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Time Logs

Student complete their field/clinical hours in the Time Log category.

These are either approved by the mentor or instructor depending on how the program is
set up.

The categories for student time logs are submitted by each program directors.

The next slide shows how students log hours and you as the instructor can request, they
add additional information in the description if you would like.

There is a short link to a watermark video on approving time logs.
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To Manage Student Time Log Entries

1. From the In Progress tab, click on the title of an internship/course.
2. Click the Student Logs tab to view any interns who have recorded log entries.
3. To view an intern’s time log entries, click on the intern’s name.

4. Log entries in the top section are pending review by an approver. Log entries in the lower section are already
approved and do not require review.

a. Approve: Approves the time log entry and adds the hours to the student's total number of completed
hours. The reviewer will have the option to leave a comment for the student when approving. Multiple
entries can be approved at once by clicking the checkbox to the left of the entries and then clicking
the Approve Selected Entries button.

b. Reject: Rejects the time log entry and does not add hours to the student’s total hours. Approvers can
leave a comment for the student when selecting this option.

c. Request Revisions: Using the three dot menu to the right of the entry, approvers can request revisions
to a time log entry. Approvers are required to leave comments for the student when selecting this
option. Students will be able to make edits to the time log entry and resubmit for approval. Entries that
have been revised will appear in the reviewer's list with a Resubmitted Entry status label.

d. Instructors also have the option to delete time log entries using the three dot menu. This action is
permanent and may affect the student's total hours associated with the deleted log.



Pending Time Log Entrias
St muiflighs enives 0 spprove em gl onos

0  OATEAT STE FLACESAEMT
Cu L~ - A TG.MI
RESUBMITTEDENTRY oo el
Ikargaret Brent
o n:nmr.u e (I
BUNSTTEDENTRY.  axoriosnnes
eI ‘::T:'”'
MSUMNTTIEREMTRY yarrrevaeel
Tima Log Entrias
DBATE &T &TE Fo el P T
GRAS/ 2034

Climcat
Experienoe

lle=ariay
felLaie

Clmical
¢ ol iy i

Wergerel Bresn Mdds (0 332173068

i

20 15w

0k o

T 30w

Fiay

(L]

CATEGSEY

Flomamey Muals

DESCERPT DN

e 5T, M Dol robaian hraagh thees small geoass Yer gaidea readng bopssed os laenbTy ing it = ioss
Wil b Vel wil’ P Gouai |q|:r::. 8 winutay sack), e roel of the Ein was amigred rdaperdel
Al pIeoTEsE 50 BACEord. | 10l e Greups 1 erd 2 eaysd o Leak Wik e e ptos. Dl Sl 3
istgdarss ranuir ng Agne scaflakling) stnggled msh Ehe ooee fase During the ranetios between Oroun 7 ans
= Bheow Maie

Thel s e ulitg tenchar IDTT, b4, Thival irresdaned tha esnospd of S50 arsion usng args vissl aiss
and kinesitediz movement 5p ased Ba svakgy of "waking” for ouartar sobes asd “rureing” for sghin notes
Thee % uaris wi e Dighly ergaged durieg e priice acivity pariin, & spaclic challengs anoss when
Farsnisning mem the Pal-Class movE mEnt S0 Tp 10 n o 0ea | sofi 31 Their oe ks, Sreenal STusents s ked
+ Sisorw Miare

Theg absaiedlisn Fgbic Msd e sanplity of mardgrg diMts-sel o ingruclion and suliBasorg W Dy
EDE | BE AL 0REIR) DueSLend WERIR e sl resdivg Jouss, Spaal cally IS 91USens 10 previde sl
e ki, =k rodeled abiang close seadireg skiln

CATEOORY TYF AL E S B (e

Crirmei A5k 33m ey i Flamaniary &ah
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Time Log Help Links from Watermark

L

Approving or Rejecting Student Time Log Entries

https://support.watermarkinsights.com/hc/en-us/articles/14443630794523-
Approving-or-Rejecting-Student-Time-Log-Entries



https://support.watermarkinsights.com/hc/en-us/articles/14443630794523-Approving-or-Rejecting-Student-Time-Log-Entries

Support

If you have any issues with the system, there are two
resources. If no one is available or after business hours,
please call Watermark support listed below.

* The numberis 1-800-311-5656
* Option 1 for Student Learning and Licensure
* Option 2 for cooperating mentor

If it is during business hours, you can contact me, and we
can set up a zoom if necessary.

Leanne Harris

Harrisll@lewisu.edu

Data Manager

College of Education and Social Sciences
DL 337 - Unit 224

(815) 836-5847
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