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Step 1: Self Placement Submission 

Action Details 

Log on to InPlace via your Okta 
dashboard. 

In the TO DO list click on the Self 
Placement submission link.  

 

Enter the details of your 
placement into the online form. 

 

 

 

 

Experience:  Select General from 
the drop down box  

Duration: Do not update 

Unit: Do not update  
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Weekly placement roster: 

Your weekly roster can be added 
(not mandatory). 

Click +Add another weekly shift 
pattern. 

 

 

Enter the Start and End times 
using the following format 

Example - Start time: 08:00  

 

Click +Add another weekly shift 
pattern to populate your entire 
placement roster. 

 

*NOTE: This information will show 
in your InPlace calander view 
when your Self Placement 
submission is approved. (See Step 
3 for details) 

 

 

 

 

 

  

Agency Details: 

Add the Agency and Agency 
Contact details working down the 
form.  

 

Agency Contact = primary contact 
staff member at the agency 

Contact Person = Supervisor  

 

Upload any required 
documentation.  
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Use the Save as draft button if you 
wish to complete and submit the 
form later.  

 

Use the Submit button once you 
have completed your online self 
placement form.   

Once you have submitted, you will 
be able to see the number of 
submissions under the To Do 
heading. 

Students can submit multiple Self 
Placement submissions.  

 

 

Step 2: Self Placement Feedback and Approval  

Action Details 

Incomplete feedback: 

You will receive an email asking 
you to log onto InPlace to view a 
new message which outlines what 
part of your application is 
incomplete. The message is visible 
under your TO DO heading.  

Click on the link to update the 
required information and click the 
Submit button. 
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Not Approved: 

You will receive an email asking 
you to log onto InPlace to view a  
new message which outlines why 
your placement application has 
been unsuccessful. The message is 
visible on your TO DO list.  

 

If you have any questions 
regarding why your placement 
was not approved, please contact 
your relevant WIL team for details 
and to discuss the next steps.    

 

Approved/Confirmed: 

Once your placement has been 
approved you will receive an email 
asking you to log onto InPlace to 
view a new message. A message 
will appear in the Notification list 
that your placement has been 
approved. 

 

 

 

Step 3: Viewing your placement details  

Action Details 

Click on the placement name to 
view your new placement details.  
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The details of your placement will 
be visible on this page. 

 

Calender view:  

If you chose to submit a weekly 
placement roster in your 
application, you will now see your 
timetable by clicking on Calendar. 

Scroll through the weeks to see 
your placement roster.  
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To sync your placement timetable 
to your phone click the Sync 
button for instructions.  
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