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Contents

This guide will show you how to:

o Register and activate your TuBS account.

o Personalise your details.

o Edit your details and change your password.
. Log out.

Other guides are available which will show you how to:

) Register on an event and receive evidence of attendance.
. 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.
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Choose your group(s):

NHS South East Scotiand ==
N Hs Primary group for teaching events taking place within NHS Fife, Lothian and Borders (please use this group for the
N all teaching activity unless you are certain it comes under another group)
South-East
Scotland
+ groups
CI.INICAI. Clinical Educator Programme (CEF)
The Clinical Educator Programme: a programme of workshops and online modules in clinical education, primarily
EDUCATOR focussed towards clinicians who teach Edinburgh University medical students. Al workshops are CPD accredited by

PROGMMME the Royal Colleges, and postgraduate quiaifications are available, as well as fulfiling GMC requirements for
Recognition and Approval of trainers. Organised and delivered by the South-East Faculty of Clinical Educators
(SEFCE).
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This will produce a list of all events which are relevant to your group(s)
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For teaching organised and delivered by University of Edinburgh MBCNB faculty as part of the core curriculum, as
well as medical student near-peer and student society teaching events
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and role. From this list you can select and register to attend any events
which are of interest to you.

Further details on attending events can be found in the Attendees Guide.

Logging out

When you are finished using TuBS log out by clicking the small down
arrow beside “Hi [Your Name]” and selecting Log Out.
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Your recent activity and TuBS news are shown below:
Log Out

You can then close down your window or browser session.



The My Groups tab allows you to change both your group and your role

within that group.

Your current role
will be highlighted
in blue.

To change your role within a
group scroll down the list

and select another option.
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Choose your group(s):

NHS South East Scotland
N Hs Primary group for teaching events taking place within NHS Fife, Lothian and Borders (please use this group for the
all teaching activity unless you are certain it comes under another group)
South-East
Scotland
cuum Clinical Educator Programme (CEP)
The Clinical Educator Programme: a programme of workshops and online modules in clinical education, primariy
EDUCATOR focussed towards clinicians who teach Edinburgh University medical students. All workshops are CPD accredited by
PROGMMME the Royal Colleges, and postgraduate quiaifications are available, as well as fulfiling GMC requirements for
Recognition and Approval of trainers. Organised and delivered by the South-East Faculty of Ciinical Educators
(SEFCE).
Edinburgh MBChB
P~
MRS For teaching organised and delivered by University of Edinburgh MBCNB faculty as part of the core curriculum, as
H N!P‘ s well as medical student near-peer and student society teaching events.
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Click to
remove
yourself

from a

group.

+add to my groups.

+addto my groups.

+add to my groups

Use these
buttons to
add your-
self to a

new group.
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When you make a change to your group membership a small green bar

will display briefly to confirm that the changes have been saved.

€ edit your details - Windows Interne

Successfully saved

Home / My Details / Glynis Donnachie

You will now be able to view and register to attend events which are

relevant to your choices.

To do this click on Find in the main menu bar.

Register and activate your account

Before using TuBS, you must register and activate your account.

Go to Website https:/ /tutorialbooking.com/

Complete the 5 fields in the right hand pane.

B heips  tutorialbocking.com

I VEIEAES O
—

Ema I Password

I Sign in I

Welcome to TuBS (Tutorial Booking System), a web-based tool to: Register for TUBS

= taciitate organizing and advertising of teaching events

Email
= provige lasting evidence of participation in leaching evends
+ manage feedback on the quality of teaching events
First Name:
TuBS is an obvious step forward in an age of internet-enabled devices and user-ied netwaorks, and
a simple solution to the increasing need for evidencing teaching and leaming experience.
Last Name
It you have any issues or feedback please £ Contact Us
Fassword

Confirm Password

Ensure your
password is
the same in
both boxes.
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Make sure you
use your main
work or academic
email address.
This should be the
address you use
every time you
log in to TuBS.

Click Register once all the
fields are completed.

After a short pause you will receive a confirmation message.
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You will receive an email shortly to verify your email address. Please follow the instructions in the email to complete your registration

This will be followed by a message to the email address you used to

register on TuBS.

Thank vou for registering for the TuBS website.
To complete vour registration please click on the link below.

Click here to activate vour account

Clicking on this
link will open a
new session on
the TuBS website.

If vou have any problems please contact the TuBS at tubs@mlist.ed. ac.uk




Once your account is activated you will be able to log in by entering your
email address and password then clicking sign in.

Congratulations!

You have successfully activated your account

You can now log in

Personalise your details

You can now personalise your TuBS account. This is important as events are
filtered by group (organisation) and role, take care that you choose these
correctly and keep your details up to date.

If you have logged in from the activation email you will be taken straight
to your account information. Otherwise click the small down arrow beside
“Hi [Your Name]” and select My Account as shown opposite.
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Ny Detals | Ny Grows < you belong
Please select all groups you wish to see events from: Using The My
You have ot setectea any groups. Groups tab.
‘You must select at least one group and role in order to access event data.

You have not selected any roles.

You must select at least one role in order to access event data Check the
Your current roles: descrlphon to
You have no roles
ensure the
Choose your group(s): H
your group(s) group is
NHS South East Scotland | I
NHS relevant to you.
Primary group for teaching events taking place within NHS Fife, Lothian and Borders (please use this group for the.
allteaching activity unless you are certain it comes under another group)
SouthEast
Scotiand
CI.INICAI. Glinical Educator Programme (CEP) |
The Clinical Educator Programme: a programme of workshops and online modules in clinical education, primarily TO se IeCf CIiCk
EDUCATOR focussed towards clinicians who teach Edinburgh University medical students. All workshops are CPD accredited by
PROGMMME the Royal Colleges, and postgraduate quiaifications are available, as wel as fulfiling GMC requirements for
Recognition and Approval of trainers. Organised and delivered by the South-East Faculty of Clinical Educators the Add to
(SEFCE).
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v, Edinburgh MBChB |
< v,
3 e For teaching organised and delivered by University of Edinburgh MBChB faculty as part of the core curriculum, as button.
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You will then be able to select your role within your chosen group from the
drop down menu. Once selected it will be highlighted in blue.

Your current roles:

Group Role(s)

NHS South East Scotland

x remove

Medical Postgraduates
FY1

Fy2
CT/sT 1-2

If you have more than one role choose only your primary role in each
group.

If appropriate you can choose more than one group and your position
within each.

Edit your details and change your password

Your details can be accessed at any time by clicking the small down arrow
beside “Hi [Your Name]” and selecting My Account

Hi, Glynis ~

Home / My Details / Glynis Donnachie

Log Out
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Two tabs become available to you. The My Details tab shows the basic
information you provided when you registered.

Home / My Details / Glynis Donnachie

To change your password simply

My Details My Groups

type in the new password and

Edit your details: & Glynis Donnachie repeo’r it in The bOX below.

E-mail | glynis.donnachie@nhs.net

Firstname(s):  Giynis

If you want to add a
Lastname: Donnachie .
photo to your profile
New password click on browse and
Gonfirm new password use the directories to

locate a photo you

have already saved.

Recane notteaton & \ Uncheck this box if you do

not want emails from TuBS.

\ Always save your changes!




