Recording off the job hours in Bud

Login to Bud, you should have received an invite to Bud via email.

Login | Bud

bud

Maximising Training Performance

Email address

Password
[0 Remember my login LOGIN
Forgotten Password

Once logged in, you will see the screen below. Click on continue learning to access your
learning plan.

My learning plans

Test: Advanced Clinical
Practitioner (degree) - with..

1 Feb 2023 - 3 May 2025
¥

<2 In Progress

Activities complete: 16%
[

Trainer: e Pete Earls
B Bolton Clinical Commisioning Group,

Bud ID BUDOD0262405 ULN

Continue learning
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https://auth.bud.co.uk/Account/Login

You will then see your learning plan screen, as below. You will see you can filter your
activities. If you filter by Set activities, you will see activities each month for Monthly
timesheet to capture Off the Job Hours.

o . Programme duration
Learning Plan 25tn apr 2023
Walkthrough, you're working towards: L
- L. 1st Feb 2023 025
Test: Advanced Clinical Practitioner (degree) -
with Qualification - Draft - COPY o
Programme activities
1 Feb 2023 - 3 May 2025 Pr—
Completed Submitted P

Bolton Clinical Commisioning Group

Trainer @ Pete Earls

BUD ID BUDODO0262405

Planned off the job hours
. ! | |

Additional Learning Support is being provided Completed @ Submitted @

Required: Planned: Actual: Forecast:

Recording off the job hours

Please only record off the job hours on your timesheet only do not add OTJ hours against EPA Portfolio submissions

Your learning plan

@ Last submission 15 Mar 2023 View activity

Uns=t (36} v

Due in Jul 2023

Trainer Due Date Status

Edwards null Mot Set

Activity name

Monthly timesheet to capture Off the

Job Hours

Click on view.

View
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You will see Activity Details, then two other tabs for Submissions & Messages and Off the Job Hours.

< All Activities

& ASSIGNMENT
Monthly timesheet to capture Off the Job Hours

Trainer e Edwards (O OTJ hours Planned: 0 Actual: 0 Pending: 0

Activity Details)

Submissions & Messages  Off the Job Hours

VIEW ACTIVITY CRITERIA

Summary

Off the Job Training Record to be completed and submitted each month

Learner instructions & materials

Record Off the Job hours on a daily/weekly/monthly basis in your Off the Job training record and upload

Click on the Submission & Messages tab, then the Make a Submission tab.

< All Activities

& ASSIGNMENT
Monthly timesheet to capture Off the Job Hours

Trainer ° Edwards (O OTJ hours Planned: 0 Actual: 0 Pending: 0

()]
Activity Detailg “Submissions & Messages §ff the Job Hours

Send a message to your trainer or upload work here

Send a message Make a submission

Send a Message
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You will need to complete the Off the Job Training Record spreadsheet with the Off the Jobs hours
completed for each corresponding month. This should include any off the job hours completed in
work hours and on your university day.

Please ensure that the number of hours at the end of the month add up to a whole number as .25,

.5, .75 etc. cannot be entered into the Bud system or be reported into the government funding
return each month.

Upload the completed spreadsheet by dragging the file into the uploaded files section in the Make a
Submission tab, as per below.

M Dashboard Learning Plan Reviews & Documents v -

< Al Activities

& ASSIGNMENT
Monthly timesheet to capture Off the Job Hours

Trainer e Edwards (O OTJ hours Planned: O Actual: O Pending: O

Activity Details wSubmissinns & Messages  Off the Job Hours

(i) as 5 submission you need to add a comment and attach a file. Please note, you can only make one submission at a time.
Uploaded files (0)) Supported formats @

ﬁ Drag and drop to upload files or browse files
ndividual file size upload limit is 500MB

Send a message to your trainer or upload work here

Send a message

Make a Submission

Then add a comment, such as ‘Completed April Ot) Record’ in the Add a Comment section and type
in the number of hours in the Add the Off the job Hours ‘Hours’ box, as per below.

Click on Submit.

Add a comment

Add Off the Job Hours @
Additional off the job hours can be added to this submission. This adds further off the job hours to the log
Planned Hours: 0

Actual Hours: 0
Pending

f you

don't think the planned off the job hours on this activity are realistic, ple.

1k to your trainer

Recording OtJ Hours in Bud - V2 August 2025



