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InPlace Introduction

InPlace enables users to be kept informed of
placement details as well as be involved in the
process.

You will be able to view your own details in the
system right down to your day’s schedule.
When you first log in you will be asked to
accept the Terms and Conditions of InPlace.

Main Menu
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Home Help Student Placement Shortlist
Document List Opportunities
Repository
Alert Opportunities Manage
My Details  Notifications List Timesheets

Home - Clicking on this link will take you to the
Home screen.

My Details - This will take you to the screen
which displays general information in regards to
the logged in user.

Help - This displays some general information
relating to the function of the screen that you
are currently on.

Alert Notifications — displays important
messages.

Student Document Repository — Number of
items displays when new documents have been
added for your information/action.
Opportunities — Displays placement
opportunities available.

Placement — Search and show all your
placements.

Manage —View, Edit or Add Timesheets details.
Shortlist — Display a list opportunities you have
registered or applied for.

Home

Widgets -The main feature is the issue boxes
(also referred to as widgets) shown in the main
section of the screen that highlight any items
that may require action, or potentially of
interest.

Widgets are here for your convenience allowing
you to stay on top of any ongoing applications

and providing quick links.

vaze Phcoment Hoquirement traracion repe At

My Details

The Details tab is displayed by default when
the My Details icon is selected.

Student

Phantom Student
Student Code: PHANTOM_1
Date of Birth: 01/01/1980
Suburb;

Placement  Enrolment

Details - A personal information page, containing
introductory level details such as contact details
and limited course information.

Placement - A summary list of placement at any
stage of the placement life cycle.

Enrolment - All units past, present and future the
student is enrolled.

Help
I —

InPlace Documentation

The Staff Detail page displays several tabs of information.

Ta

Navigate between the tabs to view a staff user?s level of access and control, their role in the placement
process and a summary of their personalized actions. A hnefdesmptmn of each tab and their actions
provided below; - the user?s staff I n from Active Directory - Placement
Supervisorability to define units with placements to be supervised; this is only applicable to academic

staff - Dﬂwmmereyuu can view a staff member?s level of access, that is, which dlsc\phnes at which
campus. - Unit OfferingThis defines which units the staff are resp for

@ summary of rules the user has created - Motes/DocsAdd private or public notes to assist in tracking
work flow as well as add documents that assist the user in managing their workflow - ProcessThe

ability to attach a template from the query tool to create reports and various hardcopy outputs Add nei
staff(SuperUser only) To add a new external staff user (staff uploaded by university directory); 1. Chck
+ Add @ new item from the Staff List screen 2. Fill required fields 3. Click save 4. To make a specific
agreement for a unit offering, click Agency Agreements 5. Fill required fields 6. CI;

Selecting the Help icon from any screen will
provide Help information on the current screen.

InPlace Documentation

Selecting the InPlace Documentation link will
display a search field:

| Student User Guide

Enter your query and select the search icon to
display results.

Select the link below to access the Student user
guide online:

Welcome to InPlace

InPlace Stud :nt Training Guide
Click here to dbwnload the InPlace Student Training Guide
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Home Page

The following page will be displayed when you log on. You will be able to view your Upcoming

Placement details and Placement Requirements.
There are three placement methods used at JCU:

e Self Selectable Placements
e Self Placement

e Placement Allocation by Placement Coordinator

The example below shows all three.

Welcome to InPlace

Self Placement Submissions

ncomplete(1) Draft(0)} Pending(1) Mot Approved(0)

Incomplete

The Townsville Hospital

MD1020 INT- TSV - 28/07/2014 to 21/11/2014
Pending

1300SMILES - Belgian Gardens

MD&CE - Term 1 - 2015

Last login: Tuesday, September 23 2014 11:07 AM

Upcoming Placements

Mo upcoming placements

View all placements

View all imesheets

Placement requirements

Year Placement Requirement Duration Type Actions
2014 Intreduction to Integrated Medical Studies Part 2 of 2 70 Hours Self Placement 3 placement(s) submitted.

| SubmitSeIfPIacement|
2014 MX3 Physician Assistant Clinical Elective 160 Hours Self Placement 2 placement(s) submitted

\| Subr-n-i-t SeIfF’Iacem; nt| )

You will only see those options that are applicable to your individual placement subject.
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Details List
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The following details are displayed when you select the Details List:

Personal Details including Placement Requirement fields
Placement details
Enrolment Details

You may be asked to answer questions related to your placement or to upload various documents.

STEP 1 Select the Details List
STEP 2 Scroll down to appropriate field
STEP 3 Click the Edit link

STEP 4 Various options will be available depending on requirements. These include:
e Drop Down List
e Reference Number
e Comments
e Expiry Date
e Document Upload

Description Value Expiry

Blue Card Status Expiry Notified ™ 28/02/2014
Senior First Aid Certificate
CPR No Proof of CPR

Clinical ID Card No

Police Check i
Hepatitis B Immunisation Status|

JCU Confidentiality Agreement Hepatitis B Immunisation Status

1CU Policy Checklist
QHealth Orientation Checklist Current Hepatitis B Immunisation Status

QHealth Student Deed Flacemer
Requirements Reference Number
QHealth Student Deed Privacy a

Yellow Card Comments

Education (Discipline)

File Attachment

Description
Select File

QLD Blue Card (Mandatory)
Working With Children Card (Ot

School Completed Year 12
g Cancel Ok

STEP 5 Select Ok when complete
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Placement List

f 24 O O O Pracement

The following details are displayed when the Placement List is selected:

Placement List

= erint

= Unit Offering =+ Start Date =+ End Date =+ Status

Cairns Hospita MD3 Acute Care Elective School Arranged Placement 01/01/0001 01/01/0001 Confirmed

Select Detail to display Agency Information including:

e Agency address

e Placements details
e Schedule

e Supervisor details
e Student Code

Select the Detail link again in the displayed screen to obtain additional Agency information including a
map.

Note/Doc Schedule

View Details

Status:
Confirmed

Agency {placement location):

T _ A e Sl 1 and Healbh Sorviro
2d Lairns and eriand Rospital and Realtn service

-Cairns Hospital Deia

Scroll down to view map:

Addresses
Address
Detall 165 The Esplanade, Cairns, QLD, 4870, Australia Business
Detall PO Box 902, Cairns, QLD, 4870, Australia Postal

Select the Schedule tab to view Schedule when available.

Details Hote/Doc
[ | Date Session Schedule Edit
Info/Times ¥
No items are avaiable.
||« |0 Page O of 0 > ¥ 10 ¥ | ftems per page

Choose an option ~
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Submit Agency Preferences
On some occasion you will be offered the opportunity to select agency preferences for your placement.

STEP 1 From the home screen select the Submit Agency Preferences button:

2015 Rural 320 Hours Staff Allocated

Submit Agency Preferences

STEP 2 Placement Details will be displayed:

Agency Preference

g‘\ \\q MD4Rural - Term 1 - 2015

e

Ranked Preferences: No
S Number of Preferences: 0-3
Number of Available Agencies: 3

STEP 3 Select the Select Agency tab:

3 agencies ~
Search:

(@ Sert by agency name
() Sort by agency suburb

Available Agencies: Selected (Preferenced) Agencies:
Atherton Hospital (Atherton) s -

Mareeba Hospital (Mareeba)
Mount Isa Base Hospital (Mount Isa)

The Townsville Hospital (Douglas)
elecl

‘ Move Up ‘ |MoveDown |

* Ordering of agencies is indicative of preference,

please move most preferred agencies to the top of
K j your selected list

Save || Cancel

Available agencies will be displayed in the Available Agencies box.

STEP 4 To select your preferences click on the preferred agency and click the Select button.

Selected (Preferenced) Agencies:

The Townsville Hospital (Douglas T
Mareeba Hospital (Mareeba)

Mount Isa Base Hospital (Mount Isa)

Move Up | | Move Down |

* Ordering of agencies is indicative of preference,
please move most preferred agencies to the top of

your selected list
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Selections will be displayed in the Selected Agencies box. The list is displayed in order of preference For
example:

First Row = First Preference

 gn

Move Up

Maove Down

Save || Cancel

STEP 5 To reorder- use the Move Up and Move Down buttons Save when choices are completed or

Cancel to clear selection.

— JAMES COOK Student Agency Preferences has been saved ™~ < Elnplace
:;: UNI\}ERSITY - student Professional Macement Software

The above message will display to confirm your selections have been saved.

Highlighting the Agency will display Agency information to assist you when making your selections,
including a location map:

Agency Details
PsmE: Address:
he Towmzdlle Hospital 100 Angus Smith Or, Douglas (Business)

TSI Soences (Discpline)
Agrsy Fbgaee
Towmesvilke

Accommodabion Avadabie
Fakee

Agercy i acressble by Publc Transport
False

|
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Self- Selectable Placement
Self —Selectable Placement functionality is available in InPlace. The Select Preferred Placement button

is only available to students who are required to select from available placements.

STEP 1 To make a selection select the Select Preferred Placement button.

2015 Rural 320 Hours Selectable, Selectable closing 01 Jan 2015 06:00:00
Staff Allocated !

| Select Preferred Placement |

STEP 2 Click the Detail link to view the placement details.

View = Agency = Status = Duration = Start Date = End Date
Mareeba Hospital (FO0023) Offer 320 Hours 01/01/2015 31/12/2015

Deta Mareeba Hospital (FO0023) Offer 320 Hours 01/01/2015 31/12/2015
Deta Mount Isa Base Hospital (F00170) Offer 320 Hours 01/01/2015 31/12/2015
== Mount Isa Base Hospital (F00170) Offer 320 Hours 01/01/2015 31/12/2015
Deta The Townsville Hospital (FO0215) Offer 320 Hours 01/01/2015 31/12/2015
Deta The Townsville Hospital (FO0215) Offer 320 Hours 01/01/2015 31/12/2015

STEP 3 When you have made your selection scroll to the bottom of the page

STEP 4 Select the Nominate button:

Placement
Start Date: End Date: Duration:
570 Hours
Student:
None
Comments: i
None

Eligibility Criteria
Eligible Groups:
NA

PS3007 (Unit)

Placement Setting ~ L

Placement Fxperiences =

Paediatric Placement
False

STEP 5 Select Ok and the list will no longer be available. Your Nomination will be reviewed by your
Placement Coordinator.

|
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Self- Placement

Self -Placement functionality is available in InPlace. The Submit Self Placement button is only available
to students who are required to source their own placement.

STEP 1 To submit placement details to the Placement Team select the Submit Self Placement button.

Placement requirements

Year

Placement Requirement Duration Type Actions
2014 Introduction to Integrated Medical Studies Part 2 of 2 70 Hours Self Placement
2014 MD3 Acute Care Elective School Arranged Placement 48 Hours Staff Allocated See Allocatior
2014 MX3 Physician Assistant Clinical Elective 160 Hours Self Placement 2 placement(s) submitted

Submit Self Placement

The Register Self Placement window will open.

STEP 2 Scroll through the form and complete all details.

Placement Details

* Student: Phantom Med - Student (223347)

Unit Offering:

Placement Start
Date:

Placement End
Date:

* Placement 70 Hour(s)
Duration:
Placement Select Placement Times
Times:

MD1020 INT- TSV - 28/07/2014 to 21/11/2014

(* required field) Status: [DRAFT,

Messages

STEP 3 When complete select Submit or Save Draft to come back at a later time.

Your Nomination will now be reviewed by your Placement Coordinator.

NOTE: To allow the submission to be fully considered please ensure you complete all details. If the
submission is incomplete you may be required to re-submit or your application may not be approved.
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