


Time Logs

* When you are in the In Progress screen — anything in Purple is a hyperlink.

* Classes are listed here and can be filtered by Term

* To the right of the class is Time Logs if they are included with the class
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Accessing the
Log Entry Page
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To view your hours, click on an internship course labeled Internship or click the Time
Logs button located at the far right of the course listing. Clicking on Log will display your
previously submitted log hours.

The Log Entry page allows you to:

Submit new log hours.

Edit hours that have not yet been approved or rejected.
Identify who approved specific hour entries.

Access the course homepage, activities, and placement details.
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Get started by creating a log entry

Create Log Entry

Creating and
Submitting Log
Entries

On the Log page, select New Log Entry to record a new entry.

Select the Date and the Placement that the entry is for.

Click Create Log Entry



Creating and
Submitting Log
Entries Continued

* This will bring up a panel on
the right side of the screen.
Follow these steps to complete
the entry:

* |Input the Category, Start
Time, End Time,
and Description.

» Attach files if required.

» After filling out the mandatory
items, click Apply.

Create Log Entry

Fields marked with * are required

Category™

| Selact a Category w

|

Start Time™ End Time*

T = Duration

I hhzrmim ® hhzmm 0 hours O minutes

Description®

Description will be visible to your assignad mentor, supervisor, and instructor

o/1000

Flles

0 of 3 Files

= ATTACH FILES ; —
Maximum file size S08B

Accepled file types: .doc, .docx, .odt, Axt, rif, pdf, s, x5, ods, ppl, .pplx, odp, jpg, Jpeg,

CANCEL APPLY

gif, _tiff, ;prg, .bmp, .mow, .avi, .mpd, wmy, .mp3, .wav, .wma



Time Log Help Links from Watermark

L

* Submitting Time Log Entries

e https://support.watermarkinsights.com/hc/en-us/articles/4414775576475-
Submitting-Time-Log-Entries



https://support.watermarkinsights.com/hc/en-us/articles/4414775576475-Submitting-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
* QOption 1 for Student Learning and Licensure
* Option 3 for student

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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