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Disclaimer: 
 
Warning: copyright of the design and content of this user guide and the software, to which it relates, is 
the property of OXINET Limited, its group companies or licensors. Any unauthorised use, copying or sale 
of the above may constitute an infringement of copyright and may result in criminal or other legal 
proceedings. 

Copyright © OXINET Limited. All rights reserved. 

Introduction: 
 
PEMS: Placement Education Management System 2.0 has been designed to be more intuitive, web-based 
product designed with industry and HEI collaboration to support complex student placement systems.  
 
This training and testing guide for Placement Coordinator /Assessor /Supervisor /Practice Nominated 
Auditor / Finance Officer access. 
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Provider – Dashboard: (Placement Coordinator) 
 
This will be dependent on what permissions have been set will be dependent on what contact type  
 
 
 
 

 

 

 

 

➢ Evaluation Forms Report – Evaluation Summary of all evaluations completed for linked organisations. 

➢ Organisation Contacts – Access to linked organisations via Organisation Explorer. 

➢ View Mentor Register – Access to Manage all Mentors page. 

➢ Complete Evaluation Form – Access to the Evaluations Form List. 

➢ Assign Practice Assessors or Supervisors – Access to the Placement Slot Management page. 

➢ Allocated Students – Access to the Allocated Students page. 

➢ Current Students – Access to the Current Student page 

➢ Approve Timesheets – Access to the Approved Timesheet page. 

➢ View PIN – Access to the assigned PIN code. 

➢ View & Edit Profile – Access to the linked Placement Profile page. 

➢ Complete & View Audits – Access to the Manage Audits page. 
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Evaluation Forms Reports:  

 
Based on permission setting, this will show for providers who are required to complete an 
evaluation form: 
 
 
 
 
 
 

 
➢  Click onto the Edit Icon, to open the evaluation form. 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The evaluation form gives the opportunity to either ‘Save Progress for Later’ if the form is 
partially completed, or ‘Submit’ once completed. 
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Organisation Contacts: 
 
Gives the ability to view all the organisations the user is linked to. 
 
Organisation Explorer: 
 
For Users with multiple organisations linked will find using the search fields 
Helpful: 
 
 
 
 
 
 
 
 

➢ Enter the name of the organisation into the search field 
➢ Click Search 

 
Advanced Search: This function will expand your search. 
 

➢ Click Show Advanced Search 
 
 
 
 
 
 
 
 
 

➢ Profile: Select from the drop-down list. 
➢ Audit: Select from the drop-down list. 
➢ Status: Select from the drop-down list. 
➢ Organisation Type: Select from the drop-down list. 
➢ Regions: Select from the drop-down list. 
➢ Click Search
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Example view of the hierarchy within the Organisation Explorer. 
 

Organisation Details Tab: 
 
Within the Organisation details, it will show the details of the organisation. 
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Contacts Tab: 
 
This tab will show all contacts that are linked to this organisation.  It will also show contacts that 
are linked to the organisation hierarchy.    

 
 
 
 
 
 
 
 
 

If you have multiple contacts within one organisation, you can search: 
➢ Enter Name of contact  
➢ Click Return symbol. 

 

Create a New Contact 
➢ Click Add Contact button. 

 
➢ Forename: Enter Contacts details. 
➢ Surname: Enter Contacts details. 
➢ Email address: Enter Email address. 
➢ Contact Type: Select from drop down menu.  

 
When you click save, it will give an option if the person is already on PEMS. This will help not to 
duplicate contacts. 
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Once you have saved the contact, it will show in the example below: 
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Accessing the Contact Details 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Edit Contacts 
Option to Edit the profile or permanently Delete the contact. 
 
 
 
 
 
 
 
 

➢ Click Edit. 
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Contact Details Edit 
 
This will show all the details of the contact when created.  By clicking the ‘Edit’ button, it will open a pop-up window, so that you can edit the data: 

 
You will be able to view which organisation the contact is linked to: 

 
If the contact is linked to other organisations, you can add additional organisations by: 
 

➢ Click on the Organisation field - select from drop-down menu the Organisation. 
➢ Click on the Contact Type field – select from drop-down menu the Contact type. 
➢ Click Add. 
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Notes Tab: 
Click onto the note tab, this will allow you to save notes about this contact. 
 
 
 
 
 
 
 
 

 
➢ Note – Enter text within the Notes box. 
➢ Select Note Type – from drop-down list 
➢ Click Add 

 
The note will appear in the table below. 
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Organisation Audits Tab: 
 
This page will be able to show the administrators the status.  
 

➢ Click on Status – Select from drop-down menu  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
This will show all the audits that are linked to the organisation: 

 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

➢ Click onto the Edit Icon to open the audit.
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Placement Audit 
Placement Audit Summary: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Editable areas: 

➢ Status – Select from the drop-down menu 
➢ Link Lecturer - Select from the drop-down menu 
➢ Nominated Practice Colleague - Select from the drop-down menu 
➢ Applies from – Select date via calendar 
➢ Valid until – Select date via calendar
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Placement Agreement:  
 
 
 
 
 
 
 

➢ Valid From – Select date from calendar 
➢ Expires - Select date from calendar 

 

Notes: 
 
 
 
 
 
 
 

➢ Click onto ‘Add Note’  
➢ Opens pop-up window  

 
 
 
 
 
 
 
 
 

➢ Click into Editable Note box 
➢ Click onto Save 
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Audit – Response: 
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Organisation Mentors Tab:  
 
The mentor tab shows all contacts that have been assigned the Mentor category. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

➢ Click onto the ‘View’ icon on the mentor you want to open.
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Mentor Information: 
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Mentor information: 
 
 
 
 
 
 
 
 
 

➢ Regulator: Click ‘Edit’ icon – Select from the drop-down menu 
➢ Practice Area: Click ‘Edit’ icon - Select from the drop-down menu 
➢ Current: Click ‘Edit’ icon – Select Yes / No 
➢ Active: Click ‘Edit’ icon - Select Yes / No 
➢ Expires date: this will automatically update. 

 

Qualifications: 
 
 
 
 
 
 
 

➢ Click ‘Add Qualification’ 
 
 
 
 
 
 
 
 
 
 
 

➢ Type: Select from the drop-down menu 
➢ Enter text within the (Please Specify) 
➢ Date: Select a date via calendar 

 

Edit Existing Qualifications 
 

➢ Click ‘Edit’ icon  
➢ Opens Qualification pop-up window 

o Type: Select from drop-down menu 
o Date: Select date via Calendar 

➢ Click Save
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Notes: 
 
Any notes entered here; the Organisation will also see the added notes. 
 
 
 
 
 
 
 
 
 

➢ Click ‘Add Note’ 
➢ Opens a pop-up window – New Note 
➢ Enter text within the box 

 
 
 
 
 
 
 
 
 
 
 

➢ Click Save 
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Linked Organisation: 
 
 
 
 
 
 
 
 
 
 
 

➢ To make changes to the organisations 
➢ Click onto the ‘Edit’ icon 
➢ Opens a pop-up window – Additional Contact Details 

 
 
 
 
 
 
 
 
 
 
 

➢ Contact Type:  Select from the drop-down menu 
➢ Email: Enter the email address 
➢ Job Title: Enter the job title 
➢ Telephone: Enter the telephone number 
➢ Click Save 

 
 
To remove an Organisation linked from the mentor’s profile: 
 

➢ Click ‘Delete’ icon 
➢ Warning message appears 

 
 
 
 
 

➢ Removes the organisation from the mentor’s profile. 
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Updates: 
 
 
 
 
 
 
 
 
 

➢ Click ‘Add Update’  
➢ Opens a pop-up window - Update 

 
 
 
 
 
 
 
 
 
 
 

➢ Type: Select from the drop-down menu 
➢ Date: Select a date via the calendar 
➢ Click Save 

 

Edit Existing Qualifications 
 

➢ Click ‘Edit’ icon  
➢ Opens Update pop-up window 

o Type: Enter Text 
o Date: Enter Text 

Click Save 
 
 
To remove an update from the mentor’s profile: 
 

➢ Click ‘Delete’ icon 
➢ Warning message appears 

 
 
 
 
 

➢ Removes the organisation from the mentor’s profile. 
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View Mentor Register:  
 
The Register will show all mentors if you are linked to more than one organisation.  Using the 
search filters will help to find mentors. 
 
 
 
 
 
 
 
 
Search Filters: 
 

➢ Search: Enter the Contact Name. 
➢ Mentor: Three options – Show All or just Mentors or just non-mentors. 
➢ Status: Three options – Show All or just Active or just Inactive. 
➢ Current: Three options - Show All or Current or Not Current. 
➢ Regulator: Select from the drop-down list. 
➢ Organisation: Select from the drop-down list. 
➢ Click Search. 

 
Shows a list of mentors associated with the organisation. 
 
 
 
 
 
 
 
 
 
 
 

➢ Click onto the ‘View’ icon on the mentor you want to open. 
 
Accessing the mentor details, this process is the same as per pages 18 -22.
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Complete Evaluation Form:  
 
This portal button will become available if a placement evaluation form is required to be 
completed, once the student has completed their placement. 
 
 
 
 
 
 
 

➢ Click onto the Edit Icon – to access the Placement Evaluation Form 
 
This opens the Evaluation Form: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
At the bottom of the Evaluation Form, you will be given two options: 

➢ Option 1. If partially completed, you have to ability to ‘Save Progress for Later’. 
➢ Option 2. If completed, you can ‘Submit’ the form. 
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Assigned Practice Assessors or Supervisors: 
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Allocated Students: 
 
This opens to a new window; it shows all the students that have been allocated. 
 
 
 
 
 
 
 
 
 
 
 

➢ Click onto the Edit Icon - This opens a pop-up window – Report Absences. 
 
 
 
 
 
 
 
 
 
 
 
 

➢ Select Placement – Select from the drop-down list. 
➢ Start of absences – Select a date via the calendar icon. 
➢ End of absences – Select a date via the calendar icon. 
➢ Reason – Select from the drop-down list. 
➢ Placement Hours Missed – Enter the number of hours missed. 
➢ Comment – Enter a text comment. 
➢ Click Save.
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Current Students:  
 
This opens a new tab showing all the student that have been allocated to the organisation. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

➢ Click onto the Edit Icon to open the Absence Report.
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Report Absence 
 
 
 
 
 
 
 
 
 
 
 
 

➢ Select Placement – Select from the drop-down list. 
➢ Start of absences – Select a date via the calendar icon. 
➢ End of absences – Select a date via the calendar icon. 
➢ Reason – Select from the drop-down list. 
➢ Placement Hours Missed – Enter the number of hours missed. 
➢ Comment – Enter a text comment. 
➢ Click Save. 
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Approve Timesheets:  
 
This gives access to the timesheet table that will list all students that have submitted their timesheet (via the Timesheet App). 
 
 
 
 
 
 
 
 
 

➢ Status – Select from the drop-down list – available options – In Progress / Awaiting Approval / Approved. 
 
To access the student’s timesheet: 

➢ Click onto the Approve Icon. 
 
 
 
 
 
 
 
 
 
 
 
 
 

➢ Click Approve if the recorded hours are correct. 
➢ Click Reject if the recorded hours are incorrect.
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View PIN:  
 
 
Providers are provided a Pin Code that will permission to approve allocated students’ timesheets. 
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View & Edit Profile:  

 
Click onto the Profile tab, this will give access to the profiles that are linked to this organisation. 
 
 
 
 
 
 
 
 
 
 
 
 

➢  Click onto the View/Edit Icon 
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‘Edit’ Profile Contacts 
This will show a list of all the contacts that are listed within the organisation. 
 
 
 
 
 
 
 
 
 
 
 
➢ This gives you the option to select if the contact is ‘Associated with profile’.   
➢ This gives you the option to select whether the contact is to be notified of any allocations. 
➢ This gives you the option to select whether the contact’s details will be given to the student upon allocation. 

 
There is the ability to ‘Add a new person as contact’.  This opens a new pop-up window – Add new person as contact. 
 
 
 
By filling in the fields, it will give you suggestions of existing person  
already in PEMS.  If the name matches, you click onto the suggested  
name and click save. 
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Placement Information: 
These are pre-assigned questions, these questions are set to describe what the placement is, what information is required to supply to the student. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Show history for profile 
This will show the history of who has made changes to the profile.  Indicating the Actor / Action Type / Dates 
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Complete & View Audits:  

 
This will show all the audits that are available to organisations linked to the Placement Coordinator. 
 
 
 
 
 
 

➢ Audit Status: Select from the drop-down list. 
➢ Audit Type: Select from the drop-down list. 
➢ Audit Expires: Select a date via the calendar icon 
➢ Reviewed: Select either All / Yes / No 
➢ Reviewed on: Select a date via the calendar icon 
➢ Red/Amber/Green Status: Select from the drop-down list. 
➢ Click Search 

This will show all the audits relevant to the search fields. 
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The above table will show a list of available audits.  To access the audit, click onto the Edit Icon. 
Opens the audit. 
 

Summary tab:  
This provides un-editable audit details, the only section that can be edited is Notes. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

➢ Click onto ‘Add Note’        > Click into Editable Note box 
➢ Opens pop-up window       > Click onto Save 
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Response tab: 
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Testing: Provider View Dashboard 
Process Path Action  Outcome P/F 

Test 1 – Admin log in as this user 

 Home > Contact List > Named 

Contact Details 

Click onto ‘Log in to PEMS as this user’ 

Click OK to confirm 

Takes you to the contacts dashboard.  

Test 2 – Evaluation Forms Report 

Run Evaluation Form Reports Home > Evaluation Forms Summary 

Opens the Evaluation Forms Summary Page 

Select from the drop down menu with Report Type 

Select from the drop down menu the  Organisation 

Select Yes / No to Include Child Organisations 

Select between: 

  End Date Between 

  Start Date Between 

  Form completed date between 

Enter Date via clicking the Calendar Icon 

Select from the drop down menu the Workflow 

Select from the drop down menu the Course 

Click Generate Report 

Shows the correct data inputted, 

 

Report is generated underneath 

 

  

Evaluation Form Summary Responses 

Click to Export to Word 

Click to Export summary as CSV 

Click to Print summary 

Exports to Word successfully 

Exports to CSV successfully 

Prints summary successfully. 

 

Test 3 - Organisation Contacts 

Accessing the assigned Organisation Home > Organisation Explorer 
Search field - enter name of organisation - this can be 

used if the Contact is linked to multiple organisations. 

Shows the correct organisation. Opens the 

Organisation Details Page 

 

 
Organisation Explorer > 

Organisation Details tab 

Organisation Details Tab: 

Shows the details of the Organisation: 

Address - Include the Postcode 

Shows data to be correct. 
 



 

P a g e  | 40 

Organisation ID 

Organisation Email Address 

Reference ID (if applicable) 

Region (if applicable) 

Organisation Status 

Description 

Telephone 

Organisation Type 

Previous Names 

Notes 

 

Organisation Explorer > 

Organisation Details > Edit Icon (if 

applicable) 

Click the Edit Icon, located on the top right side of the 

Organisation page. 
Opens new tab - Update Organisation 

 

 

Organisation Explorer > 

Organisation Details > Update 

Organisation - Organisation tab 

Organisation Tab 

Organisation: 

Name - able to edit the name 

Organisation Details: 

Parent Organisation - Select from drop down menu 

Region - Select from drop down menu (if applicable) 

Organisation Type - Select from drop down menu 

Size - Select from drop down menu 

Status - Select from drop down menu 

Reference ID - Enter data (if applicable) 

Description - Enter data into the text box 

Address: 

Enter address within the text fields provided 

County - Enter data into the text box 

Postcode - Enter data into the text box 

Email - Enter data into the text box 

Phone - Enter data into the text box 

Click Save 

All fields allow you to select or enter data 

A message will show in top right corner 

stating - Organisation has successfully 

save 

 

 
Organisation Explorer > Contacts 

tab 
Contacts that are linked to the organisation 

Shows all the contacts listed within the 

assigned organisation 

 



 

P a g e  | 41 

 
Organisation Explorer > Contacts > 

Add Contact (If applicable) 

Click onto Add Contact button 

Enter Forename 

Enter Surname 

Enter Email 

Select from drop down menu a Contact Type 

Click Save 

New contact details shows within the 

Contact Tab. 

 

 Organisation Explorer > Profiles tab Profiles that are linked to that organisation 
Shows all the profiles listed within the 

assigned organisation 

 

 
Organisation Explorer > Profiles > 

View 

Status - change to current 

Click to Include Child Organisations (if applicable) 

Click onto the Edit Icon 

Shows the current profiles 

Will include all organisations that are 

linked as a child (if applicable) 

Opens new tab - Named profile 

 

 
Organisation Explorer > Profiles > 

Profile Contacts 

Click onto Add New Person as Contact button 

Enter Forename 

Enter Surname 

Enter Email 

Select from drop down menu a Contact Type 

Select Suggestion if the correct contact appears. 

Click Save 

Named person shows in the Profile 

Contact Table list. 

 

 
Organisation Explorer > Profiles > 

Profile Contacts > Edit Icon  
Click Onto Edit Icon next the contact’s name Opens new tab - Named Contact 

 

 
Organisation Explorer > Profiles > 

Profile Contacts > Contact Details 

Click Edit button to make changes to the Contact Details 

Make changes to Title: 

Make changes to Forename: 

Make changes to Surname: 

Make changes to Email Address: 

Make changes to Phone: 

Make changes to Address: 

Make changes to Postcode: 

Click Save 

Ability to make and save changes to the 

contact details. 
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Organisation Explorer > Profiles > 

Profile Contacts > Contact Details > 

Delete 

Click Delete 

Click OK or Cancel to permanently removing the contact 

Pop up message - warning appears 

Ability to click OK or Cancel the request to 

permanently remove contact. 

 

 

Organisation Explorer > Profiles > 

Profile Contacts > Contact Details > 

Notes Tab 

Notes Tab: 

Enter text data into Note box 

Select from drop down menu Note Type 

Click Add 

Ability to add a note. 

Close Tab 

 

 
Organisation Explorer > Profiles > 

Profile Contacts 

Tick Associated with Profile 

Tick Notify of Placement 

Tick Available to students 

Blue tick appears in each category 

 

 
Organisation Explorer > Profiles > 

Placement Information 
Enter Text data into each question Shows data entered to be correct. 

 

 
Organisation Explorer > Profiles > 

Show history for profile 
Click to show who has made amendments to the profile 

Correctly shows names and date of saved 

changes. 

 

 
Organisation Explorer > Profiles > 

Save 
Click to save all changes made to the profile 

Correctly saves the changes 

Green message shows in top right corner 

stating Changes have been saved. 

Close tab. 

 

 Organisation Explorer > Audits Tab 
Select from drop down the status of the audit 

Click the Include Child Organisation (if applicable) 

Shows the selected status of the audits 

within the table. 

 

 
Organisation Explorer > Audit Tab > 

View Icon 
Click onto the view icon Opens Manage Placement Area Audit 

 

 
Home > Manage Audits > Manage 

placement area audit 

Summary Tab: 

View the Audit Details                    

Response Tab: 

View the Completed Responses 

Competencies Tab: 

View the Competencies 

Shows the Audit details  

 

Shows the Completed responses  

 

Shows the Competencies 
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Organisation Explorer > Mentors 

Tab 
Click onto the Mentors Tab 

Opens a tab showing the mentor 

information 

 

  Click onto the Edit Icon Opens a Mentor Details tab  

  

Edit Practice Area - Select from drop down menu. 

Click Green tick to save 

Click Red cross to close without saving 

Edit Current - Select Yes or No 

Click Green tick to save 

Click Red cross to close without saving 

Edit Active - Select Yes or No 

Click Green tick to save 

Click Red cross to close without saving 

Gives the ability to make these changes. 

 

Test 4 - View Mentor Register 

 
Home > Mentors - Manage all 

Mentors 

Ability to Search by Mentor name 

Ability to filter by Regulator by selecting from the drop-

down menu 

Ability to filter by Organisation by selecting from the 

drop-down menu 

Click Search. 

successfully find the correct Mentor by 

using these search fields. 

 

 
Home > Mentors - Manage all 

Mentors > View Icon 

Click the View Icon next to mentors Name 

 

Edit Practice Area - Select from drop down menu. 

Click Green tick to save 

Click Red cross to close without saving 

Edit Current - Select Yes or No 

Click Green tick to save 

Click Red cross to close without saving 

Edit Active - Select Yes or No 

Click Green tick to save 

Click Red cross to close without saving 
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Home > Mentors - Manage all 

Mentors > Notes 

Click on Add Note 

Tick Highlight 

Click Save 

Pop up window appears 

Access to add text data as an Editable 

note 

Ticked highlight, will highlight the 

message from the others. 

Pop up window closes, and messages 

appears under Notes. 

 

Test 5 - Assign Practice Assessors or Supervisors 

Assigning either Practice Assessor or 

Supervisor to a student, whilst in 

placement. 

Home > Assign Practice Assessor or 

Supervisor 
Click onto the Assign Practice Assessor or Supervisor 

Opens new tab - Placement Slot 

Management page 

 

 
Home > Placement Slot 

Management 

Slot Tab: 

Search Profile - Ones which are affiliated with your 

linked organisation 

Search Student - Enter student name or ID 

Search Course - Select from drop down menu 

Search Cohort - Select from drop down menu 

Search Organisation - Select from drop down menu 

Enter Start Date - via calendar 

Enter End Date - via calendar 

Search Slot Status - select from drop down menu  

Search Deleted - Yes or No 

Click Search 

Ability to search students 

 

 
Home > Placement Slot 

Management > View Icon 
Click View Icon Opens new tab - Placement Slots page 

 

 
Home > Placement Slot 

Management > Placement Slot 

Views the details of the placement slot. 

Click Practice Assessor, select from drop down menu  

Click Practice Supervisor, select from drop down menu. 

Click Save 

Ability to select correct Practice Assessor 

Ability to select correct Practice 

Supervisor 

 

Test 6 - Current Students 
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 Home > Current Students 
Search Student via Name, email or UserID 

Click Search 

Shows the search student within the 

table. 

 

 Record an Absence Icon Click onto the Absence Icon next to the student’s name 
Opens a pop-up window - Report 

Absences 

 

Test 7 - Approve Timesheets 

 Home > Approve Timesheets Click onto the Approve Timesheets portal button Open the Approved Timesheets page  

  Option to change the status from the drop-down menu Table will show the selected status.  

 
Home > Approve Timesheets > 

Approve View Icon 
Click the Approve View icon Open the Student Timesheets 

 

 
Home > Approve Timesheets > 

Student Timesheets 
Click on to the Arrow to open Timesheets 

Expands the timesheet to show the first 

week. 

 

Test 8 – View PIN 

 Home > View PIN Click on the View PIN portal button Opens new tab Pincode  

  

Click Change PIN 

Enter 4-digit number 

Enter same 4-digit number as confirmation 

Click Set PIN Code 

Opens new tab 

Shows correct 4-digit number entered 

Confirms the correct 4-digit number  

Saves and Reset PIN code. 

 

Test 9 - View & Edit Profile 

 Home > Placement Profiles 

Enter name or ID of Profile to search 

Select organisation from drop down menu 

Select Course from the drop-down menu 

Select Profile Status from the drop-down menu 

Click Search 

Shows the searched Organisation Profiles 

within the table shown. 

 

 
Home > Placement Profiles > Edit 

Icon 
Click onto the Edit Icon 
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Organisation Explorer > Profiles > 

Profile Contacts 

Click onto Add New Person as Contact button 

Enter Forename 

Enter Surname 

Enter Email 

Select from drop down menu a Contact Type 

Select Suggestion if the correct contact appears. 

Click Save 

Named person shows in the Profile 

Contact Table list. 

 

 
Organisation Explorer > Profiles > 

Profile Contacts > Edit Icon  
Click Onto Edit Icon next the contact’s name Opens new tab - Named Contact 

 

 
Organisation Explorer > Profiles > 

Profile Contacts > Contact Details 

Click Edit button to make changes to the Contact Details 

Make changes to Title: 

Make changes to Forename: 

Make changes to Surname: 

Make changes to Email Address: 

Make changes to Phone: 

Make changes to Address: 

Make changes to Postcode: 

Click Save 

Ability to make and save changes to the 

contact details. 

 

 

Organisation Explorer > Profiles > 

Profile Contacts > Contact Details > 

Delete 

Click Delete 

Click OK or Cancel to permanently removing the contact 

Pop up message - warning appears 

Ability to click OK or Cancel the request to 

permanently remove contact. 

 

 

Organisation Explorer > Profiles > 

Profile Contacts > Contact Details > 

Notes Tab 

Notes Tab: 

Enter text data into Note box 

Select from drop down menu Note Type 

Click Add 

Ability to add a note. 

Close Tab 

 

 
Organisation Explorer > Profiles > 

Profile Contacts 

Tick Associated with Profile 

Tick Notify of Placement 

Tick Available to students 

Blue tick appears in each category 

 

 
Organisation Explorer > Profiles > 

Placement Information 
Enter Text data into each question Shows data entered to be correct. 
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Organisation Explorer > Profiles > 

Show history for profile 
Click to show who has made amendments to the profile 

Correctly shows names and date of saved 

changes. 

 

 
Organisation Explorer > Profiles > 

Save 
Click to save all changes made to the profile 

Correctly saves the changes 

Green message shows in top right corner 

stating Changes have been saved. 

Close tab. 

 

Test 10 - Complete & View Audits 

 Home Click onto the Complete & View Audits Portal button Opens new tab called Manage Audits  

 Home > Manage Audits 

Using the search fields: 

Select Audit Status from the drop-down menu 

Select Audit Type from the drop-down menu  

Enter the date range for Audit Expiry 

Select Yes or No if Reviewed 

Enter the date range when Reviewed On 

Select Red/Amber/Green Status from drop down menu 

Click Search 

Fields shows correct selected options. 

Search will show all the relevant audits in 

the table below: 

 

 Home > Manage Audits > View Icon Click the View Icon next to the Organisation 
Opens new tab called Manage Placement 

Area Audit 

 

 
Home > Manage Audits > Manage 

placement area audit 

Summary Tab: 

View the Audit Details                    

Response Tab: 

View the Completed Responses 

Competencies Tab: 

View the Competencies 

Shows the Audit details  

 

Shows the Completed responses  

 

Shows the Competencies 
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Practice Assessor / Supervisor Dashboard:  
 
There will be portal buttons that are the same as the Placement Coordinator.   
 

 
 
The additional buttons are: 
 

➢ Link yourself to a student - A table of students will be shown. 
➢ Record Student Absences - Ability to record student absences. 

 
 
Introduction to PA Assessment Forms, these are found within the Allocated Students portal button: 
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Allocated Students:  
 
 
The Search filters have been covered on page 28. 
 
 
 
 
 
 
 
 
 
 
The additional columns now added are Practice Assessor ¦ Practice Assessor Emails ¦ Form Type ¦ Assessment Status ¦ Assessment Form 
 
 
 
 
 
 
 
 
 
 

➢ Form Type – This will show whether the form is a Mid Assessment or a Final Assessment. 
➢ Assessment Type – This will show the state of the assessment. 
➢ Assessment Form – Click on to the Edit icon. 

 
This will open a Practice Assessor midterm Placement Evaluation Form.   
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Copy of a Default Practice Assessor Placement Evaluation Form: 
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Link yourself to a student: 
 
As a Practice Assessor, you have the capability to assign yourself to a student that is attending the organisation. 

➢ Ability to search for the student: Enter the student’s name and click Search. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

➢ Click onto ‘+’ icon, this will like as PA (Practice Assessor) 
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Record Student Absences:  
 
This gives you access to the Allocated Students. 
 

➢ Click into the Search – Enter the student’s name and Click Search. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

➢ Click onto the ‘Edit’ icon - opens a pop-up window called Report Absence.



 

P a g e  | 53 

Report Absence 
 
This is to be completed to record a student absence. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

➢ Select Placement – Select from drop-down list. 
➢ Start of absence – Select a date via calendar icon. 
➢ End of absence – Select a date via calendar icon. 
➢ Reason – Select from drop-down list. 
➢ Placement hours missed – Enter the number of hours that have been missed. 
➢ Comments – enter a comment if required. 
➢ Click Save. 
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Testing: Practice Assessor / Supervisor Dashboard: 
Process Path Action  Outcome P/F 

Test 1 – Admin log in as this user 

 Organisations > Contact List > 

Named Contact Details 

Click onto ‘Log in to PEMS as this user’ 

Click OK to confirm 

Takes you to the contacts dashboard.  

Test 2 – Accessing PA Assessment / Evaluation Forms 

 Home > Allocated Students Search – Enter the Student’s names 

Practice Assessor – Select from drop down list 

Ability to search by student name 

Ability to select correct Practice Assessor. 

 

  Click onto Edit Icon within the Assessment Form Colum   

 Home > Default Practice 

Assessor Evaluation Form 

Tick to answer questions 

Enter text to answer questions 

Click Save for later 

Click Submit 

Correctly shows ticked questions 

Correctly shows text answers to questions. 

Ability to save for later 

Ability to successfully submit form. 

 

Test 3 – Link yourself to a student via portal button 

Search Student 
Home > Linked yourself to a 

student 

Search – Enter the student’s name 

Click Search 

Ability to search by student name 

Shows correct student. 

 

  
Click onto ‘+’ icon 

Drop down list will show the available PA (Practice Assessor) 
Ability to link a PA to the student. 

 

Test 4 Record Student Absences via portal button 

Search Student 
Home > Record Student 

Absences 

Search – Enter the student’s name 

Click Search 

Ability to search by student name 

Shows correct student. 

 

  Click onto the ‘Edit’ icon  Opens a pop-up window called Report Absence  

Record Absences Home > Report Absences 

Select Placement – Select from drop-down list. 

Start of absence – Select a date via calendar icon. 

End of absence – Select a date via calendar icon. 

Reason – Select from drop-down list. 

Placement hours missed – Enter the number of hours that have 

been missed. 

Comments – enter a comment if required. 

Click Save. 

Ability to accurately populated data and 

successfully saves information. 
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Placement Nominated Auditor Dashboard: 
 
There will be portal buttons that are the same as the Placement Coordinator.   
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Finance Officer Dashboard: 
 

Organisation Contacts: 
 

Organisation Details Tab: 
 
This information is explained on page 8. 
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Contacts Tab: 
 
This information is explained on Pages 9-13 
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Bank Account: 
 
Administrators, Finance Officers and Placement Coordinators will be able to see this information tab.  This information will not be available to any 
other contact type. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

➢ Bank Name: Enter Name of bank 
➢ Sort Code: Enter 6-digit number (removing the –).  Example 142536 
➢ Account Name: Enter the Account Name. 
➢ Finance Officer 1,2 & 3: Enter the names of the Finance Officers 
➢ Click Save Bank Account Changes. 
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Testing: Finance Officer Dashboard: 
 

Process Path Action  Outcome P/F 

Test 1 – Admin log in as this user 

 Organisations > Contact List > 

Named Contact Details 

Click onto ‘Log in to PEMS as this user’ 

Click OK to confirm 

Takes you to the contacts dashboard.  

Test 2 –Bank Account Tab 

Editing Bank Account Details 
Home > Organisation > Bank 

Account Tab 

Bank Name: Enter Name of bank 
Sort Code: Enter 6-digit number (removing the –).  
Example 142536 
Account Name: Enter the Account Name. 
Finance Officer 1,2 & 3: Enter the names of the Finance 
Officers 
Click Save Bank Account Changes. 
 

Ability to accurately populated data and 

successfully saves information. 
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