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Accessing your Timesheet 

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

 

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

.  

Your timesheet will open, see next page 
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If your roster is self-populated it will look like this. If there is no data showing click on ‘Add Day to Schedule’ 
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Manual Entry of Roster 

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

 

 



 

6 

 

Entering Completed Hours 

To enter your completed hours – click on the “Action” button: 
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This section verifies the actual hours you have worked during your placement (your rostered shifts). 

Please input using the 24-hour format (eg: 1.30pm = 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. 
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It should look like below.  Once your entries are entered correctly click ‘Submit’. 
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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. 

 

 

 

  



 

10 

 

Entering Absences 

If you are absent for any shift during your placement, click on the’ Action’ icon for the respective shift you are absent. 
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Enter 0:00 as the Actual Start and End Times (see below). 

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

 

 

 

 

 



 

13 

 

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. 

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

 

 

Questions? 

 

Student InPlace Support: FOSH-WPL@csu.edu.au - Please type in the Subject line:  Paramedicine Student InPlace Support 

 

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

 


