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PEMS has had some changes made to it, to make accessing different areas easier. 

As you will notice your dashboard has now changed to boxes indicating all the areas that are 
available to you. 

Some of the tabs will come and go from view, as they are determined by student allocation to a placement 

 

 

 

 

 

 

Placement Coordinator and Mentor’s New PEMS 
Dashboard 

Only Placement 
Coordinators/Key Contact 
can view this tab. 
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We have tried to make the whole experience of working on PEMS simpler, and just by 
clicking on the different boxes, will give you access to: 
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Placement Profiles – this is the information the student receives upon allocation of 
placement. You can check and edit this. 

 
Placement Audits – this is where you can view current audits.  If you are linked to an ‘In-
Progress’ audit, meaning you are due to complete one soon.  You can view them through 
this tab. 

All confirmed students are listed on each mentors dashboard.  Individual Mentors will be 
able to link themselves to a student. 
 
 

Mentor Evaluation Form - this is a questionnaire the mentor is asked to complete upon 
completion of the student placement. 

Student Timesheets – this is where you will be able to view your student’s timesheets.  This 
has had some changes made to it.   You will now be able to view all timesheets (in-
progress/submitted and already approved) 

 
 Pin Code – This pin is so you can approve the student’s timesheet on their profiles or mobile 
devices.  The Pin Code is not needed if approving timesheets on your own profile. 

Students that have been allocated a placement – This will show students that have been 
assigned a placement, awaiting workflow to be committed. Once the student has been 
committed, this button be removed from view. 

 Allocated Students – This will show you which student has been allocated to you as a 
mentor. This is where you will be able to record the student’s absences. 
 
 

Mentor Register to view all mentors in your placement area. 
 
 

Placement Coordinator/Key Contacts Only – You will be able to assign a mentor to the 
student directly 
 
 

Student Evaluation Report – You will be able to run a report to show the student 
evaluations. 
 
 

Placement Report – will show a planner of the students that have been allocated a 
placement with yourselves. 
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Step one: Click onto the ‘View’ – the blue arrow below. 

 

Step two: The information about your placement.  You are can edit the text content to keep it up to date.  Complete the questions, then you need to ‘Save’ the 
changes. 
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Step one – Click onto the ‘View Audit’ - blue arrow below.  

 

 

 

 

 

 

 
 

 Step two –  

This page will show you the following: 

• Who completed the audit 
• When the audit took place 
• The audit type 

You will be able to navigate through the tabs to view the audit 
questions, competencies, action plan and the notes. 

If ‘In Progress’, only the assigned person will be able to access 
the audit to complete it. 
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Step two - to complete the questions relating to the student who you have been mentoring during their placement.  Once completed click ‘Submit Form 
Now’. Blue arrow below. 

Step one - click onto the ‘View form’ – blue arrow below 
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As you will have noticed, the whole layout for the timesheets has now changed.   

Step One - Once you have chosen ‘View/Approve’ it will automatically take you to the timesheets that are awaiting approval. 

Step Two - Click onto ‘View/Approve’, you will see the weeks’ worth of hours at the bottom.  If you are happy with the hours recorded, click onto ‘Approve 
timesheet’. 

 

 

 

 

 

 

 

 

 

 

 

 

 

However, if you don’t agree with the hours that have been submitted, you can click onto the ‘Reject Timesheet’.  By doing this, the student will need to re-enter and 
submit the hours again.



 

7 | P a g e  
 

 

The additional feature which has been created is the ‘View All’.  By clicking onto this, it will show you all the timesheets the student has created on this placement. 
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You can now view already approved timesheet, and see who approved the timesheet. You will also see if the student has entered their hours and whether it is still 
in the ‘In-Progress’ stage.  This means the student has entered them but not pressed ‘Submit’.  Please prompt the student.
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This is your Pin Code for you to use on the student’s profile (when they are logged into PEMS, not you) to approve submitted timesheets.  Please do not share your 
Pin Number with the student or anyone else. if you feel the number has been compromised by the student,  you now have the option to ‘Change PIN’, or you can 
contact the Practice Support Team on (Uolpractice.support@lincoln.ac.uk) who will be able to help you with this. 

mailto:Uolpractice.support@lincoln.ac.uk
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 This is just an information page. 

This page will show a list of students what have been linked to the placement, indicating the student’s details and 
placement dates. 
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Placement Co-Ordinator’s – You will be able to assign a mentor to a student. 

 

This will only show on a Placement Coordinator/Key Contact Dashboard. 

Step One 

To assign or change a mentor, 
click onto the blue figure.   Step Two 

To select a mentor, click in 
to the box (as indicated). 

You can assign multiple 
mentors to one student. 

Once completed click ‘Use 
selected.’ This will 
automatically link them to 
the student. 
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When a student is allocated a placement in your area.  This button will show on your dashboard.  Once the student has been linked to a mentor, it will no longer 
show on the dashboard. 

To be able to link yourself to a student all you need to do is: 

 

Step One – Click onto the ‘Link to student’, this will automatically link you to the student.  Blue arrow below. 
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Once you have been linked to the student, you will be able to record the student absences.  

Step One - Click onto the ‘Absence’. Blue arrow below 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Step Two: 

The Absence Reporting Form will open in a separate window. 

Once completed you will need to click on the ‘Submit Absence Form 
Now’.  

This will then show up on the UoL Administration Team and Student 
Absence record on PEMS. 
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Here you will be able to view your Mentor and Triennial Review dates, to see if you are in date. 
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Step Three – Click onto ‘Add’.  Then click onto ‘Next’. 

Step One – Click ‘Student Report’ then ‘Next’.  

 

Step Two – Click Organisation and choose your area. 

 

How to view SEPE’s (Student Evaluation Practice Experience) 
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How to view SEPE’s (Student Evaluation Practice Experience) 

Step One – You can choose either the start date between or end date between. 

Step Two – Use the calendars to choose the dates. 

Step Three – Click ‘Next’. 

Step One – You can select individual 
evaluations or to click them all, tick the top box 
as indicated. 

Step Two – Click ‘Next’ 
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How to view SEPE’s (Student Evaluation Practice Experience) 

This reports explains the information that has been selected, from the date range to the number of 
completed evaluations available. 

Click ‘Generate Report’.   

This will produced a combined summary of all evaluations.  This document can be exported and 
printed. 
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Placement Coordinator/Key Contact Only 

This report has been created to show the placement coordinator the number of students that have been on placement during the academic year.  This document 
can be exported into Word or Excel. To produce the report please follow these steps. 

Step One – Change the start and end date to the beginning of the academic year (Oct to Aug). 

Step Two – Change the weeks/page to show 52 (indicating the number of weeks) 

Step Three – Click Preview 




