours daily via Made
Up Time.

You will receive an email token link which you will click on and it will take you directly to the web

page displaying the students made up time timesheet. You can then either approve or reject by
ticking the “Your Action” box. Any rejections must be have a comment detailing the reason.

Dear Practice Assessor
Please rview made up howurs reconded I:ly' Test, Test,

3 Tis = chCk "Approve’ if comect and "Reject’ Fir
Subenirt

MADE UP TIME records

Deaia Placomment Time: W Tirwsss CHIT Bresks Made Up howrs Yt Action

eTmana AFPROVE REJECT
Student Comment added on JA0S2022 additional shift o make up outsianding hours
APFPROVE REJEGT

2 AL T

Student Comment added on ORCE2023 addstional shift io make up outsianding hours

M you would like 1o neject any Made Up Tins(i]. pleats Type Your commnl far the ucent here

...

e —

—

Click the Submit button

For help and support please contact the relevant HEI that your student attends:

University of Hull - TMS@hull.ac.uk

University of York Practice Education Support Team - Dohs-pest@york.ac.uk Tel: 01904 321540

York St John University Health placement support team — professionalpractice@yorksj.ac.uk

NB: Where it states Practice Assessor this also cover Practice Supervisors & Mentors
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