Capstone Timesheet Instruction Sheet

1. The program will be sent as an attachment via email from the Public Health office - see
example below:

Capstone Database Program

Carol Wells
Capstone Database Program

Attached please find the database to be used for entering your time during your capstone. Please review the Capstone Instruction Sheet before entering any
time in the program. An orientation will also be schedule to assist you in using this program.

If you have any questions about this process. please contact me.

Thank you.

Mei Zhao

FProgram Assistant

Department of Public Health

School of Nursing, Health, and Exercise Science 0718
zZhaom@icnj.edu

Phone: 609-771-2592

PBH info: hitps:/publichealth.tcnj.edul

MPH info: https-//mph tenj.edu/

Capstone Timesheet Program.accdb (6,016K) x

2. Click on the attachment to download the program:

B Capstone Timesheet
Program.accdb

/ (=]3] =

@Ov| & » User » Downloads » 8/7/2018 / - ‘ +3 | ‘ Search Do... 0
Organize v Include in library + Share with » Slide show urn New folder =+ B @
a0 Name Date modified v Type Size
Final Executive Summary 41318-1-1 {2) 8/7/2018 6:52 AM Microsoft Word D... 405 KB
Capstone Timesheet program (1) 8/7/2018 9:29 AM Microsoft Word D... 14 KB
s Capstone Timesheet program 8/7/2018 9:29 AM Microsoft Word D... 14 KB
1orares
_ N Ed:| CIW Operating Budget 2019 8/7/2018 8:17 AM Microsoft Excel 97... 406 KB
@ Documents . R R S
J’ o <-“! Capstone Timesheet Progra 8/7/2018 10:43 AM Microsoft Access ... 6,016 KB
usic
0| Capstone Timesheet Program (1) 8/7/2018 10:43 AM Microsoft Access ... 6,016 KB
[ Pictures
¥ videos Search again in:
|. Subfolders
. Hnreenrann Select a file to

3. After the program has downloaded, find the file in the download folder and copy the file
to your desktop. NOTE: You must have the Access database program [part of
Microsoft Office] as well as the Adobe PDF program software on your machine in
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order to use this program. If you do not have these programs, email the Public
Health department office for assistance.

4. Find the icon on your desktop and double click to open the database.

5. The program will load the Public Health Capstone Timesheet database menu. Click on
the Timesheet menu bar to open the timesheet form.

2] PUBLIC HEALTH MENU = B X

Record: W 4 1pf1 H Ma Filter | |Search
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6. A blank timesheet will be displayed on your screen. Make sure you click the full screen
button located top right corner of screen (square in middle) to maximize the screen.

wmens [ 5| ®  Capstone Timesheet For E=)

PAWSID | 0 First Name | Last Name

Contract Site Name I
ID

Address I
I City | State | Zip
Supervisor First Name I Last Name I
Phone | Email Address I
Date Start Time End Time Hours
4 ]

o|lo| ol ol o) ol ol o ol o ol o) o o ©

K TGS
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7. Once the screen is maximized, the timesheet will be expanded to fill the screen.

menu [» | =5 @ | Capstone Timesheet For O B | &

PAWSID | 0 First Name | Last Name

Contract Site Name I

o Address I
I— City | State | Zip
Supervisor First Name I Last Name I
Phone Email Address I
Date Start Time End Time Hours
g izl o
0
o
o
o
o
o
o
0
0
0
o
o
0
0
Record: W 1ofl H T Unfiltered | Search

— —

8. Below is the program button identification guide [button function will appear when
hovering over button as well]. Left side buttons relate to the timesheet form while the
right side of the relates to the timesheet report. The button descriptions are below.

Menu button will Duplicate Record Print
take you back to the button will copy Report to File button will save Report
Main Menu. current record. file to required PDF format. button

Menu [2 5 @ | Capstone Timesheet For l

Open Report button will show

Refresh button will reset Print current form you the print preview.

timesheet totals when
necessary.
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On the blank record, fill out the following fields - see example below:

Capstone Timesheet For O | &

Menu |Eé- (W |_Ir:I

PAWSIDI 999999  First Name ICaroI

Last Name |wWells

Contract Site Name ISmithviIIe Hospital
1D
Address |123 Jones Way
|99 . -
City ISmltthIE

State INJ Zip [ooo0000

Supervisor First Name IMei

Phone |(609) 667-6699

Last Name IWatters

Email Address Iwatters@smithville.org

Date Start Time

End Time Hours

A

Record: W 1ofl LI

S|o| o] o @ @ o) @ @) o @ @ | 9| @

T. Unfiltered | Search

Field Name Description

PAWSID Six-digit number used in PAWS program.

First Name First name of student.

Last Name Last name of student.

Contract ID Contract ID two-digit number found on Website Site Listing Report.

Site Name Name of site [must match the Internship Acceptance Form]

Address Site address [must match the Internship Acceptance Form]

City Site city [must match the Internship Acceptance Form]

State Site state [must match the Internship Acceptance Form]

Zipcode Site zipcode [must match the Internship Acceptance Form]

Supervisor First Name First name of supervisor [must match the Internship Acceptance Form]
Supervisor Last Name Last name of supervisor [must match the Internship Acceptance Form]
Phone Phone number of supervisor [must match the Internship Acceptance Form]
Email Email address of supervisor [must match the Internship Acceptance Form]




Capstone Timesheet Instruction Sheet

10. Do not enter any additional information until you duplicate the current record. Press the
the duplicate button (third program button) on menu bar 11 times to produce 11 duplicate
records for a total of 12 records for twelve months. By duplicating the records you do not

The record bar will now read:

Record: 4 4 120fl2 |+ M T Unfiltered | Search

11. After all 12 records have been created, it is time to enter the month for each record. To
do this, click on the field after the word For [see below] and enter the month:

menu [> 5 @ | Capstone Timesheet For January 2018 O |% | &

PAWSIDI 009090 First Name ICarDI Last Name |wE||5

12. Move to the next record by clicking on the next record button at the bottom of the screen
and add the next month until all 12 records contain the respective months:

|Record: M 4 2ofl2 L T. Unfiltered | Search

menu [ | o @ | Capstone Timesheet For February 2018 0.5 | &

13. After all the months have been entered, click the first record button to go back to January.

|Record: M4 2ofl2
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14. Right click on the field that contains the word January.

Menu E:ﬂ | [_l-l,:l

Capstone Timesheet For January 2018

=
B

5

PAWSIDI 999999 First Name ICarDI

Last Name |we||5

15. Click on Equals “January 2018”

the month only. Unfiltered status\will display a cumulative total of all timesheets.

to filter the record and adjust timesheet totals to display for

Menu Eﬂs (W] [_I[_:I

Capstone

PAWSID | 990099  First Name ICaroI

Last N

1D
Address

Igg— City

Contract Site Name |5mithvi|le Hospital

|123jones Way

2] SomAteZ
Zl SotZtoA

Clear filter from TS Month

Phone

Supervisor First Name IMei

{609) 667-6699

Text Filters

' Equals "January 2018"

Lasi

Email A

Date

Start Time End Time Contains "January 2018"

g

Record: W 1ofl2 L

o|lo| o o)l o o o) o] o o ©

Does Mot Equal "January 2018"

Does Not Contain "January 2018"

Unfiltered record = cumulative total




16. The filter is now set for January and the word Filteredfilter is now highlighted on the bottom of
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the screen.

Capstone Timesheet For [ s #AE 018

Menu

ERN AN

ab Cut

By Copy

PAWSID | 000000 First Name ICaroI

Last Name

90

Contract
ID

Site Name |5mithvi|le Hospital

Address |123]ones Way

4] SotAteZ

City |5mithvi|le

2] sotZton
Clear filter from TS Month

Supervisor First Name IMei

Last Nan Tet Filters

Phone |(609) 667-6699 Email Addre & Equals "January 2018"
Does Not Equal "January 2018"
Date Start Time End Time Contains "January 2018"
)] Does Not Contain "January 2018"
’[x Delete
’_
’_ 0
o
0
0
o
0
0
o
0
0
0
Record: M 4 1of1 b M ¥(| T Filtered arch
- 0 p 3 g

Filtered Record = monthly total

17. Now it is time to enter the time into the timesheet form.
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18. Step 1 - Enter the date into the date data field by clicking on the calendar icon, see example

Menu| [ | oo | B

Capstone Timesheet For January 2018 g8 | &

PAWSIDI 999990 F\rstName |carol

Last Name IWE"5

\
Contract Site Name IS\(nithville Hospital
1D

Address |1%3 lones Way

%9 City Smijthville
| |

State |m Zip 999999

Supervisor First Name IMei

Phone (609)\667-6699

Last Name IWatte rs

Email Address |watte rs@smithville.org

1

Date \ Start Time End Time Hours
> | [ & o
4 August, 2018 » o
Su Mo Tu We Th Fr 5a
29 30 31 1 2 3 4 o
5 5% 0
12 13 14 15 16 1
19 20 21 22 23 24 25 o X
26 27 28 29 30 3 e Step 1 - Click on the
2 3 5 \O\K calendar icon to open
.
. the calendar and
0 choose the date.
o
o
o
0
0
Record: M lofl L 1  Filtered  Search

Menu |—D:,i

o | B

Capstone Timesheet For January 2018

Pawsml 099909 Fi\imame ICarDI
\

Last Name IWE||5

Contract Site Name ISm\{hville Hospital

1D
Address |123 J\?nes Way

99 .
I City |5mith\qlle
\

State INJ Zip 990009

Supervisor First Name IMei

Phone (609) 667-6699

Last Name IWatters

Email Address |watter5@5mithville.org

\

Date \ Start Time End Time Hours
ﬁ \
- 8/7/2018 « 9:00:00 AM 0
o

0
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20. Step 3 - Enter the end time into the End Time data field, see example below:

Menu [» = O Capstone Timesheet For January 2018 RN
PAWSID | 999999  First Name |Carol \ Last Name |wells
\
Contract  Site Name  [Smithville Hospital \
18]
Address |123]0ne5Way \
a9
I City ISmithviIIe \ State INJ Zip |999999
Y
Supervisor First Name IMei Last Name Iwatters
Phone (609) 667-6639 Email Address Iwatters@smithville.org
T
Date Start Time \ End Time Hours
s 8/7/2018 9:00:00 AM ﬁ 5:00:00 PM o
0

21. Step 4 - Enter the hours into the Hours data field, see example below:

menu [ = | @ Capstone Timesheet For January 2018 O 5|«
PAWSID | 999999  First Name |Carol Last Name |wells
Contract Site Name |Smithvi|le Hospital
1D
Address |123 lones Way
a9
I City [smithville State W) Zip (999999
Supervisor First Name IMei Last Name IWﬂttErs
Phone (609) 667-6699 Email Address Iwatters@smithville.org
Date Start Time End Time Hours
g 8/7/2018 9:00:00 AM 5:00:00PM | = B
8/16/2018 9:00:00 AM 5:00:00 PM 8
8/23/2018 12:00:00 AM 5:00:00 PM 8
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22. Complete Timesheet below:

Menu B{ ™ Capstone Timesheet For January 2018 ERRER .

PAWSID | Wrst Name |cam| Last Name IWE"S

Contract Site Name ISm\ith{ille Hospital

ID
Address |123Jones ay
|99
City [smithville State |NJ  Zip |999999
Supervisor First Name IMei Last Name Iwatters
Phone |(609) 667-6699 Email Address Iwatters@smithville.org
Date Start Time Eh‘l’j{ne Hours
4 8/7/2018 9:00:00 AM 5:00:00 P 8
8/16/2018 9:00:00 AM 5:00:00 PM 8
8/23/2018 12:00:00 AM 5:00:00 PM \{
0 Total will automatically
0 calculate - use the refresh
o button to update totals
o when necessary.
0
o
0
0
o
o
0
»
Total Hours 24 ‘

23. Once your timesheet is complete and is ready to submit to your supervisor, click on Report to
File button to save your timesheet to the required PDF format.

Menu [» o @ | Capstone Timesheet For u [
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24. Below is the report that will be converted to a PDF to be submitted to the supervisor.

Capstone Timesheet For January 2018

999999 Carol Wells Smithville Hospital
Supervisor: Mei Watters 123 Jones Way
(609) 667-6639 watters@smithville.org Smithville NJ 999999
Date Start Time End Time Hours
8/7/2018 9:00:00 AM 5:00:00 PM 8
8/16/2018 9:00:00 AM 5:00:00 PM 8
8/23/2018 12:00:00 AM 5:00:00 PM 8
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
Total Hours 2

By submission of this timesheet to my supervisor, | agree
that these hours have been worked at the internship site.

Carol

Wells

Supervisor will print name here

Tuesday, August 07, 2018

Print Site Supervisor Name

Supervisor signature and date here

Site Supervisor Signature Date
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25. Choose PDF Format (*.pdf) and press OK button.

venu [¥ @ @ Capstone Timesheet For Janua

PAWSID | 999999  First Name ICaroI Last Name IWE"S
) Qutput To
Contract  Site Name |Smithvi|le Hospital -
1D Select output format:
Address I123 Jones Way Excel 97 - Excel 2003 Workbook (*.xls) - E oK I
|99 cty [smithvill el
mithville ; +
: " ook (.45 Cancel
0 d |
. . . Ri ]
Supervisor First Name IMEI Lastill | snapshat Format (*.snp)
. Text Files (%, tut)
Phone |(609) 667-6699 Email Al v (*.smi)
XPS Format (*.xps)
Date Start Time End Time
Qutput
@ al
7 b Selection

0
0
0
0
0
0
0
Total Hours I 2

Record: M ¢ 1¢ofl b M KT Filtered | Search
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26. Before saving the file, make sure that you have created a Timesheet folder on your Desktop.
When saving the file make sure you save the file to the Timesheet folder you created on the
Desktop. Before saving the file, name the file as described below then press okay to create PDF.

- 4]

Search Documents

Organize - Mew folder

nents library

Includes: 2 locations

@ Microsoft Access Arrange by:  Folder ~

m

20 Fayorites -
Deskt X
& 'li i 1 ] I ]
¥& OneDrive 1 r - iIJ‘ : |
i Custom HpReg_Bac My Data My MyWebPag |=
l_" Downloads Office kup Sources PaperPort €s
i Recent Places Templates Documents
= Libraries “ij EL " L I@_j I@j
Il _ = =
@ Racumet OneMote TurboTax  Wondersha[™ 3
o' Music Matebooks = Filename should always be
[=] Pictures - e BDE | BOE | FIRSTNAME LASTNAME TS FIRST -
. THREE LETTERS OF MONTH WITH |
Filename:  CAROLWELLSTSIAN < _>R NO SPACES.

Save as type: ’PDF Format

[C] Autostart

Tools ~ | 4 oK

& Hide Folders

27. When the file is saved, send the file via email [email address on timesheet] to the supervisor.

28. Follow up with your supervisor to obtain the signed timesheet and when received via email use
the upload Qualtrics form to send your timesheet to the Public Health department.

29. Please send questions you may have to publichlt@tcnj.edu.



https://tcnj.co1.qualtrics.com/jfe/form/SV_8JizAjflCqQw52B

