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Agency Overview 
Agencies provide the placements that students attend. Agencies are known outside InPlace as 
‘Placement Sites’ or ‘Placement Providers’.  Agencies may be loaded in bulk using the Data Migration 
Tool or set up individually via the Agency List. 

After they have been set up, any changes to Agencies or their associated Agency Personnel must be 
maintained via the Agency List (Manage menu > Agency). 

Disciplines are associated with an Agency on creation to allow visibility of Agency details to relevant 
users (Students, Placement Coordinators, etc.). An Agency can be associated to more than one 
Discipline. 

Search/View Agency  

1. Go to Manage > Agency 

 
2. Enter search criteria and click Filter 

3. In the View column click on the Detail link 

4. Click on tabs to view/update details as associated with the agency 

 

Create New Agency 
1. Go to Manage > Agency 

2. Search using the Filter to check the Agency does not already exist. (Refer to steps above in 
Search/View Agency section) 

 

 

 

3. Click Add a new item. 

Important Note: Only search using the Agency Name, not Discipline – the agency may already be 
created in InPlace but not associated with the discipline you are working with. 
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4. In the Add Details section, add the following (* = mandatory fields). 

 
 

 
 

2. Select the relevant Disciplines for the Agency. The Disciplines will be associated with the 
Agency. 
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After you have associated a Discipline to an Agency, the Extended Attributes (XAs) are 
displayed under the main Agency Details on the Details tab. These attributes allow you to 
specify details for each aspect of the Discipline. 

3. Click Save. 

The Agency record is created and the following tabs are made available: 

 
4. Add Agency Address, Click Add Address. 

5. Enter Address details. 

 
 

 

 

5. Click Save. 

6. Add Agency Personnel, Click Add Personnel. 

7. Enter Personnel details. 

Tip: Press your tab key on your keyboard to the ‘ASCG-RA:’ field. This automatically 
generates the RA Code based on the address information provided. 
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8. Click Save. 

9. Add Agency Contact Methods. 

10. Select at least one of the following methods of contacts for the Agency. 

 
11. Click Save. 

12. Add Discipline, click Add Disciplines. 

 
13. Tick the discipline/s that are relevant for the agency. 

14. Click Save. 

 

Note – Liaisons and Invoice categories are not currently used. 
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Edit Existing Agency 
1. Go to Manage > Agency 

2. Search using the filter. 

3. Click on Detail to open Agency. 

4. Click on tabs to edit details as associated with the agency. 

 
 

Details  
1. Click on Details tab 
2. Update Agency information as required. 
3. Click Save. 

 
4. To add a Specialism, click Select Specialisms. 
5. Use the Filter to search for a Specialism. 
6. Click Filter. 
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7. Click Select and it will appear in Specialisms to be added. 

 
8. Click Add Specialisms to add to the agency. 
9. Click Save. 
10. To remove a Specialism, in the Details tab Click X beside the Specialism. 
11. Click Save. 

 
 

Departments / Wards 

Any Departments / Wards associated with the Agency will be listed.  

To access the individual Department / Ward, click Detail. 

 

Edit / Delete Addresses 

1. Click Detail to view the selected address. 
2. Update the required fields. 
3. Relevant Country and RA Codes must be completed. 
4. Click Save 



 
 

8 

 
5. To delete an address, click Delete. 
6. Click Ok to confirm deletion. 

 

View/ Edit Personnel 

1. Tick the box to Show All Personnel. 

 
2. Click on the name of the chosen Personnel member to view the Personnel Details.  

3. Click on tabs to view/update details as associated with the Personnel. 

 
4. Click Save 
5. To delete Personnel member, click Delete. 
6. Click Ok to confirm deletion. 

 

Edit Contact Methods 

1. Add Agency Contact Methods 

2. Select at least one of the following methods of contacts for the Agency 

 
3. Click Save 
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Edit Disciplines 

1. To Edit Discipline, click Edit Disciplines 

2. Tick the discipline/s that are relevant for the agency 

 
3. Click Save 

 

Note – Liaisons and Categories are not currently used. 

 

Placement 

All placement history associated with this facility will be listed. 

 

Edit a placement 
1. Click on Placement tab.   
2. Locate the placement in the list and click Detail  
3. Edit Placement tab will open at the bottom of the page.  
4. Edit the required fields 
5. Click Save 
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Add a placement 
1. Click on Placement tab.   
2. Scroll to the bottom of the list and click Add Placement to expand the tab. 

 

 

3. Enter the Allocation Group 

 
4. To enter the Student, click …  

 

 
 

5. Search for the student using the Filter for Surname and/or Student Code 
6. Click Detail to select the student. 
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7. Enter the Duration and change Unit of Measure to ‘HOUR’ 
8. Enter Start Date 
9. Enter End Date 
10. Select Status 
11. Click Save 

 

Delete a placement 
1. Click on Placement tab.   
2. Locate the placement in the list and click Detail  
3. Edit placement tab will open at the bottom of the page.  
4. Click Delete 
5. Click Ok to confirm deletion 
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Request 

All request history associated with this facility will be listed. 

1. Locate the request in the list  
2. Click Detail to view the individual placement request. 

 
 

Agreements 

All Agreements and Letters of Exchange associated with this facility will be listed. 

1. Click on Agreements tab.   
 

Add Letter of Exchange 

1. Click Add Letter of Exchange 
2. Enter Start Date and End Date 
3. Enter Discipline, Personnel and Address 
4. Click Save 

 
Edit Letter of Exchange 

1. Click Detail. 
2. Update required fields. 
3. Click Save. 

 
Delete Letter of Exchange 

1. Click Detail. 
2. Click Delete. 
3. Click Ok to confirm deletion. 
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Notes/Docs 

The Notes/Docs tab lists the Notes and Documents associated with the Agency. 

1. Click on Notes/Docs tab.   
 

Add Note 

1. Click Add Note 
 

 
 

2. Enter Date. 
3. Enter Title. 
4. Enter Text. Formatting capabilities are available. 
5. Enter Reminder Date (if applicable). 
6. Enter Reminder Text (if applicable). 
7. Tick Private Note (if applicable).  
8. Click Save. 

 

Edit Note 

1. Click Detail. 
 

 
 

2. Update the required information. 
3. Click Save. 
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Delete Note 

1. Click Detail 
2. Click Delete 

 
3. Click Ok to confirm deletion 

 

Add Document 

1. Click Add Document 

 
2. Enter Title. 
3. Enter Description. 
4. Click Select File. 
5. Locate file. 
6. Click Open. 
7. Click Save. 

 

Edit Document 

1. Click Detail. 
2. Update the required information. 

 
3. To replace the document, click Select File. 
4. Locate file. 
5. Click Open.  
6. Click Save. 
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Delete Document 

1. Click Detail. 
2. Click Delete. 
3. Click Ok to confirm deletion. 

 

Note – Invoice tab is not currently used. 

 

Incidents 

The Incidents tab lists the Incidents associated with the Agency. 

1. Click on Incidents tab.   
 

Add Agency Incident 

1. Click on Add new record 
 

 
 

2. Update the required information  
3. Click Update. 

 
 
Edit Agency Incident 
 

1. Click on Edit. 
 

 
 

2. Edit the information required. 
3. Click Update. 
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Delete Agency Incident 
 

1. Click on Delete. 
 

 
 
2. Click Ok. 

 
 
Note – Process tab is not currently used. 

 

Documents Access Log 
 

1. Click to open the Filter. 
2. Enter either the Title or Name of the document to search a list of students who have 

accessed it. 
3. Search for a Student to view the documents they have accessed. 
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