
Step 1: Log into the community and click on the schedule sessions tile

Step 2: View will default to the current week, you will see all sessions already arranged for the week

Step 3: Update the date options here to change the date displayed, or to display sessions for the month



Step 4: To add a new session, click on add new, then time entry

Step 5: Select the assignment/student you want to add a session against then click enter session details

Step 6: Balance hours shows you how many hours remain in the funding, unsubmitted/unapproved hours
shows how many sessions have been booked but are yet to be deducted from the funding



Step 7: Enter the date, then start & end time of the session and then choose the session type - continue to
submit session

Step 8: The session has now been added and the student will receive a confirmation email


