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HOW-TO... download a report showing your student allocation (single host)

Please note that this guide shows you how to create and download a report showing your student
allocation — if you simply wish to view the live information through PEP, follow this guide instead.

Please also note that this guide shows you how to create report for a single service area. If you have
responsibility for/access to more than one service’s profile on PEP and want to see a collated report
showing allocations to all of your services, please follow this guide.

To create and save a report showing your current allocation, please follow these steps:

1. Loginto PEP —you should see a list of the services you are responsible for beneath the
search box. If you need further assistance logging into the system, please follow this guide.

2. Choose the relevant service from the list and click on the eye symbol — see below example:

Practice Environment Name Checked Out For Editing To View Start PEP Edit Undo Check Out Check In
_ o _ Ry — =
v D OT Rehabilitation - NTG ,;#i.ﬁ =)

3. You should now be in your service’s profile and will be able to see a menu running left to
right across the page:

Host/Placement Name OT REHABILITATION - NTG

Current Sequence 1

Trust Info Placement Info Learning Opps Students Mentors/Educ ators Audit Tracking Capamt;.( Reports ) Audit Configuration PEP Log

/

4. Click on the ‘reports’ link within the menu

5. You will now see the reports menu — select ‘students on host’:

Host Reports

A health-check covering student arrivals; evaluations; mentor
updates and triennial reviews due; plus data quality and
completeness checks.

What the student will see about your host - including leaming
opportunities and contact details

An enquiry facility to find out mentors current update status.
Ideal for PPFs and others responsible for multiple hosts when
run with the "for all Users PEPs".

Vlentor/Educator Register by flost Mentor/educators attached to this host.

Student evaluations for this host.

Past, present, and future students allocated to this host.
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6. A box will open —you now need to enter the dates between which you wish to report to look
for allocations. Click on the calendar icon (you will need to perform steps 7 & 8 for the start
and end of the date range):

Enter Values

Date Range
Start of Range: End of Range:
Enter a Value: . Enter a Value:
#| Indude this value Mo lower value ¥| Indude this value Mo upper value

7. A calendar will appear — use the arrows to cycle through the months (left-hand arrow) and
years (right-hand arrow):

MAY 2017
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8. Click ‘OK’

9. Once start and end dates have been entered, click ‘OK’

10. Your report will now be produced — see the example on the next page (please note that the
names of the students have been obscured)
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% (% #1101 - [100% |-

Students on Host Between 01/09/2016 - 31/08/2017

OT Adult Oncology - NUTH

I
=
L]
—_——
06/02/2017 06/03/2017 06/04/2017 06/05/2017 06/06/2017 0B/07/2017
Student Name Cohort Branch Date From Date To Experience (Category) Mentor/Educator
‘ OPT1518 Occupational Therapy 24/04/2017 02/06/2017 Ct-Physical - Hospital-Based - Placement 2 None
L OPT1 815 Occupational Therapy 06/02/2017 31/03/2017 Ct- Oncology - Placement 3 Rafferty, Raigan
g OPT1 515 Occupational Therapy 05/08/2017 28B/07/2017 Ot- Physical - Hospital-Based - Placement 4 None
» OPT1515 Occupational Therapy 05/06/2017 28/07/2017 Ct- Physical - Community - Placement 3 Won

Along the top of the report, you will find a number of icons — please see below for explanation:

- | Print — click to print a copy of the report

&

Save — click to save a copy of the report, then select the format you wish to select
(PDF or Word are recommended)

Find — if you're looking for a specific word within the document, type it here and

Find... (0

click on the binoculars.

Page selection — use the pages with the left and right arrows to cycle through the

(% 1 10f1+ |- ,
report — please note that this report should have only one page

100% |- Zoom — click to increase or decrease the size of the font.
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