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This guide will show you how to:  

 Find an event to attend 

 Search for an event 

 Register on the day 

 Provide feedback 

 Gain evidence of attendance 

Other guides are available which will show you how to: 

 Register on TuBS and activate your account. 

 Create events for others to attend and how to facilitate these 

 

Introduction 

TuBS is the tutorial booking system developed by Dr Peter Sammon and 

the University of Edinburgh, Learning Technology Section with funding from 

South East Faculty of Clinical Educators. 

It is used by the NHS in Fife, Lothian, and the Borders to ensure that 

medical students, trainees and clinicians have an accurate record of 

teaching attended and that they are able to provide evidence of their 

participation.   

Evidence of facilitation of events is also provided, as well as a record of 

the feedback received from participants.  

It enables events to be organised and promoted widely throughout and 

across organisations, allowing participants a greater choice in the 

educational events they can attend. 

The ability to have a comprehensive record of all professional 

development undertaken, in one place and readily accessible, has proved 

to be a valued time-saving asset to users. 

For multiple events click on Reports and choose how you would like your 

results.   

Note:  The Export.csv option will only display results for events where you have been a 

facilitator or project lead.  These results will be displayed in a spreadsheet format 

which can also be saved for later use.  

Choosing PDF will open a new screen with an image of your combined 

Certificate of Attendance.  

This can be printed or saved for later reference by hovering your mouse 

as above or choosing the menu options.   

To return to TuBS to continue working or to log out, press the back button 

on your web browser.  This is usually a left pointing arrow.   

 

What’s next? 

If you would like to learn more about creating your own events please see 

the next booklet in this series, the Event Organiser’s Guide.   



 

 

 

If you want a certificate for a single event click the blue certificate button. 

Allow your mouse to hover 

at the bottom of the page 

to show save/print options. 

Ensure the attendee 

tick box is checked. 

Check you have 

chosen the 

appropriate group.  

You can use the 

search options to 

find specific events.  

Use to get 

evidence for 

all events on 

this page. 

Check boxes 

for the events 

you require. 

Click to view a certificate 

for an individual event.  

Chose the type of report wanted. 

Finding an event to attend 
 

Go to Website https://tutorialbooking.com/ 

Login to TuBS using your email address and password.   

Click on Find in the main menu 

 

 

This will produce a list of events which are relevant to your group(s) and 

role.  

Identify an event you are interested in attending and click on the event 

name – this is shown in blue and will become underlined when you hover 

the mouse over it. 

 
 



Event Details will be displayed.  Review these to ensure this is of interest 

to you.   

Scroll down & click “Sign Up as Attendee” 

You will receive confirmation of your choice both on screen and in an  

e-mail.  

 

Once you have answered all the questions click Save.  

You will receive a message to confirm your feedback has been completed 

and will now be able to view other events.  

Evidence of Attendance 

TuBS can provide you with evidence of attendance at any teaching events  

you have participated in.  

To obtain your certificates click on the down arrow beside My Events and 

select Past. 

 

 

You will be provided with a list of all your events. 

 



If TuBS is not available remind your facilitator that you need to record 

your attendance. They should either provide TuBS access if this has been 

forgotten or ask you to sign in on paper and this will be added to the 

TuBS system retrospectively.   

Remember, if you are not recorded as having attended the event you will 

be unable to print out your certificate as evidence of participation. 

 

Providing feedback 

Feedback is required for every event you attend and should be filled out 

as soon as possible after the event.  

You should receive an email reminder containing a link to providing 

feedback.  Click on the event name to leave your feedback (You will be 

asked to Log In then taken to the appropriate page). 

Alternatively, when you next log in to TuBS a pop-up will appear telling 

you that you have outstanding feedback.  Follow the link provided and 

you will be taken to the feedback page.   

You will not be able to do anything else in TuBS until you provide the 

feedback required.   

If you have selected the event by mistake then simply click the Cancel 

button to remove your name from the attendance list.   

Again, you will be sent an email to confirm your actions. 

 

Searching for an event 

If there is a particular event you know you would like to attend but you 

cannot see it on the list there are 2 ways in which you can search.   

1 A simple search can be carried out by putting key words into the 

search field and clicking Go. 

Results are listed below the search box and events can be selected as 

described above.  



2 A more complex search can be carried out by clicking the Advanced 

button. 

 

You do not have to fill all the search criteria, only those which will help 

identify your chosen event.  

 

 

Once you have selected your search and results criteria, click the Search 

button.   Scroll down to view the results which will be displayed below the 

search dialogue box.  

Events can be chosen as described above. 

 

Make sure the attendee 

button is checked. 

If you belong to more than 

one group make sure the 

correct one is selected. 
Choose where the 

event is to be held. 

Choose the order 

in which you would 

like your results 

displayed.  

If relevant , select a project group 

eg FY1, GPST, Grand Round... 

Click once you have 

chosen all your 

search criteria. 

Choose how many 

results you would 

like listed at any 

one time.   

Add a date range by 

clicking on the field and 

selecting a date from 

the calendar pop up.  

Registering on the day of the event 

Attend the event. You will be asked to register your attendance on TuBS – 

this should be open to the correct event and available to you at the time 

of attendance. 

If you have already added yourself as an attendee simply tick the box 

beside your name to confirm that you have attended the event. 

If you have not pre-registered, type in your name and email address then 

click add attendee.  

You will now see your name listed under Registered Attendees with the 

Attended box already checked.   

Note:  Do not press the Submit Register button.  This is for the facilitator to submit the 

register once all the attendees have confirmed their attendance.  


