
   
 

   

  

   

   

  

 

 

  

 

   

 

           

 

B 
Bournemouth 
University 

Sign in to the Dashboard 

Primary email • 

Password • 

Sign in 

J Remember me 
Forgotten your password? 

PIIIHIGMU 
Didn't receive eonf1rmaoon lns1ruc1ions? Confirm your 1eeount 

Didn't receive unlock instructions? Unlock your account 

Home 

Welcome Florence Nightingale to your Dashboard Un1vers1ty account 

My Profile Avai labil ity 

.a. -Jobs 

Florence Nighting;;1le 

..... 
El 

Timesheets 

Dashboard Worker Manual 

Dashboard is our online student ambassador management system. You will have received an email inviting you to 

register a profile on Dashboard once HR have issued your agreement. 

The Dashboard URL is https://bu.dashboardtechnology.co.uk/users/sign_in 

Registering your profile 

Navigate to Dashboard using the link above and you will see the screen below. Click “Register as Worker”. 

Complete the registration screen and click “Sign up”. You will receive an email with a link to activate your account. 

You can then log in to set up your profile as described below. 

Worker Home Screen 

This is the screen you will see once you have logged in. Here you can view your profile, availability, jobs and 

timesheets. 

https://bu.dashboardtechnology.co.uk/users/sign_in


  

 

       

      

   

  

 

  

 

        

    

 

My Profile 

X 

Your Right to Wor1c evsdence has been checked and your profile was appmved 04/12/ 2019 by Greg Lillis 

0 
~ 

Personal detai l 

0 

0 
Preferences 

© 

0 
Terms and cond1t1on 

0 

(>oASHBDARD 

g} IHI 
Cont.act detail Emergency contact 

0 0 

••• .. _ .. A 
Equal opportunity Transportat ion 

0 0 

My Availability Calendar 

< > 

all-day 

1:30pm 

2pm 

2:30pm 

3pm 

3:30pm 

4pm 

4:30pm 

today Oct 14 - 20, 2019 

Mon 14/ 10 Tue 15/10 Wed 16/ 10 Thu 17/ 10 

v' 
Right to work 

© 

~ 
Qualification 

0 

(S) :)eKt,V.ate my KCOUnt 

Florence Nightingale 11111 v 

IMIMMffiii 
day week month 

Fri 18/ 10 Sat 19/ 10 Sun 20/ 10 

Worker Profile 

Use the Profile section to enter your personal information. Once you have completed all the sections, a green 

‘Submit Your Profile’ Button will show at the top of this screen that you will need to press to submit your profile for 

approval. You will receive email notification once your profile has been approved. You will then be set up to receive 

job offers by text and email. 

Worker Availability 

The Availability screen is where you can set when you are available to work or can set if you are working outside the 

university. You can do this by dragging on the calendar or by pressing the green ‘Add Availability’ button. 



 

        

     

 

 

  

 

        

    

      

 

 

oASHBDARD 

New availability 

Date 

26/10/2019 

Start Time End Time 

14:00 16:00 

Make 

Available 

Would you like to repeat this availability, starting this week? 

D 

II Cancel 

Would you like to repeat this availability, starting this week? 

0 

For how many weeks? 

On which days? 

Mon Tue Wed Thu Fri Sat 

D D D D □ D 

II Cancel 

Jobs 

Manage Jobs 

Booking Title Job Title 

Booking Reference Match Department 

Status All Statuses 

Booking Title:: Ref: Job Title :: Depa rtment Booking 
; Date: 

Test Being Able 242S8 Ambassado Department ... 
To Accept rVIP of Computer 

Workers After Science 

Expiry 

Test 144 23S42 Ambassado Department 

of Computer 

Sun 

D 

Booking Date From: 

Booking Date To: 

Cancelled? Either v .. -•••· 

Pay Status Cancelled:: Adion 

£9.00 Accept & No Job fxr•red 

per Waiting for 

hour Confirmatio 

n 

£0.00 Accepted No JobF,lled 

per 

When you have completed the previous step, you will be able to see this screen. This is where you can adjust the 

date, time, specify if you are marking availability or working outside the university and also make it repeating: 

Worker Jobs 

In the Jobs screen you can find the jobs you have been offered. You can see details about the job such as title, 

booking reference, job title, department, booking date, pay, status, whether the booking has been cancelled and 

what has happened to the job. When a booking comes in that needs a response from you, you will be able to accept 

or reject the booking. 



  

   

  

 

 

    

  

 

 

 

 

 

 

  

O OASHBOARO 

LlN1RAL 

!:! Home 

!II My Profile 

rJ Availability 

:: Jobs 

i!I Timesheets 

~• To Submit 

C) Submitted 

0 Disputed 

el Approved 

Change Role 

log out 

== . 

o !)ASHBOARO 

LlN1RAL 

!:! Home 

!II My Profile 

rJ Availability 

= Jobs 

i!I Timesheets 

~ To Submit 

C) Submitted 

0 Disputed 

el Approved 

Change Role 

log out 

== . 

1, submit 

Timesheets 

Manage Timesheets 

Florence N1ght1ngole 1111 ~ I 
Timesheet Date From: Booking Reference Match 

Booking Title 

Booking Type 

Ref ; Booking Trtle ; 

23134 THt 188 

22503 THt 101010 

Department 

Location TimashHt Oat• To: 

Job Title TimeshNt Status 

Status 

IIIMRWN 
Booking O.parttMnt LOGilldon Job rrt~ ; Date ; 
Type ; 

Total Tot.al Status ; 
Time Pay(£) 

Action 

Direct DeparUMnt Akuin Ambassador 04/10/2019 01:00 £0.00 - ~ 
Booking of Computer College 12:00 -

Science 13:00 

o; De Ale Amba sado 09/10/2019 01 30 . ' . 
o - l!'I a w , ~ <? . ... • ••• • ·; • • 

Timesheets 

Manage Timesheets 

Booking Reference Match 

Booking Title 

Booking Type 

Select 
All On 

.... □ 
□ 

■ delete 

Ref ; Boolting rrt:I• ; 

23134 Test 188 

Department 

Location 

Job Title 

Boolllng 
Type::: 

Department 
of Computer 
Science 

Location 

Akwn 
College 

Florence Nightingale 1111 "" 

Timesheet Date From: 

TimashNt Date To: 

Job Tide ; 0.te : Total 
rome 

Ambassador 04/10/2019 OUX> 
12.-00 -

HOO 

IIIMRWN 
Total P~y Action 
(£) 

£0.00 ~ ,rd 

~ not ,1) 

Displaying all 9 timesheets 

Worker Timesheets 

Timesheets are automatically produced after each booking has taken place, for you to submit (or cancel). Your 

timesheet will either be accepted if we agree with the hours you have submitted, or disputed if we don’t. Once 

agreed, it will display in the Approved tab. 

In the Timesheets screen you can view timesheets To Submit, Submitted, Disputed and Approved by selecting the 

options in the blue band on the left. 

In the To Submit section you can check the tick box to the left of the timesheet you want to submit and scroll down 

and press the green Submit button. 

Tip 

Get into the habit of logging into the system at least once a week to: 



  

  

  

  

• Check your upcoming bookings 

• Check your availability is up-to-date 

• Submit your timesheets 

• Check if any timesheets have been disputed 
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