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Details  List 

 
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: 

�x Drop Down List  

�x Reference Number 

�x Comments 

�x Expiry Date 

�x Document Upload 

 

STEP 5 Select Ok when complete 
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Placement  List 

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

 
 
Select Detail to display Agency Information including: 
 

�x Agency address 
�x Placements details 
�x Schedule 
�x Supervisor details  
�x Student Code 

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

 
 
Scroll down to view map: 
 

 
 

�x  
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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: 

 

STEP 2 Placement Details will be displayed: 

 

STEP 3 Select the Select Agency tab: 

 

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

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

 

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

STEP 4 Select the Nominate button: 

 

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. 

 

The Register Self Placement window will open. 

STEP 2 Scroll through the form and complete all details.  

 
 

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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