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ARC — A Guide to the Database

General
Arc Technology (ARC) purchased and in use by the University from May 2006.

The aim of this document is to guide users and others who access the system. The system is restricted to a
small team within Business and Management Information Team, Student Support Services (2FC115, Frenchay
Campus).

The guide will be in a number of parts, each addressing the core areas.
+ ARC Maintenance
+ ARC Student
+* WEB access (ARC POW-NET and ARC PEP-NET)

Guidance on the maintenance of the student record in ARC is given including, allocation of practice placement
and recording of attendance.

ARC Maintenance

The data contained here relates to the Practice Placements and there are three main levels of information
required for each.

Trust (Placement Provider)
Hospital (Placement Location)
Practice Placement (Name of Placement)

Manually entered data for each placement, subject to audit to ensure quality and professional body standards.
Numerous tabs reflect the data that can be stored these are reflected in the screen shots.

Data on each of the intakes by programme is stored here.

ARC Student

The data contained in this area relates to students attending programmes at the University of the West of
England, Bristol.

The initial student data uploaded from the University’s Ingres Student Information System (ISIS), updated on
a nightly basis by a feed between ISIS and ARC servers.

The Professional Practice Office (PPO) allocate students to specific practice placements and record absence
against placement. It has functionalityto student status either active or de-active in an intake.

Programmes contained in ARC:

Pre-registration Nursing

BSc (Hons) Adult

BSc (Hons) Children’s

BSc (Hons) Learning Disabilities
BSc (Hons) Mental Health.

Pre- reqgistration Midwifery
BSc (Hons) Midwifery




Pre-registration Allied Health Professions
BSc (Hons) Diagnostic Imaging

BSc (Hons) Occupational Therapy

BSc (Hons) Paramedic Sciences

BSc (Hons) Physiotherapy

BSc (Hons) Radiotherapy

Sports Therapy

Physician Associate

Pre-registration - Social Work
BSc (Hons) Social Work

Pre and Post- registration Education

BA (Hons) Primary Education Initial Teacher Education (ITE)
BA (Hons) Education in Professional Practice

BA (Hons) Primary Education Early Years

There are numerous tabs and pages used to store data in the student record.

Web access ARC POW-NET

Web access ARCPOW provided to all students attending the Programmes listed above, whose record is
contained in ARC. Presented to students 4 weeks after they commence their programme.

Students receive an email containing a login (University student number) and password. A user guide is
available in the Practice Support Net (PSN).

Web access ARC PEP-NET

Practitioners receive Web Access to ARCPEP to create, maintain and update their Practice Environment Profile.
They can also access the online audit tool through the same window. The Practice Area Teams (PAT) that
include Academics in Practice (AiP) can also access ARCPEP to assist practice placement in maintaining and
updating their data including audit.

Practitioners and University staff receive an email containing a login (User Name) and password. A user guide
is available in the Practice Support Net (PSN).


https://arcpow.uwe.ac.uk/
http://www1.uwe.ac.uk/students/practicesupportnet/arcuserguides.aspx
https://arcpractice.uwe.ac.uk/sso/defaultUWE.aspx
http://www1.uwe.ac.uk/students/practicesupportnet/arcuserguides.aspx

Accessing The System

D
Login in to your PC as normal. To access ARC database you need to left click on this will open the screen
below and you should select All Programs at which point the Shortcut to ARC Menu appears, left click on this.

@ Skype for Business 2016 Adobe Digital Editions 2.0
| . 52 ARC Menu
Remote Desktop Connection 5 Change Vour Password
o @ Default Programs
| .
l_—ll Getting Started 3 € Google Chrome
- (& Internet Explorer

. ] Windows DVD Maker
C ct to a Project :
! onnectto a Frojector @ Windows Media Player

EJ Windows Update
Sticky Motes <4 KPS Viewer

Accessories

Adobe

% Snipping Tool

Ja
Je
|. Bitdefender Endpoint Security Tools
0 Citrix
Calculator || Games
- )
,;éj; Paint A
)
Ja

|P All Programs

| Java

, K-Lite Codec Pack

. Maintenance
Microsoft Office

4 Back

| Search programs and files p |

| |Search programs and files
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The Login screen apears and should contain your user name, enter your issued password and left click on OK.
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Login Information | Page 2| Page 3|

login Name |RJ2-PHILLIPS |
Cancel |
Password || Help |

—ARC Connection Path
Arc Connection Options "ADS Status

[Live v30Hoe | .

The screen will advise if Password and Login Name have been accepted, left click OK.
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The Menu screen apears revealing content labels.
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ARC Maintenance

Left click on ARC Maintenance

-
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The screen below appears.
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Icons in Tool Bar 2.
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Intake Maintenance

Left click on the Intake Maintenance Icon. Select the Intake you require, left click in the box to the left of the
intake, then select the Tab with the information you wish to view, it opens in the General tab. There are
Arrow buttons that can be used move to the tabs further along the page. By Left click on Select box this will
bring up the screen below and you can choose what you wish to do.
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Tabs in Intake Maintenance
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Allocating students using ARC Maintenance — Intake Maintenance

Open Intake Maintenance, right click on the intake you wish to allocate to, a drop down menu will give
options, select Allocate Intake.
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The Allcoate Intake screen appears. Select the date or week which you wish to allocate, here.

ow Help
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4. Arc Allocate Intake

ELY:

Week From: |1 3: 31/08/2015 A
No of Weeks: |1 3:
Week To: 1 3: 06/09/2015 =
|
Site [ | studentstatus
Branch |* ~] Active Forecasted
Group I« j [ DeActive [] Copied
Course Group I’ d
Preparation Gloupl* ~|
Parent Site " -
I J = Load Stud.
Flag ‘, jE] selection
= Save Stud.
[] Show Al - Don't Limit selection lists selection
| —

| / |
|

Then using the filter to further breakdown your requirements, left click on Display Stud, your selection will
appear. You can chose all or individual students by left click on Selected and you will be given an option to
select. If all click Yes, if individually then No and then click the tick box against the named student(s) you
wish to allocate.

[ Li
ndow Help

SE2ECraPhSal

& Arc Allocate Intake

Week From: |72 3: |09101f2017 -
No of Weeks: |8 3:
Week To: 79 3: |05103J'2017 hd

Student status
Active [ Forecasted
[] DeActive [] Copied

Site

Branch

Group

Preparation Grou

Iq
Iq
I*
Course Group I’
dq
I*

Parent Site

Flag

[ Show All - Don't Limit selection lists fc.mﬁrm A [

I | Selected|ftudent's Name
DALTREY , ROGETTA, F (TEST09.15, )
GLASGOW, JOSE F(TEST09.15, )
JONES, JOHN, M (TEST 09.15, )
MOON , KEIRA, F (TEST08.15, )
PHYSIO , JO , F (TEST09.15 )
SMITHERS-JONES , KAREN  F (TEST 0915, )
SOCIAL, SAM, F (TEST 09.15, )
THORNBURY , PENELOPE , F (TEST 09.15, )
TORQUAY , JUNE  F (TEST 09.15, )

WATTS | DAVID , M ( TEST 09.15 , )

@h_h_h_h_l'_h_

L]

Select All records ?

If 'Yes' then system will select all records

If 'No' then system will unselect all records

Yes No Cancel

RUEUEUEIE R R
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Individual students selected click Next

B o e o = ===

Week From: |72 5| |09/01/2017 - |
No of Weeks: |8 3: i
Week To: 79 3| |05/0312017 - |

|

Site: |* j Student status -
Branch I* =] Active [] Forecasted
Group |* = [] Deactive [] Gapied
Course Group I* j
Preparation Grouﬂ* j
Parent Site N -

I J oad Stud
Flag = j [E] election
[1 Show All - Don't Limit selection lists selection

Selected|Students Name -
DALTREY , ROGETTA, F (TEST 09.15, )
GLASGOW , J0SS, F (TEST09.15, )
JONES, JOHN , M (TEST 08.15, )
MOON , KEIRA, F (TEST 09.15, )
PHYSIO O, F (TEST 0915, )
SMITHERS-JONES , KAREN . F (TEST 09,15, )
M F (TEST 0915, @

TH—ITTI—IT—I

THORNBURY , PENELOPE , F (TEST 09.15, )
TORQUAY , JUNE, F (TEST 0915, )
[T |WATTS,DAVID,W (TEST 09.15, )

~

Search by Surname I

Left click on Prepare New

“Di
I:i Bl lj'“N';‘es [] Validate Host I

Validation/ Auts
Categories | [] Contacts | (] alidation Auto

Alloc. Notes |
[] Allocated Hrs Amended
Alloc

Week 72 Week 73 Week 74 Week 75 Week 76 Week 77 |
Flag Student name i 0970172017 16/01/2017 2310172017 3000172017 061022017 1310272017
MOON , KEIRA , F { TEST09.15, )

SQOCIAL , SAM ,F(TEST09.15, )

4 [1l}

. Post/
. Prepare New k)\utu PrsparsN! ’i"{\;?gg:}:?l.‘&lloc Cancel

Other
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You can now make selection either the current student or all students being allocated.

ze Arc Allocate Intake

9l |

Allocation type vI

[N
[ Display il [] validate Host
[ Plan [ Motes Valigation! Aut .
’ alidation! Auto &«
Categories | [ Contacts | [T, = o |
[ Allocated Hrs Amended
Alloc.
Kl i
‘ " Current students @ Al | S Add and Start New
All'students that are ol and students (hatare : A —
Date From No Of Weeks  Date To « Add and Close
[osr12017 [e 1= [on02:2017 BE=
Week 72 Week 77

@Add and Keep

Allocation Notes _I
[ Motes Allow replace/ delete tife Allocation

iCollege

Host

Annual Leave
—

= GetAllAlloc. details
from the grid

Day Description Shift
— I

Hrs Option o

‘ Hours Confirmed = System defined " Custom
QuickFil | =

Mon Tue Wed Thu Fri Sat Sun
IFfDay dIFfDay jIFIDay lefDay lerDay jllgnnredllgnnrej

Post/

Cancel B

T o e b e Validat
’Vp,epare &4 Prepare New [ L.y Auto Prepare Alll 7 PreparedAllac,

N

You can then put the dates which you wish to allocate, and the type of allocation; College (theory), Host

(placement), Annual Leave.

v Arc Allocate Intake

If you select Host then the screen will change. Left click on the button and the drop down menu appears

Di
|:i gl?n D“!U‘Jv;tes [] validate Host

Validation/ Auto
Categories | [] Contacts | [

Alloc. Notes
[] Allocated Hrs Amended
Alloc.

Alocation e LRI |

y 4
‘  Current students / = Al | = Add and Star New
All students that are of and students that are : Active % =
Date From No Of Weeks Date To + Add and Close
[oainizo17 =] [19i02i2017 b=
iea ook 77

ﬁAdd and Keep

Allocation Notes _I
v MNotes Allow replace/ delete the Allocation

Main | Contacs |

Placement 2

X cancel

Placement Categ

Educator J
Coordinator J

Shift Type
@ Day " Night

s GetAll Alloc. details
from the grid

Al

Day Description Shift
» e I T —

Hrs Option

| Hours Confirmed

= 8ystem defined " Custom

QuickFill | |

Mon Sun

Tue Wed Thu Fri Sat
IFfDay lefDay lefDay lefDay lefDay jllgnnrejl\gnnrej

Post/
Cancel

Other |

« Bacl




You can then select the placement, by using the Search Character and Search By, this will bring up
placements within the criteria you have stated.

Search Characters

|HCH

Host Mame Host Max Mo of students| Placement Eode| Hub |Sp0ke |Address Line 1 Address Line 2 Fost Code | -
GwH NEPTUME “WaRD 3
GwH SATURM WARD 3
GwH SHALBOURME SUITE 2

3

Great Westermn Hozpital Marlborough Foad SM3 BBE
Great ‘Western Hozpital Marlborough Foad SM3 EBE
Great westemn Hospital Marlborough R oad SHW3IEBB
_|GWwWH TRALUMA UNIT Great Western Hozpital tarlborough A oad SK3 EBE
GwH WOODPECEER Great Western Hozpital Marlborough A oad SN3 BBB
|HCF ADCROFT SURGERY GENERA __nn Prospect Place Trowbridge

_[HCP AILESBURY %ARD

HCP &lR BALLOON SURGERY GEME
HCP A5PEN DN TEAM

_|HCP BARTONGATE HY

|_|HCP BATHEASTON MEDICAL CENTI

Search By

IHostName LI
PIacementDetaiIsI Maps | ¢ oK I x Eancell

o e
o

Savernake Hozpital London Road SNB 3HL
K.enn Road St George BS5 7FD
Quayside Houze Quay Street GL1 2TZ2
Sirope Street Gloucester GLT 480
Coalpit Foad B atheaston BA1 MNP

e
e

Select the placement and then left click OK, then do the same for Placement Category and then select the Day
description of the placement form the drop down. The hours option is a default to Monday to Friday which
covers the hours, if you require specific for an individual student, then select Custom and you can change this.

& Arc Allocte Intake =
|| Foisol =
e = [] Validate Host i
[ Plan [ Notes ValdatonAut .
) alidation/ Auto &
Categories | [ Contacts | [J Alloc. Nates
| [] Allocated Hrs .Ameﬂded
Alloc.
| y
[« n i/ >
E y A
‘ " Curent students « Al I S Add and Start New
All students that are of and students that are : Active @ —
Date From HoOf Weeks  DateTo o/ Addand Close
0910112017 = 1022017 M= 1
Week 72 Week 77 ¥ Addand Keep
) —
Nain Contads| Allocation Notes J
— || Notes Allow replace/ delete the Allocation
Placerent (] [HCP ADCROFT SURGERY GENE - (B8 AT EaE
Placement Categ |CDMMUNITY J !ﬁomlhe grid
Educator J
Coordinator J
Shift Type
& Day  Night
Day Description Shift
- ImDay J
NP2 -
NP3 Hrs Option
NP4 |—(-" System defifled I(‘ Custom I
NP5
NP J -
NPT 1
Thu Fri Sun

[Foay =] [Foay -] |_ ore +] [nore |
Prepare | & Prepare New | o Auto Prepare Al 4 | ?-l-‘rgfu ”” [';::nsgé\ Other & Back

If you have completed this allocation and wish to allocate further placement then left click Add and Start New
if no further allocation then left click Add and Close.

13



Your allocation will now appear against the student(s) selected. Left Click on Post/Cancel

B A e o s eee—

Displ Shi

Ijsglaai O ?dttes [ validate Host
Validation/ Auto

Categories | [ Contacts | L) gioc Wotes

=] HCP ADCROFT SURGERY GENERAL|
PRACTICE [COMMUNITY] {NP32}

= HCF ADCROFT SURGERY GENERAL]

=] HCF ADCROFT SURGERY GENERAL]
FRACTICE [COMMUNITY] {NF2}

= HCF ADCROFT SURGERY GENERAL SR A AR |
FRACTICE [COMMUNITY] (NP2}

MOON , KEIRA ,F( TEST 08.15, )
PRACTICE|COMMUNITY] {NP2} PRACTICE [COMMUNITY] {HP2}

P

[ Allocated Hrs Amended
Alloc.
Week 72 Week 73 Week 74 Week 75 Week 76 Week 77
Flag Student name 09/01/2017 16/01/2017 2310172017 3000172017 06/0272017 13/02/2017

= HCF ADCROFT SURGERY GE

RACTICE [COMMUNITY] (NP2

E HCP ADCROFT SURGERY GENERAL]

| HCF ADCROFT SURGERY GENERAL
PRACTICE [COMMUNITY] (NP2}

FRACTICE [COMMUNITY] (NP2}

E HCFP ADCROFT SURGERY GENERAL|

| HCF ADCROFT SURGERY GENERAL|ES] HCF ADCROFT SURGERY GENERAL]
PRACTICE [COMMUNITY] {NPZ}

SOCIAL , SAM ,F(TEST09.15, )
FRACTICE[COMMUNITY] (NP2} PRACTICE [COMMUNITY] {HPZ}

Fl

E HCP ADCROFT SURGERY GE

RACTICE [COMMUNITY] {NF2

(]

<

Post/

. Validate All
Cancel

k /|
Auto Prepare All 570 Prepared Alloc,

L

I Other

|F’repare i . Prepare New

Then left click on Post All, it willl ask you to confirm, left click on Yes if satisfied.

7 Arc Allocate Intake l. SN
- . - - - -
Eisg"?;] g?vwmes [] Validate Host
3 Validation/ Auto
Categories | (] Contacts |[J Alloc. Notes
[ Allocated Hrs Amended
Alloc.
Week 72 Week 73 Week 74 Week 75 Week 76 Week 77
Flag Student name 09/01/2017 16/01/2017 231012017 30/0172017 06/02/2017 1310212017

= HCF ADCROFT SURGERY GEHERAL|

=] HCP ADCROFT SURGERY GENERAL|
PRACTICE [COMMUNITY] (NP2}

=] HCP ADCROFT SURGERY GEHERAL|
PRACTICE[COMMUNITY] (NP2}

CFNTELTS TSR =) HCP ADCROFT SURGERY GENERAL]
PRACTICE [COMMUNITY] {HP2}

MOON, KEIRA , F ( TEST09.15, )
PRACTICE [COMMUNITY] {NPZ}

PRACTICE [COMMUNITY] {NP2}

= HCP ADCROFT SURGERY GE
PRACTICE [COMMUNITY] {NP2

E HCP ADCROFT SURGERY GENERAL]|
PRACTICE [COMMUNITY] {NPZ}

E HCFP ADCROFT SURGERY GENERAL|
PRACTICE [COMMUNITY] {NP2}

E HCP ADCROFT SURGERY GENERAL|

E HCF ADCROFT SURGERY GENERA| E HCP ADCROFT SURGERY GENERAL|
FRACTICE[COMMUNITY] (NP2}

SOCIAL , SAM , F (TEST 09.15, )
FRACTICE [COMMUNITY] (NP2} FRACTICE [COMMUNITY] {NPZ}

E HCF ADCROFT SURGERY GE
PRACTICE [COMMUNITY] {NF2

===

All changes to the allocations will be saved.
Do you want to continue?

{ Confirm

|4| I

Post/

«~ Cancel
Cancel "

Al
(13 PostAl P oesrei Other

w7 Cancel All I

Arepare
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It will ask if you wish to save file, left click on cancel as you do not require to save the file

[ Save in: I @ Documents "l - o I
L ||
= Mame =
rhe
e | Database
Recent Places
i . Smartcards
- L AVer
Deskiop o My Music o
— =My Pictures
= B My Videos
Libraries | Officed?
ﬁs-.l' . PPO Related Files
| =
s |« Fol Mursing Times
Computer
b | NMETS Work
@' L MI Team
J Placement Capaci
Network . i pacity i
L1 Bob's Stuff
4 I | 3
File name: I EST 09.152017-03-10 11_31.bd 'l Save I
Saveastype: |Intake allocations file - |_Cancel ||
The allocations will be saved
% Arc Allocate Intake - - 5 - = ® [=lEs=
_Ei ;I:; Er:dv;les [ validate Host
Categories | [] Contads | (] Li!gaﬂoul:::um
[] Allocated Hrs Amended
Alloc.
Week 72 Week 73 Week 74 Week 75 Week 76 Week 77
| | Flag Student name 09/01/2017 160172017 2310172017 3000172017 06/02/2017 130212017
» MOON , KEIRA , F ( TEST 0915, ) P = HCF ADCROFT SURGERY GENERAL|] HCF ADCROFT SURGERY GENERAL|S] HCP ADCROFT SURGERY GENERAL|ES] HCF ADCROFT SURGERY GENERAL|S] HCP ADCROFT SURGERY GE
P P PRACTICE[COMMUNITY] {NP2} PRACTICE [COMMUNITY] {HP2} PRACTICE [COMMUNITY] {NP2} PRACTICE[COMMUNITY] (NP2} PRACTICE [COMMUNITY] {NP2

SOCIAL , SAM , F{ TEST09.15, ) |E5 HCF ADCROFT SURGERY GENERAL|SS] HCF ADCROFT SURGERY GENERAL|[S] HCF ADCROFT SURGERY GENERAL|ES] HCP ADCROFT SURGERY GENERAL|[S] HCP ADCROFT SURGERY GENERAL|[S] HCF ADCROFT SURGERY GE
PRACTICE [COMMUNITY] {NP2} PRACTICE [COMMUNITY] {NP2} PRACTICE [COMMUNITY] {HPZ} PRACTICE [COMMUNITY] {NF2} PRACTICE [COMMUNITY] (NP2} PRACTICE [COMMUNITY] {HP2

1 m 3

MOON , KEIRA , F ( TEST 09.15, ) 19."021'2017‘
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A screen message will confirm this. Left click OK.

Then left click Close You will return to Intake

Maintenance.
[ Arc Allocate Intake - . - s ==
Display o [] validate Host
[ Plan [ Motes ValidationtAut
Categories | [] Contacts | [] Aﬁéc.al\llnuqesu o
[] Allocated Hrs Amended
Alloc.
Week 72 Week 73 Week 74 Week 75 Week 76 Week 77
Flag Student name 09/01/2017 16/01/2017 2310172017 30/0172017 0670212017 1310272017
4 MOON, KEIRA , F( TEST 08.15, ) (RISl gLl q e = HCF ADCROFT SURGERY GENERAL|[S] HCR ADCROFT SURGERY GENERAL|ES HCF ADCROFT SURGERY GENERAL|[S] HCF ADCROFT SURGERY GENERAL|ES] HCF ADCROFT SURGERY GE
PRACTICE [COMMUNITY] {NP2} PRACTICE [COMMUNITY] {HP2} PRACTICE [COMMUNITY] (NP2

SOCIAL, SAM , F{TEST09.15, )

PRACTICE [COMMUNITY] (NP2}

PRACTICE [COMMUNITY] {NP2} PRACTICE [COMMUNITY] {NP2}

= HCP ADCROFT SURGERY GENERAL|E] HCP ADCROFT SURGERY GENERAL|ES HCP ADCROFT SURGERY GEHERAL|

FRACTICE [COMMUNITY] {NE2Z} PRACTICE [COMMUNITY] (NP2}

= HCP ADCROFT SURGERY GENERAL|
ERACTICE [COMMUNITY] (NP2}

{
Information

| HCP ADCROFT SURGERY GENERAL|
PRACTICE [COMMUNITY] {NP2}

= HCP ADCROFT SURGERY GE
PRACTICE [COMMUNITY] {NP2

==

mSSFini;hEd

.

SOCIAL , SAM , F (TEST 09.15, )

To confirm that the student has been allocated use ARC Student
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Placement Maintenance

Left click on Placement Maintenance Icon. Select the Placement you require by left click in the box to the left
of the placement, then select the Tab with the information you wish to view, it opens in the General tab.
There are Arrow buttons that can be used move to the tabs further along the page. By Left click on the Select
box this will bring up the screen below and you can choose what you wish to do.

P - =]

o) Select Allrecords 7
I Ves' then system will select al records

I 'No' then system will unselect all records.

.
1

—— .
# File Edit Window Help HE

T YT EGERY F1 L

Hosts / Educators ‘ca‘sgunes} Study Blocks |

Hosts | Educalors | Mentors

I “ « > » » led & G@

Flag[Select|Host Name B| BRICICU

HOC WARD DBO1AND G BRISTOL
HOC WARD D701

™ |BHOC WARD D703 General \cnntamnetaus\ Soctal Work | Education | Co-ordinators | Categories | Hub & Spoke Configuration | Days / Dates | Student Requests | Student Access Areas | Student Type | Constraints | Unit/Part| Link Tutor | entors | Faciltators | Managers | Audit | Maximum numbers | si4[» l
I BRIAG0O-ITY Main Details | User Defined Detalls |
B [ofricou |
| [NCIBRI CARDIAC THEATRE Fiag Mo Calour v\E‘L‘
i I BRIDERMATOLOGY OUTF HostName BRI C.IL.C.U. I
I BRI GU MEDICINE QUTPA
] I~ |BRIHEY GROVES THEATF CEZIEETR A
| [ICIeRi MEDICAL DAY UNIT ARG Internet ID 12801
I ER REACT TEAM Staus Hostis active
i [~ |BRIRHEUMATOLOGY OU" LIS o O
I = G Audit Required Yes
I s G Reason whyAudit NOT Required
1 W Brwros 15 Hub Placement
I~ CIESE |: S:uske F’\a‘cemem
IR vwARD 20 . Auﬂs ffmanw F
I =GR B o crstuions m
| CWsRiwsrD 23 sSite Bristol South
| [CIBriwarD 28 Is Eleciive
i I~ BRIWARDA217 (INTERVE SUtable for males
o I”|BRIWARD A221 (RESP/CE Suitable for females
i ™ |BRIWARDA300 Suitable for nights
i I~ |BRIWARDA307 (ADULTE EXposure to Black and minoriy ethnic roups
I~ BRIWARDA312 TRAUNA/ Can undertake Wultidisciplinary work
7 I |BRIWARDA400 OPAU Studentneedsto have a car
] [~ |BRIWARDA407 (OUTPATI Suitable for students over the age of
I BRIWARD A473 AMBULAT Placement need an offsite assessor
: " |BRIWARD A414 - ENDOS! Closing date
I |BRIWARDAS15 STROKE HEGERHdat
T I WerveRast Exclude from auto allocation
i I |BRIWARDAS22 Hours of attendance
H [ BRIWARDAS4 Provider Type NHS
o LM BRWARE A2+ Placement Setting Hospttal -
0l I |BRIWARDAS28 N [ Reportte
= » Report to designation 2
4 Inset = Delete (7  OrderBy & R @

Search by .
sewchtost[  GName | @ Loasquen & Clearquer Total Number of Hosts : :gao

PiCode Host Sequence:

L Close

Remote Connection to <Arc> \\164.11105.11:2001\Live-ArcDD < User Number = 11 - Mr BOB PHILLIPS >

Tabs in Placement Maintenance
Gep(eral Socigh Work Co-ordinators Hub and S Configuration Student Requests Student Type
| General |C0ntadDetaHs‘ SocialWork‘ Education‘ Co-ordinators|[}ateg ries‘ Hub & Spoke Configuration ‘ DaysiDates‘ Student Requests StudentAg@| Sludemﬁﬁe—ﬁWs‘
Contact Details Education Catzg\
Managers Maximur;’numbers Placement Areas Department

ries Day and Dates Student Access Area Constraints

] Managers ] Al.kdit ] Maximu numbers] Students on Host/ Payment records] Placement Areas ] Vau:ciritionsl Departmem] History ofchanges] 4

Audit  Students on Host/Payment Records Vaccinations History of Changes

Mair:(DetaiIs User Defined Details
| MainDeals | usrDefned Des
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ARC Student

Access ARC as shown. Select ARC Student and left click.

-
s ARC Technology Main Menu . _ E‘ﬂlﬂ

ARC Technology Menu System

ARC Windows ]

ﬁ ARC Student ‘ ,&; ARC on Web ‘
‘5\ ARC Maintenance

Connection Path : Live v30H0Oe
User Mame : Mr BOB PHILLIPS .

Protocol: IP
User Mumber : 11 Close

ARC Support on line

En

Cudi

R
|

PEF Copy ‘

File Edit Window Help

SATRG

Date Format :dd/MM/yyyy Remote Connection to <Arc> \\164.11.105.11:2001\Live-ArcDD < User Number = 11 - Mr BOB PHILLIPS >
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Tabs in ARC Student

Load Applicants list (Not used) Load Post Reg Students

et Student Seard

QiR Arc Students 52750H0e | =rgrag
i rile EdpMindow Help

Vo &
@ ﬁ 1 ““)\ ——Batch Processing

Load Pre-Reg Students Load Staff and Tutors List

Left click File and the drop down menu will appear

it Arc Students [ Live v3

Edit Window Hel

| stem Utilities o3 System Status Form

& Logoutof Arc  Ctrl+0 R R
B &t Alt+Fd

Arc Error / Warning Form
To Do List
Update Your User Rights
Maintenance of the ARC.ini file
Delete ArcStdnt IMI File
Print Current Form (Clipboard)
Archived Pre Reg

@ What is Mew ?
Display Debug File Name
v Enable exception filter

Pre Reg Students Display L4
Last Created SV File 4
Change My Details
Hide Inactive Icons

Left click on Load Pre-Reg Students will open the screen showing all students contained in the system, both
active and deactive.

8 File Edit Window Help NEE
’7@ I ﬁ I:' % D ‘ Live v30HOe
- P2 - » » » & &
Flag |Select |Arc Number |Student Name Finno Branch |Status. |Academic Status |Site Gender |Tutor Parent Site |Middle Name | Student Group |Course Group Preparation Group |~
» [w] DALTREY , ROGETTA, F (TEST 08.15, ) s [TUTOR, TEST il
[ |11060011 E1GLASGOW,JOSS, F (TEST09.15, ) PARAMEDIC SCIENCE _ Active AllAreas Female TUTOR,TEST BSC
02080001 NES , JOHN , M (TEST 09.15, ) RADIOTHERAPY Adtive AllAreas Male | TUTOR,TEST FT BSC
_|+1060008 100N , KEIRA, F ( TEST 09.15, ) MENTAL HEALTHFT  Active AllAreas Female TUTOR,TEST BSc
C_|1t130000 VIO, JO, F (TEST09.15, ) PHYSIOTHERAPY Adtive AllAreas Female |TUTOR, TEST BSC
[ |11060004 EISMITHERS-JONES, KAREN, F (TEST09.15, ) LEARNING DIS FT Active AllAreas Female TUTOR,TEST BSc
[ |09150810 |ESOCIAL, SAM, F (TEST 0915, ) SOCIALWORK Adtive All Areas Female | TUTOR, TEST BSc
[ |110600068 EITHORNBURY, PENELOPE, F (TEST09.15, ) 0CC THERAPY FT Active. AllAreas Female TUTOR,TEST BSc
[ |10130600 |EITORQUAY, JUNE, F(TEST 09.15, ) EDUCATION Active All Areas Female | TUTOR, TEST BSc
[ |11060005  EIWATTS, DAVID , M (TEST 09.15, ) ADULTFT Active. AllAreas Male  TUTOR,TEST BSc

Search List By Surname

B Show System Warnings
B Show Select students Only

Show Query Screen| Run Query | Clear Query | Add To Posting | Selectall| Unselectal

[Total number of students display
[Date Format :dd/MM/yyyy [Remote Connection to <Arc> \\164.11.105.11:2001\Live-ArcDD < User Number = 11 - Mr BOB PHILLIPS >
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There are a number of ways in to select individual student or by intake.

You can Search List By and choose which option you would like.

Search List By Surname Order By

B Show System Warnings

Q¥ Surname @ Forename @ Board PIN @ Uni. Mo. @ Arc No. @ Ass D,

[l Show Select students Only

You can use the Query Screen

=
g ShowgueryScreen Clear Query | Add To Posting | SelectAll] UnselectAll

||Tota| number of students displayed : 10
|Date Format :dd/MM/yyyy |Remote Connection to <Arc> 14164.11.105.11:2001\Liv:

Query Screen, this is simple to use and gives a number of options. A humber of drop down menus will appear
against each of the criteria to assist in your selection, when selected and you click OK it will appear as shown.
Once you have slelected your criteria then left click on Run Query

ffly Pre Registration Student Query a— x|
| ColourFIag|N° Flag j@ L
_—
Sys. Warning INJ‘A

Branch Click here to seledﬂrancheslr Select Site

| “ADULT FT*
Selected
Intake ~ Click here to select Intakes ||~ / i
Il dreas Bristal
Bath

| “TEST 09.15" g =
Site| Clickhereto selectSites ||~ By|| [Bath and East and west WI'RJ

\

= Bath and Maorth East Somerse
| Bristol | |Bath and Witshire
Arc Numberl Assmnt 1D Bath, Bristal and Wilkshire
Bristal and Gloucestershire
Trust I* - Briztal and Morth Saormerset
Bristal and South Gloucesters!

| startDate }_If"“w 032017 J(_ I;“"“w 037201 Bristal and 'weston

I_I_I_L

"""""""" Bristol Horth
TL.ITOFI i Bristal South
) — Carrwall -
Uni Number |« = o o
PIM |=
[~ Only Select Student with Outstanding Requ - | Help |
[~ Only Select Stud. with Remate Abs. Qutstan
Garda I‘ j cademic Status -
Clearance Method of
Previous Surname |‘ Recruitment |‘ j
Select Gender Student Statu
" Female ¢ Male " QOther & Al Hrp Active ¥ DeActive [~ Forecast [ Copied |

Save Query | Load Query Page 2 3

Clear Query || Run Query | ore Searcn | j‘Lcmsel

There is a Page 2 to further assist in selection.
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Run Query produces the results of your search

ﬁﬁ R

Live v30HOe

- — =

»

Fr!*!i!i!—!i
1 I I i 1050 VID, M (TEST 0915, ) |apuLT FT

[Male

By sumame

[TuTOR, TEST

Colour Flag ‘ Mo Flag

Sys. Warning [N/A

Branch Click here to select Branches ||~ EX

Intake  Click here to select Intakes [~ ExI

Site Click here to select Sites ||_ Exl Group Click here to select Groups ||_ Exi
NcNumherl—NssnmtlDl— Part of the group on [FF100312017 =]
Trustl j Course Group I j
Start Date >= [~ 101032017 _~| <= [{- 0032017 | Preparation Group < -]
Tutor =] ARC To HEMIS [}
Uni Number[« Barcode It
PIN [- Parent Site |*

[~ Only Select Student with Qutstanding Requests

UWE
[~ Only Select Stud. with Remote Abs. Outstanding EEME I

Academic Status |*
E Method of

Garda |
Clearance

Ll Lo Lo

* Recruitment I‘

Previous Surname

elect Gender dent Status
" Female " Male " Other & All ‘ Active [v DeActive [~ Forecast

un

[~ Copied

[save quen |l Load Query |

Page 2 B |

Clear Query I Run Query IMoreSea:dl'

j;q_close|
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You will see the screen message below if there are no students meeting the criteria

When you have selected your student, right click on the name and the drop down menu appears

8 File Edit Window Help
2RHTRD

[ [Fiag[setect [we numser
R | = waTT] Setup Details

Student Training Record (Pages1 -4} »

Personal Details

Student Attrition 4

Award/Modules/Sessions

Exams

Student Counsellor Motes

Mail Merge & Emails 4
R? Current Location

NMC Details

NMC File Option 4

Archive Students[s]

Merge A Student into

Add Student To To De List

e

Move allocations to ancther student

Set Flag
Clear Flag

Clear System Warning

Export 3
&} Print 3
Report Email

Left click on what you wish to view
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Setup Details

8 Arc Students [ Live v30HDe ] - [Arc Sudent Setup Detai

@ Fie Fdt Window Help &%

&5 % y & ) J@ Live v30H0e

> Name WATTS , DAVID, M ( TEST09.15, )
‘ > [

SetUp Details 1 ISetUp Details 2} Student H\stnrﬂ User Defined Details ‘ System Warnings History
Basic Detall ‘ Othes Detals |

UniversityNumber [99999939 [EReason for Discon. / Transfer o

Reason for Discontinuation ]

Date of Discon./Transfer
Sumame WATTS

Reason for discon request

CELIE PAAD Resumption Date
Intake TEST09.15 Expected Date of Resumption

J Email Add dwatts. 33@uwe.live ac.uk

Zone "\I\ Areas

Personal Email Address
Branch U EN 0TBT345635

Level BSc

[ETraining
Gender ’h‘ Address Line 1 15 HILL STREET
Status ’m Address Line 2 CHELTENHAM

Address Line 3
Commencement Date 3110812015 v adress Lned
Previous Surname Address Line 5
Personal Tulor  [TUTOR, TEST Post Code GL5116GL

swentGowy | - Telephone Number 01424 585 6666

EHome
oseormm [T ]y 16 HILL STREET
~EIBinE = Address Line 2 CHELTENHAM
-Age At Startof Course 32 Address Line 3
Seconded r Address Line 4
Sacondsr ’7 Address Line 5
Car Owner I Post Code GLET16L

Ste = Telephone Number 01424 585 6666
Student Grants Unit ’7 BStudent Grouping
RefNo Student Group
Flag No Flag vl@ Course Group

Preparation Group BSc
Car Details

niversity Details
EWebAccess

Allowedto access the POWw_ |Yes
Allowed to access the mPOW

‘ ‘ 5%‘ Clsar N Upload Date

Student on Week 80

Nate Format :dd/MMhany Remate Connectinn tn <Arc> WIAL11I09.11:2000\ ive-AreDD < User Number =11 - MrROR PHILTTPS »

Training Record Page 1
Slide the mouse over and then left click which page you wish to view.

|F'in no |Branch |Status |A.cademi:
Setup Details TFT Active
Personal Details Allocation Records (Page 2 and 3)
Student Attrition L4 Training Record (Page 4)
Award/Modules/Sessions

Exams
Student Counsellor Motes

Mail Merge & Emails L4
\? Current Location

NMC Details

NMC File Option 4

Archive Students[s]
Merge A Student into
Add Student To To Do List

Move allocations to another student

Set Flag

Clear Flag

Export 3
& Print v

Report Email
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Training Record Page 1

BB fecsudents [ e
B Fie it Window Hep

o o W9 & :
& ﬁ 1 % «D Live v30H0e

|T Name WATTS , DAVID, M TEST 09.15, )

] » Ol
PBBEU"EDMS|Euu:anur|0ua\mmuns HamE:ardResuMPreﬂuusTrammg Pr:rc—ssmnamualmuannns‘ HES’-DEIEHI

|[BPersonal Details -
Haiden Name
Pravious Sumame
Shle
Ethnic Origin
Date of Birih D8I07H983
- CumentAge 33
-Age At Start of Course: 2
Country Of Birth
Home Counlry
Nationality
|[EiThis Training
Course
Training Type REGISTERABLE
Course of Study ADULT NURSING
Type Of Professional Course
Number Of Exams
Type Of Final Exam
Part Time Indicator
Required Training Time: 0
Wethad Of Entry
Grounds For Reduction
Trained Overseas Country
Country Of Recruitment
|EApproved Educafion Test
Code
Year

Score

Enlry Gale
|EPresent Training Inst.
Code
Commencement Date 21082015
|BPresent Training Site
Code

Tille

Town

Reasnn For Submissinn -

aan| Re-Implement Intake Defaulis g

|

Date Format :dd/MM/vvy Remote Connection to <Arc> 11164.11.105.11:2001\Live-ArcDD < User Number = 11 - Mr BOB PHILLPS >
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Allocation Record Page 2 and 3

sHTRY

[ Name WATTS , DAVID M ( TEST09.15 , )

& % » | " | % | i
Allocation |OpenAbsence| Remote Absence | Summary & Gaps | Swipe De1a\\s| Re Calc Pag952&3| Calc Swipe Absence | Travel Expenses| 1
Combined |Absence Details | Cancelled Alloc. | HostNotes | Payments | Student Host Evaluations | Trust Request' Positive Retum | Absence Wamings | Absence Notes | Wurkbuuk| Actual Hours | EU Requirements | Competencies |
Typ Shift From To Days |Allocation Categary Waorked Hrs | Allocated Hrs |AbsHrs | SpecialHrs |Night | Notes/Problems | Students Mentor | Coordinator Excess Absence |Workbook | Student Type |Module .
[ Duty  |Clickon *to read Clickto read Clickto read
| |Col 1) MTWHF__ 310872015 |06/09/2015 5/5 | INDUCTION WEEK INDUCTION WEEK a3 a3 [] []
| [Col & /1) MTWHF__ 0710972015 | 2511002015 |35/35 THEORY THEQRY 262.3 262.3 ] ]
| [Hst 1) MTWHF__ 2611012015 |06/12/2015 28130 727 TEST BATH MEDICAL m 5 15 []
| |Col & (1) click here 07122015 |10/01/2016 15/25 THEORY THEQRY 123 123 ] ]
Anl ] /1) MTWHF_ 211272015 |03/01/2016 1010 | ANNUAL LEAVE Annual Leave 0

75 75 0
DHst T WTWHE NOU20G (00206 28/% LZTESTBRISTOL CONMUNTY 20 om0 M

i
< in ] b
Show |~ AAMenu [~ Made up/Recog. h.Menu [~ Allocation Colours &Icons [ Allocation Notes [~ Host Contacls [~ User defined det | View
Print (] Show View By Type [ Filter by current Intake l ,'}:Luad Maps ‘
[nate Farmat :dd/MMAnw [Remate Connectinn tn <Are> \W164.11.105.11:2001\ jve-AreDD) < Liser Numher = 11 - Mr ROR PHII [TPS »
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Training Record Page 4

[ File Edit Window Help - &%

‘{% % byl &;" 2 Live va0H0e

FNameWA'I'I'S,DAVID,M[TESTUBJS, )

| \ » "

Page 4-General hests During Training \ Theory Tests DunngTrammg‘ Continuous Assessment | Postoraduate Trammg\

EDiscontinuation/Transfer/Resumption of Training +

EReason for Discon. / Transfer

Date of Discon.Mransfer

Reason for discon request

Resumption Date

Expected Date of Resumption

Discantinuation/Resumption of Training Notes

EBoard Conducted Written - or Devolved Examination

Final Examination

Initial Entry Result

Initial Entry Date
ERe-Entry Details
1 - Re-Entry Result
1 -Re-Entry Date
2-Re-Entry Result
2-Re-Entry Date
Exam Pass Indicator

Classification

EICompletion of Training
Current Institute Code 8722
Training Time Completed
Cont Assess. of Practice Completed
Cont Assess. of Theory Completed

ETraining Extension

Training Extension Granted on

Anticipated date of Completion

HAddress (Permanent after raining)
Address Line 1
Address Line 2
Address Line 3
Address Line 4
Address Line 5
Post Code
Address Country England -

fidiozelbamaentafieita nin CoprOytions 7 View & CopyAddress Option | I Include Phone Number [~ Include Mobile Number
B print e ‘ 5 | ¢ ‘

Date Format :dd/MM/yyyy Remote Connection to <Arc> \1164.11.105.11:2000"Live-ArcDD < User Number = 11 - Mr BOB PHILLIPS >
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Personal Details

(8 File Edit Window Help LT
o = (19 i
’ / : ive v30HOe
[~ i ,@
[+ Name WATTS , DAVID M { TEST 09.15, )

‘ > )

General | Notes | Entry Notes | Bursary | DC Tests | Studemt Documents | StutentPhoto| Vacanation | Chang Reauest | Destnaton | Non Fleso Adin | DBS Detals SelfDectraton His,

Marital Status

Email Address dwatts 33@uwe live acuk
Personal Email Address

Mobile Number 07879345635

Student Known As

Allow SMS Messaging Yes

Allow Tutor to View Details

Allow Facilitator to View Details
Years At School

Education Level (read only )
mStudent Address

PostTown

Town of Birth

Religion
[ELanguages

Bursary Type
Type of Visa

Visa Expire date
Resident Code

No. of Dependents
Pay Rall No.
Method of Recruitment

Last Employer's Name
EPalice Clearance / DBS Details

ISANumber

National Insurance No.

Post Completion Notes

[E3tudent Destination After Training
@Disability

Health Care Assistant

Job Tille

Qhiriant Arante |Init Dafhin

Address copy Options

I Overwile Copy o HometoTraining |  Training ToHome| o HomeTo NOK | o Training to NOK Clipboard | AddrBook
& Print [ Mertif notes exist & ‘ i ‘ @

Nate Farmat sl /MWAnane Remate Cannectinn to <Ares WIBL1110511:20014 ive-ArcDD < Lser Number = 11 - Mr ROR PHITTRS >
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Allocating a student to a Practice Placement

Open the screen showing all students. Right Click on any student nhame and the drop down list appears,
select Allocation Records Page 2 & 3Page

The allocation plan should have the dates for placement shown and normally “awaiting placement” Right click
on this and then select Change Host

[ File Edit Window Help |- |8]x]

‘@ ﬁ iyl &7‘ D Live v30H0e

[+ Name HOON , KEIRA, F ( TEST09.15 , )
B | 4 | > | 4] | X | iz
Allocation | Open Absence | Remote Absencel Summary&(sapsl Swipe Details | Re Calc Pages 2&3| Calc Swipe Absence | Travel Expensesl

Combined |Absence Dems' Cancelled Alloc. | Host Nu1es| Paymen\s' Student Host Evaluations | Trust Reques1| Positive Re1um| Absence Wammgsl Absence Nutesl Wuvkbuuk' Actual Huuvs' EU Reqmremen\s' Cumpe\enuesl

Typ Shift Allocated Hrs | Abs Hrs Night
e Duty

From To Days  |Allocation Category Worked Hrs Special Hrs Workbook

Clickto read

Excess Absence Module -

Clickto read

Notes/Problems | Students Mentor | Coordinator

Click on * to read

Student Type

Col 1) MTWHF_ 31/08/2015 |06/09/2015 5/5 | INDUCTION WEEK INDUCTION WEEK 33 w3
Col 1) MTWHF__ 07/09/2015 | 20122015 75175 | THEORY THEORY 5623 5623
Anl 11) MTWHF_| 20/12/2015 {03/0172016 10710 |ANNUAL LEAVE Annual Leave 75 15
Hst 11) MTWHF__ 0410172016 | 2070372016 56160 | ZZ TEST BRISTOL COMMUNITY 435 450
Anl 1) MTWHF_ 20/03/2016_|10/0472016 10710 |ANNUAL LEAVE Annual Leave 75 5
Col 1) MTWHF__ 11/04/2016 | 05/0672016 40740 | THEORY THEORY 30 30
¥ Hst [1) MTWHF __ 06/06/2016 |31/07/2016 40740 i AWAITIC DI ACERENT MENTAL UEALTU 30 30
[ JHst 1) MTWHE 090172017 |19/02/2017 30430 HCPADCE  Add Host Note 25 25
Add Host Evaluation
Add Travel Expenses
Host Mentor

Host Educator
Host Coordinator
Host Contacts

>

o oo s oo
s oo ose s

Host Payments

Change host's day desc.

Toggle Allocations Duty

Do not Allow Upload to the Web
Toggle Auto alloc. result o

I Change Host I

Workbook 4

Absence

Module

Made Up Time
Recognised Hrs of Learning

Un-Confirm Allocation Hours

Load Actual Hours

X Delete Allocation
B Cancel Allocation

B Allocation Notes ’

L User defined details v

[l Altocation documents -
Ol i b

Set Intake
Show |~ AAMenu ™ Made up/Recog. h. Wenu [~ Allocation Colours &Ic = I User defined det | view
’

=) Print

Syprint || [ Show ViewBy Type [ Fifter by curent Intake B3 bport b I'L Close

[Pate Format sdd/ MM A [Remnte Cannection n <Ares \WIAL11 105119001\ ive-reDD < User Numher = 11 - Mr ROR PHII1TPS >

It will ask if you only wish current category, Left click on No

@® Would you like to load Host That ONLY
W' match the Current Category on Page2 7

If you Select <MNo> all host that are active will be loaded !
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The box Change Placement Details appears. Select the placement you require from the drop down list or use
Search to find a placement, when selected left click on allocate.

fliit Allocate Host

|> Name MOON , KEIRA,F ( TEST 09.15, )

Change Placement Details
Placement Details - AWAITING PLACEMENT DETAILS | MENTAL HEALTH for the period - 06/06/2016 to 31/07/2016

- | >
+ AWAITING PLACEMENT DETAILS -
T Selectd 1 h Ti
# COMMUNITY - TBC o S L I
_ﬂ ELECTIVE PLACEMENT 0BIDRIZ016 A
;j PREP FOR PRACTICE WEEK 07/06/2016 ]
+ SIMULATION WEEK 08/06/2016
: 09/06/2016
-~ TRANSITION
4 10/06/2015
= BAC BATH CLINIC 12/06/2016
- SURGICAL 14/06/2016 e
+- BEH EMERGEMNCY DEPARTMENT A2 1510612016
| I} | » 16/06/2016
Load Map options 17/06/2016
—Travellingby—————————————— ) ; 20/06/2016
© car g Max. distance (in | 2 Load Maps | |v] 21/06/2016
& Publictransport miles) ggggg:g m
. - 'd
Start travelling Max travelling time V| 2410612016
[ivizonazo17  ~| [13:50 His: |0 5 Min 1|0 EI- 2710612016
28/06/2016
- - - 29/06/2016
Hours Confirmed Day Description  |Automatic
I ||l 3010612016
01/0712016
0 Cancel allocation before Cancelation Reason 04/07/2016
changing host New allocation .||l 0510712016
[l DARINTIZ04R o
Search by
IM * Hostname " Placement Code|§ SHOW“"UU’I SelectAl | UnselectNIl

I:Da].r or Might Send Email to Link Tutors =)
& Day " Night ./Allocate Auto Close U and Student |w|

You will be asked to confirm the allocation left click on Yes

Confirm -A_ u

This will Allocate the selected student to
< BAC BATH CLINIC / SURGICAL =
From : 06/06/2016 To: 29/07,/2016
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The placement name will appear in the students record. Left click on Close and it wil close the record

B Fie Bt Window Hep [-[=a]x]

8 ﬁ - % L") Live v30HOe

> Name MOON,, KEIRA, F ( TEST09.15, )
o | < | > | ] | s | i@
Allocation | Open Absence | Remote Absence | Summary & Gapsl Swipe Details | Re CalcPages 2& 3| Calc Swipe Absencel Travel Expenses |
Combined |Absence Delans| Cancelled Alloc. | HustNutes' Paymems| Student Host Evaluations | Trust Request| Positive Refum | Absence Wammgs' Absence Notes | Wurkbuuk| Actual Huuvs| EU Reqwements' Cumpelenues|
Typ Shift From To Days  |Allocation Category WorkedHrs | Allocated His |Abs Hrs Special Hrs | Night | NotesiProblems | Students Mentor | Coordinator Excess Absence |Workbook | Student Type | Module -
] Duty | Click on * to read Clickto read Click to read
| |Col 1) MTWHF__|31/08/2015 |06/09/2015 575  INDUCTION WEEK INDUCTION WEEK 33 33 0 0
Col 1) MTWHF_|07/09/2015 | 201272015 75/75 | THEQRY THEQRY 562.3 562.3 0 0
|_|Anl [1) MTWHF_|21/12/2015 |03/0172016 |10/10 |ANNUAL LEAVE Annual Leave 1 15 0 0
Hst [1) MTWHF__| 04/01/2016 |27/03/2016 58 /60 Z77 TEST BRISTOL COMMUNITY 435 450 15 0
| |Anl [1) MTWHF _|28/03/2016 |10/0472016 |10/10 |ANNUAL LEAVE Annual Leave 15 15 0 0
el IR RAT 2 <4 I X
¥ Hst [1) MTWHF _ 06/06/2016 |31/07/2016 40 /40 ‘BAC BATH CLINIC < PV Ci SURGICAL 300 300 [] [ |
| Jhst - IO ZZ0T 2070 HLP ADCHOr TSGRy T oo ™ priy T T
@
< 1 b
Show |~ AAMenu [ Made up/Recog. h. Menu [~ Allocation Colours &lcons [ Allocation Notes [~ Host Contacts ™ User defined det | View

B print || [ Show View By Type [ Fiter by current Intake l ! Load Maps l
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Recording Student Attendance

If a student is absent from placement this must be recorded against the placement record.

Open the screen showing all students. Right click on any student name and the drop down list appears,
select Allocation Records Page 2 & 3Page

Right click on Absence

lents [ Live vz

Edt Window Help [-Je]

[]
% ﬁ : &" % Live v30H0e

I~ Name MOON,, KERA, F (TEST09.15, )
" | 4 | » | [l | 3 | i
Allocation |DpenAbsence| RemmeAbsence| Summary&Gaps| Swipe Deta\\s| Re Ca\cPagesZ&3| Ca\cswmef\bsencelTvave\Expenses|

Combined |Absence Deta\ls| Cancelled Alloc. | HnstNmes' Payments| Student Host Evaluations | TvustRequest| Positive Return | Absence Wamings | Absence Notes | kabnnk| Actual Hnms' EU Requ\rements| Cnmpetenmes'

‘Smﬁ From To ‘ Days Allocated Hrs | Abs Hrs Night Students Mentor
Duty

NotesiProblems Coordinator Module i

Click on * to read

Allocation Category Worked Hrs Special Hrs Excess Absence kabuuk Student Type

Clicktoread  |Clickloread

Col 1) MTWHF _ 31/08/2015 [06/09/2015 515  INDUCTION WEEK INDUCTION WEEK 73 73
Col 1) MTWHF 0700912015 | 201122015 75175 | THEORY THEORY 523 5623
Anl 1) MTWHF_| 211212015 [03/0172016 |10/ 10 | ANNUAL LEAVE Annual Leave 7 7
Hst 1) MTWHF__ 04/0112016 |27/03/2016 58160 | ZZZ TEST BRISTOL COMMUNITY 35 1450
Anl 1) MTWHF_|28/0312016 |10/04/72016 |10/ 10 | ANNUAL LEAVE Annual Leave 7 7
Col 1) MTWHF_ 1110412016 |05/06/2016 40140 THEORY THEORY 0 0
Hst 1) MTWHF_ 06/06/2016 |31/0772016 40140 (BAC BATF ELiE <Hid & eunmiea 30 30
| Hst 1) MTWHF__ 09/0112017 |19/022017 30/30 HCPADC ~AddHostNotes n n
Add Host Evaluation
Add Travel Expenses
Hast Mentor
Host Educator
Host Coordinator
Host Contacts
Host Payments

=

oo o ms oo
elc oo oo oe

Change host's day desc,
Toggle Allocations Duty

Do not Allow Upload to the Web
Toggle Auto alloc. result i

Change Host

d A Host

Workbook 4

| PR E——
Module 4
Made Up Time 3
»

Recognised Hrs of Learning

Confirm Allocation Hours
Un-Confirm Allocation Hours
(E Show Timetable

Load Actual Hours

¥ Delete Allocation
B Cancel Allocation

Allocation Notes 3

3 User defined details 4

m Allocation documents
| n, '
SetIntake
Show [T~ AANenu [~ Made up/Recog. h. Menu [~ Allocation Colours & c 2 I” User defined det | view

3 —

=) Print

& pint || [ ShowView By Type [ Filter by current Intake B Export D j‘L Closi

‘Date Format :dd/MM/yyyy ‘Remote Connection to <Arc> \\164.1110511:2001\Live-ArcDD < User Number = 11 - Mr BOB PHILLIPS >

Right click on Create Absence

T ]
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The Student Absence screen apears, left click against the dates student was absent, then choose from drop
down the type of absence and to complete left click on Add Absence

— e e e N &
= Name MOON , KEIRA,F ( TEST09.15, )
BAC BATH CLINIC SURGICAL
From O6/06/2016 To 31072016

Select days to mark as Absent

Selected |Alloc date | =) Dates Already Marked as Absent
[ 06/06/2016 (4
I~ 07/06/12016
Ird 08/06/2016
[} 09/06/2016
r 10/06/2016

u 1110612016 e

Hours per Day

Select Absence ]
Type TEEENCE =0 tiol ::’ay =l
Ml ﬁggﬂ E‘EI;T%:\LL) \i el:n def ¢~ Custom wl
ABSEMT (TUTOR BY PHONE)
« AddAbsence ﬁiﬁ:{ ENE:Z{E (g;_'F;HDNE:' 1 Close |

AUTHORISED ABSENCE e

It will ask you to confirm the number of days selected, left click Yes.

Select days to mark as Absent

@ Mark 2 selected day(s) as absent 7

It will ask if you wish a workbook to be created, left click Yes. If a workbook already exists then left click No.

TR

@ Absence Added - Create/ amend the workbook 7

32



A workbook appears, complete the appropriate boxes and left click OK to save

Eter Workbook

| status [ ~ |

Motes

Cause for Concemn [~

Timeshest received [

D ate timeshest received I VI
Date (1) I Yl

Character (1] I

MHurmeric (1] I

Yes/Mo (1] [7

Date (2] I VI

Character 2] I

Mumeric [2] I

Yes/Mo (2] [F
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Left click on the tab Workbook to see that it has been created.

File Edit Window Help El@@

8 ﬁ oy &" V) Live v30H0e

Name MOON , KEIRA, F TEST09.15 , )

H | <4 | > | H | s
ication | Open Absence | Remote Absence | Summary & Gaps | Swipe Details | Re CalcPages 2 & 3| Calc Swipe Absence | Travel Expenses |
mbined | Absence Detalls | Cancelled Aloc. | HostNotes | Payments | Student Host Evalustions | Trust Request | Posiive Refurn | Absence Wamings | Absence Notes Actual Hours | EU Requirements | Competencies |
i

From ‘TU ‘Husl ‘Calegury ‘Recurded ‘Sla\us ‘Cause for Cuncem‘ﬂmesheet received. |Date timesheet received. ‘Date (1 ‘Charader (1) -
04/01/2016  27/03:2016  ZZZ TESTBRISTOL COMMUNITY 1310912016 r r [E

3

4
= v
Workbook Nates

= Delete

&, Print ¥ Load Maps l-'[ Close

+Format :dd/MM/yyyy |Remote Connection to <Arc> \\164.11.105.11:2001\Live-AreDD < User Number = 11 - Mr BOB PHILLIPS »
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Left click on the Absence Details tab, to see the absence recorded.

i Ao Students [ Live =
@ Fie Edit Window Help

‘ﬁ % .'5 &" @ Live v30H0e

[+ Name MOON, KEIRA, F ( TEST09.15, )
“ |

< | > | M | b
Allocation | Open Absence | Remote Absence| Summary&Gaps| Swipe Deta\\s| Re Ca\cPagesZ&3| ca\cSwwpeAbsence| Travel Expenses|
Combined Absence Details {francelled Alloc | HustNu\es| Payments' Student Host Evaluations | Trust Request| Positive Retum | Absence Wamings| Absence Nutes'Wuvkbuuk| Actual Huurs| EU Requivements' Cumpetenmes|

T shi[From ‘Tu ‘Days ‘AbsenceHvs‘Type |Absence ‘Aﬂucaﬂun ‘Categury ‘N\gm Absence ‘S\udenﬁype‘Mudu\e ‘ A
] Duf Notes

=

| [Hst 1)08/01/2016 0810172016 1 7.3 Abs | SICKNESS (STUDENT BY PHZZZ TEST BRISTOL COMMUNITY
| |Hst 118012016 1800172016 1 7.3 Abs | SICKNESS (WARD BY PHON ZZZ TEST BRISTOL COMMUNITY
| Hst 1]07/06/2016 | 08/06/2016 2 15 Abs |ABSENCE BAC BATH CLINIC SURGICAL

| I~ Show Made up/Recog. h.Menu [~ Show Absence Notes

B pint || [ Fier by curent Iniake 4 LoadMaps | [ Show View By Type

]"L Close
Date Format :dd/M/yyyy \Remote Connectionto <Arc> \\164.11.105.11:2001\Live-ArcDD < User Number = 11 - Mr BOB PHILLIPS »
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