[image: ]

Guide for Students to create Attendance Records and have these approved.  

Using your username and password that has been created for you go to the Home Page for the site which is https://mycad.ie and enter those details.
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We recommend that after you have logged in for the first time you change your password to one that is more memorable to you.
Select ‘Change Password’ on the home page.
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You need to add details of your placement, by scrolling through the list of placements; confirm the type of placement that it is and then create relationships with the Preceptors; Associate Preceptors; Registered Nurses who will be signing off your attendance records and CPC and Link Lecturer that will be supporting you on this placement. You can continue to create these relationships throughout your placement.
By relationship we mean those people who you are allowing to interact with your portfolio, to sign off attendance records.
Please note that if the Preceptors; Associate Preceptors; Registered Nurses details are not there when you search for them, then you will need to ask them to register to create an account.  There is a Guide and Youtube video that describes how to do this.
If the details of the Placement you are going to are not in the system, then you can ask your CPC or the Admin team to add these details so you can set up the Placement.
Adding the Placement Details.
Go to the Placement Details section on the Home Page and select ‘Edit Details’. The following page will appear.
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You need to add the Start and End Date for the Placement.
It is then important that you add the correct number of weeks for the Placement. If you unsure add your CPC for advice. 
You also need to confirm whether this is the final placement for the year
You can then find your placement either by starting to add the details in Search box at the top of this section or by scrolling through the list. 
Then confirm the Placement by selecting ‘Update Placement’ 
Please note that it is possible to have attendance records for different placements available at the same time but not for the same date period. 
Creating the Assessment relationships for this placement.
Each student can have multiple Preceptors/Associate Preceptors/Registered Nurses/Clinical Placement Co-ordinators/Link Lecturers supporting them on a placement.
This is what you see;
[image: Graphical user interface, application

Description automatically generated]
If they then select ‘Edit Preceptors’ they can search for the one you want, but they will only appear if they are registered.
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The site then controls what each person can do based on the role they are performing for you on that placement. Until they are selected by you they cannot see your portfolio. Once you select them and they are registered you/they will see the illustration below. The content for the attendance is the same as what you now see when using the paper document.
All the headings that are underlined are links. If you put your mouse on the link then the appropriate page will appear.
This is your student dashboard and you can directly access any page from here. You only need to select ‘Attendance Record’.
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This is what appears when you select Attendance Record. Complete the details of your shift and/or other activity by selecting ‘Add New’. This is what appears.
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Select the Arrows at the end of the box to choose the correct option for the Attendance Record.
Once you have created your attendance record, Sign it off. The system asks you to double check the record is correct. 
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Once you have signed if off the record then becomes available to the Preceptor/Assistant Preceptor/Registered Nurse to sign if off. Once they have done this the ‘Total Attended hours’ will be amended.
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Multiple Placements
Please note the site allows you to have multiple placements open at one time.
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Make sure that when you are adding your placement records that you select to the correct placement.
The Timer.
You will note that at the top of the page there is a Timer which reminds you that as with other secure documents e.g. bank statements you are logged out if there has been no interaction with a page. In the case of MyCAD this is set at 35 minutes, however this timer is reset whenever you have taken an action with the site e.g., moved to a new section or typed in some content.
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Finally, some top tips;
· You can use any electronic device that is connected to the internet to access the site including your mobile phone.
· Always remember to ‘Save’ whatever content you have added. 
· When completing a form together with your Preceptor make sure you both log-in separately. The usual sequence is that the student creates the attendance record and then the Preceptor/Associate Preceptor/Registered Nurse logs in to sign it off. and then log out before the student adds their content/signature or vice versa.
· You can view the whole portfolio by selecting the print icon at the top of the page.
We hope it goes well and welcome any feedback.
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Preceptor details

Preceptor Test, Max max@axia.email

Associate Preceptor details

No Linked Associate Preceptors

Registered Nurse details

No Linked Registered Nurses

Clinical Placement Co-ordinator details

No Linked Clinical Placement Co-ordinators.

Link Lecturer details

No Linked Link Lecturers
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Preceptor

Please enter the sumame and/or email address of the Preceptor you are looking for below and then click the search.

Last name

test

Email address

Below are the matching Preceptors, please click the relevant button to select them

Max Preceptor Test max@axia email

Max Preceptor Test 2 max@axia email
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Attendance Record

Total attended hours 27 hours and 0 minutes
Date Hours. Shift Pattern Is this an ROT [Repayment of Time] shift?
13/0612022 8 0 Day shift No Waiting For Student Sign Off
31/0512022 10 0 Day shift Yes -
13/0412022 9 0 Day shift Max Preceptor Test on 19/04/2022

Viewing the portfolio for Max Test1 [Nursing and Midwifery Board of Ireland - General Nursing]
Go to Student Dashboard
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Attendance Record

Please use the form below to create an Attendance Record record.

Date*
B

Shift Pattern *
Hours *

[ v
Minutes *

[ v
Is this an ROT [Repayment of Time] shift? *
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Date

01/07/2022

13/06/2022

31/05/2022

13/0412022

Hours

10

Minutes

13

Shift Pattern

College Day

Day Shift

Day Shift

Day Shift

Is this an ROT [Repayment of Time] shift?

Yes

No

Yes
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Total attended hours 29 hours and 13 minutes 4+

Shift Is this an ROT [Repayment of Time]
Date Hours Minutes Pattern shift?

R 2 ® College Day ves :;‘,:"('f,, For Preceptor/Associate Preceptor/Registered Nurse

13/06/2022 8 0 Dayshit  No
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Please select the placement you wish to view/edt. If you wish to close the placement you can begin the sign off process by selecting the placement and clicking on "Placement
Sign Off"

CMHN, Mental Health Services for Older People, Letterkenny/ Donegal Town/ Dungloe/ Stranoriar and Buncrana

Intensive Care Unit Long Placement





image13.png
MyCAD - My Competency Assessment
Dashboard

Home [WUNGCSYM Change Password

Session expires in 34:32




image1.png
Bord Altranais agus
Cndimhseachais na hEireann

Nursing and Midwifery Board
of Ireand

MyCAD - My Competency Assessment
Dashboard [ —

-
Tealh Servio Excute





image2.png
’_ - (O, oo i e
MyCAD - My Competency Assessment - W \‘ Ciimhoachuis va ereann

o W \ 'l Nursing and Midwifery Board
lhmesnnah a S i 5( of Ireland

Dashboard

Username

Password

Forgotten your Password?
Forgotten your Username?

Welcome to the new Practice Assessment site for Nurses attending the nursing courses delivered by the Letterkenny Institute
of Technology. The site can be accessed on any computer, tablet device or mobile/smart phone linked to the intemet and the user
interface wil automatically resize to the screen size of the device that is being used. All actions taken or content added will instantly be
captured irrespective of the device being used. There is no requirement to download any software to make the site fully operational

Preceptors and Registered Nurses can create an account from this page by selecting Preceptor/Registered Nurse Registration. Onc:
they are registered, they can be invited by students to have access to their portfolio. Preceptors and Registered Nurses can then review
progress and have access to the skills and competencies relevant to that placement to aid and enhance practice-based leaming, withou
the need to negotiate paper-based records
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Placement details

Please enter the details of your placement and click the create button, if this is your last placement of the year check the box to indicate it

Start Date *

05/09/2022

End Date *

28/10/2022

Number of Weeks in this Practice Placement *

7

O This is not my final placement this year
@ This is my final placement this year

Name of Practice Placement *

Type tofiter | CMHN, Mental Health Services for Older People, Letterkenny/ Donegal Town/ Dungloe/ Stranoriar and Buncrana

= O Not Yet Known

« O Abbey Village

= O Acute Liaison Services

- O Addiction Services

= O Alcohol and Drug Service St Eunan's Court
- O AMAU

Type of Practice Placement
Long Placement




