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Accessing your Timesheet

Log in to your InPlace Dashboard using your CSU username and password.

Available Requirements Calendar rveys/Assessments My Details 2130105 (2243171) -

Welcome to InPlace

¢5 Confirmed
Next Attending (1 of 2)

Wagga Wagga Base Hospital: Emergency Department
TESTCOORDINATOR TestAcademic, TESTMARKER 1 TestAcademic, AGENCY TestCoordinator,

AGENCY TestSupervisor
28/08/2024 AM Shift

26/08/2024 - 20/09/2024

\ ( View Available | ( View Shortlisted |
View All Confirmed ey S —

ToDo @ Notifications @
! You have 2 outstanding Timesheet(s) for your Placement at Wagga Wagga Base Hospital: Emergency S You beve been assimed 1o Wagza Waees ase Flospilal Eerseney Begartment: Siaping on: GHE 304
1 Department ' ’ ’ :

Warning: NSW Warking with Children Check expiring on: 18/09/2024.

Warning: ACT Working with Vulnerable People Check expiring on: 18/09/2024.

Message: WPL Weekly drop in sessions

Got WPL questions? Join one of our weekly zoom drop in sessions, held every Wednesday between 10am-11am
(during session) to answer all things ... Show More

Message: WPL Weekly drop in sessions

Got WPL questions? Join one of our weekly zoom drop in sessions, held every Wednesday between 10am - 11am
(during session) to answer all things ... Show More

Go toyour “To Do” list. Click on ‘... outstanding Timesheet/s for your Placement....’ task.

Your timesheet will open, see next page




Home Confirmed Available Requirements Calendar Shared Documents Surveys/Assessments My Details 2130105 (2243171) ~

< Back

Wagga Wagga Base Hospital: Emergency Department

Placement for NRS276 202460 On Campus: Test ANSAT
& 26/08/2024 -20/09/2024 (O 160 Hours NRS276

Details Schedule Assessment Carpool

Attendance Summary
[ J

Add Day to Schedule (0160 Hours Required @ 0 Hours Completed

Date Agency Shift Actual Hours Attended Hours  Absent Reason  Confirmed Comments  Action

O 26/08/2024  Wagga Wagga Base : Emergency Department AM = Neo
() 27/08/2024  Wagga Wagga Base Hospital™Sergency Department AM z No

() 28/08/2024  Wagga Wagga Base Hospital: AM - No
O 29/08/2024 | Wagga Wagga Base Hospital: AM - No
O 30/08/2024  Wagga Wagga BaseRospital: Emergency Department Ne
O 02/09/2024  Wagga Wagga Base HoXpital: Emergency Department No
() 03/09/2024  Wagga Wagga Base Hospilal: Emergency Department No
O 04/09/2024  Wagga Wagga Base Hospital:Xmergency Department No
O 05/09/2024  Wagga Wagga Base Hospital: Emergency Department No
() 06/09/2024  Wagga Wagga Base Hospital: Emergency Department No
M nonnmnaa WAl Wlammn Daca Lacaieal vr M b mon LB m

If your roster is self-populated it will look like this. If there is no data showing click on ‘Add Day to Schedule’




Manual Entry of Roster

If you need to add your roster manually complete this box with the details and click Save:

Add Day to Schedule

Date *

day/month/year

Start Time *

00:00

End Time *

23:59

Cancel Save




Entering Completed Hours

To enter your completed hours —click on the “Action” button:

Home Confirmed Available Requirements Calendar Shared Documents Surveys/Assessments My Details 2130105 (2243171) -

< Back

Wagga Wagga Base Hospital: Emergency Department

Placement for NRS276 202460 On Campus: Test ANSAT
& 26/08/2024 - 20/09/2024 (O 160 Hours NRS276

Details

Schedule

Attendance Summary

Assessment

Carpool

Add Day to Schedule

O

ours Required @ 0 Hours Completed

Date Agency Shift Actual Hours Attended Hours  Absent Reason  Confirmed ments  Action
O 26/08/2024  Wagga Wagga Base Hospital: Emergency Department AM No =
(O 27/08/2024  Wagga Wagga Base Hospital: Emergency Department AM = No
O 28/08/2024  Wagga Wagga Base Hospital: Emergency Department AM No =
O 29/08/2024 | Wagga Wagga Base Hospital: Emergency Department AM = No
O 30/08/2024  Wagga Wagga Base Hospital: Emergency Department AM No
O 02/09/2024 | Wagga Wagga Base Hospital: Emergency Department AM No =
O 03/09/2024  Wagga Wagga Base Hospital: Emergency Department AM No
O 04/09/2024  Wagga Wagga Base Hospital: Emergency Department AM No
O 05/09/2024  Wagga Wagga Base Hospital: Emergency Department AM No
(O 06/09/2024  Wagga Wagga Base Hospital: Emergency Department AM No
O 09/09/2024  Wagga Wagga Base Hospital: Emergency Department AM - No




This section verifies the actual hours you have worked during your placement (your rostered shifts).
Please input using the 24-hour format (eg: 7.30pm = 13:30 | 5pm = 17:00)

Complete the following fields Actual: ‘Start Time’ and ‘End Time’. ‘Break Hours’ is used for any breaks you have taken during your shift (eg lunch 00:30).

The ‘Attended hours’ field will automatically populate using those 3 fields,.

Home Confirmed Available Requirements Calendar Shared Documents Surveys/Assessments My Details 2130105 (2243171) ~
< Back
Tester3 Student3 (11806315)
Placement at Wagga Wagga Base Hospital: Emergency Department 26/08/2024 (© AM Shift
Session NRS276 202460 On Campus: Test ANSAT
Planned
Start Time End Time Break Hours Day
00:00 @ 11:59 €] 00:00 Monday
Actual
Start Time End Time ¥ Break Hofirs
i [C] - ®© 00:00
Attended hours
0
Actual
Absent
Start Time * Emd Timeg * BEreak Hours
Absent
{7060 E; TE-3 E| 3%
Comments
Camments fgtended houwrs
=]




It should look like below. Once your entries are entered correctly click ‘Submit’.

Requirements Calendar Shared Documents Surveys/Assessments My Details 2130105 (2243171) ~

Confirmed Available

Home

< Back

Timesheet

Tester3 Student3 (11806315)
Placement at Wagga Wagga Base Hospital: Emergency Department 26/08/2024 (O AM Shift

Session NR5276 202460 On Campus: Test ANSAT

Planned
Start Time End Time Break Hours Day
0 © 5 @ 00:00 Monday
Actual
Start Time * End Time * Break Hours
07:00 @ 15:30 (C] 00:30

Attended hours

8

Absent

Absent

Absent

Comments

Comments




When you click Submit, you will be returned to the Timesheet Schedule screen. These areas will be automatically highlighted and populated.

Home Confirmed Available Requirements Calendar Shared Documents Surveys/Assessments

My Details

2130105 (2243171)

< Back

Wagga Wagga Base Hospital: Emergency Department

Placement for NRS276 202460 On Campus: Test ANSAT
26/08/2024 - 20/09/2024 (D 160 Hours NRS276

Details Schedule Assessment Carpool

Attendance Summar
«

Add Day to Schedule

Date gency
. 26/08/2024 | Wagga Wagga Base Hospital:
O 27/08/2024  Wagga Wagga Base Hospital:
O 28/08/2024 | Wagga Wagga Base Hospital:
O 29/08/2024  \Wagga Wagga Base Hospital:
O 30/08/2024 | Wagga Wagga Base Hospital:
O 02/09/2024  \Wagga Wagga Base Hospital:
O 03/09/2024 | Wagga Wagga Base Hospital:
O 04/09/2024 | Wagga Wagga Base Hospital:
O 05092024 | Wagga Wagga Base Hospital:
O 061092024 | Wagga Wagga Base Hospital:
QO 091092024 | Wagga Wagga Base Hospital:
O 10/09/2024 | Wagga Wagga Base Hospital:
('\ TH0arnIA \Waooa Waooa Race Hacnitalr

Emergency Department
Emergency Department
Emergency Department
Emergency Department
Emergency Department
Emergency Department
Emergency Department
Ermergency Department
Emergency Department
Emergency Department
Emergency Department

Emergency Department

Frmearganmi Nanartmant

Shift

AM

AM

AM

AM

AM

AM

AM

AM

AM

AM

AM

AM

Actual Hours

7:00 am - 3:30 pm

Attended Hours

8

Absent Reason

(2160 Hours Required @ 8 Hours Completed

Confirmed Comments Action

No

No

No




Entering Absences

If you are absent for any shift during your placement, click on the’ Action’ icon for the respective shift you are absent.

Home Confirmed Available Requirements Calendar Shared Documents Surveys/Assessments My Details 2130105 (2243171)~

< Back

Wagga Wagga Base Hospital: Emergency Department

Placement for NRS276 202460 On Campus: Test ANSAT
26/08/2024 - 20/09/2024 (O 160 Hours NRS276

Details Schedule Assessment Carpool

Attendance Summary

Add to Schedule Q160 Hours Required @ 8 Hours Completed
Date Agency Shift Actual Hours Attended Hours Absent Reason Comments  Action

@ 26/08/2024  Wagea Wagga Base Hospital: Emergency Department AN 7:00 am - 3:30 pm 8 ND

QO 2z7/08/2024  Wagga Wagga Base Hospital: Emergency Department AM - No ]
(O 28/08/2024 | Wagga Wagga Base Hospital: Emergency Department AM - No &
O 29/08/2024 ‘Wagga Wagga Base Hospital: Emergency Department AM - No

O 30/08/2024  Wagea Wagga Base Hospital: Emergency Department AN - N

O 02092024 | Wagga Wagga Base Hospital: Emergency Department AM - No =
O 03/09/2024 | Wagga Wagga Base Hospital: Emergency Department AM - No

O 04/09/2024  Wagza Wagga Base Hospital: Emergency Department AM - No &
QO 05/09/2024 | Wagga Wagga Base Hospital: Emergency Department Al - No

O 06/09/2024 | Wagga Wagga Base Hospital: Emergency Department AM - No 5]
O 09/09/2024 | Wagsa Wagga Base Hospital: Emergency Department AM - No &
O 10/09/2024 | Wagga Wagga Base Hospital: Emergency Department A - No &
O 11/09/2024 Wagga Wagga Base Hospital: Emergency Department AM = No




Enter 0:00 as the Actual Start and End Times (see below).
Click the ‘Absent’ button. Use't

Confirmed Available Requirements

< Back

Timesheet

Tester3 Student3 (11806315)
Placement at Wagga Wagga Base Hospital: Emergency Department [ 27/08/2024
Session NRS276 202460 On Campus: Test ANSAT

D AM Shift

Start Tme End Time
@ 9

Actua|

Start Time * End Timig *
00:00 00:00

Artended hours
1}

Absent

B Absent

Absent hours * Absent reason *
8 |

Absent comment * Anr

Calendar

Break Heurs Day

Tussday

Break Hours

00:00

sing

Sick leave - have natified the facilitator and subject convenor.

Comments

Comments

Shared Documents

e drop-down menu to select the ‘Absent reason’ and enter your ‘Absent comment’. Click Submit.

My Details 2130105 (2243171)

Actual

e T Erut Tiire:

1
@

Sfrreied fuars

Absent
B A=
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When you click Submit, you will be returned to the Timesheet Schedule screen. These areas will be automatically highlighted and populated.

Home Confirmed Available Requirements Calendar Shared Documents Surveys/Assessments 2130105 (2243171)~

My Details

< Back

Wagga Wagga Base Hospital: Emergency Department

Placement for NRS276 202460 On Campus: Test ANSAT
26/08/2024 - 20/09/2024 (© 160 Hours NRS276

Details Schedule

Attendance Summar

Assessment

Forms

-«

(2160 Hours Required @ 8 Hours Completed
Date Agency Shift Actual Hours Attgnded Hours Absent Reason  Confirmed  Comments  Action

@ 261082024 a Wagga Base Hospital: Emergency Department Al 7:00 am - 3:30 pm No 5]
@& 08/2024  Wagga Wagga Base Hospital: Emergency Department A 12:00am-12:00am |0 o Mo 5]
O 28/08/2024  Wagga Wagsa Base Hospital: Emergency Department AM No |
© 2910872024  Wagga Wagga Base Hospital: Emergancy Department AM No |
O 301082024  Wagga Wagsa Base Hospital: Emergency Department A No ]|
O 02/09/2024  Wagsa Wagsa Base Hospital: Emergency Department AM Mo

O 03/09/2024  Wagga Wagga Base Hospital: Emergency Department AM No

QO 04r09/2024  Wagga Wagga Base Hospital: Emergency Department AM No &=
© |05/09/2024  Wagga Wagga Base Hospital: Emergency Department AM No

O 06/09/2024  Wagza Wagga Base Hospital: Emergency Department AM No 53]
O 09/09/2024  Wagza Wagga Base Hospital: Emergency Department AM No &=
O 10/09/2024  Wagza Wagga Base Hospital: Emergency Department AM No B
O 11/09/2024 ‘Wagga Wagga Base Hospital: Emergency Department AM No E




End of Placement
By the end of your placement, you should have entered all your shift hours required for your placement, including any absences during your placement.

Your supervisor will confirm and sign off the hours you have entered in your InPlace Timesheet.

Your ANSAT document will reflect the hours you have completed and the University Marker will cross check your timesheet hours and absences with your
ANSAT document prior to submitting your grade.

Please allow 2 weeks post placement for this process to be completed.

Questions?

Student Timesheet Enquiries: FOSH-WPL@csu.edu.au - Please type in the Subject line: ANSAT Student Timesheet Query




