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Managing Your Assigned Placements

Users: Educational

Reviewing Currently Assigned

Placements 1 Current request

See the request from your schools awaiting a decision from the facility and the administrator.

0 Denied requests since last Iogqin

See the denied requests from your schools since 2021-07.
From the HOME page, click on Assigned 0 Requests requiring revision
. See the requests from your schools that require revision and resubmission for consideration.
Placements to view all placements that . .
0 Requests approved by the clinical facility
are Currently assigned to your school_ See the requests from your schools approved by the clinical facility and awaiting assignment by the administrg
15 Assigned placements

See the placements for your schools assigned by the administrator.

The Assigned Placements without
. s ; 14 Assigned placements without students and instructors
StUdents and InStrUCtors ||nk IS Used Wlth See ass'ggred pIacerrEr‘ts that do net have students and instructors.

Clinical Requirements Management. 0 Released placements

See released placements in the current term.

Note that you may sort assigned placements based upon a variety of filters and export the placements to Excel if
needed. (See Exporting Data to Excel for instructions!)

Home Search Placements Reports People Locations ~uments Terms

ASSig ned Placements » Current =2k Expost... / Request S=lected
Goto page: 1 2 Mex= Last==
Actions PCode Status Requests | Expired Program | Lewsl | Course "
Aesigned ¥ v v L ¥ ITv v v v
= .'-___E ZTSP17-001  Assigned Middle Z Facility Unit2 BehswPsych ZSchool ZSchool Mursing M:SMN4  Med Surg Jane Er
E .'.‘__; ZTSP17-002 Assigned Middle Z Facility Unit2 BehawPsych ZSchool ZSchool Mursing M SM2  Med Burg  Gentry
E r.:: ZTSP17003  Assigned Middle Z Facilty Unit2 BehawPsych Z School Mursing N SM3 Gentry
= .'-___E ZTSP17008 Assigned Middle Z Facility Unit2 BehawPsych Z School Mursing  M:SM2 Jane Er
E .'.‘__; ITSP17-012  Assigned Middle Z Facility Unit2 BehawPsych I School Mursing  M: SM2 Jane B
E r.:: ZTSP1T015  Assigned Middle Z Facility Uit 2 BehawPsych Z School Mursing M Sh4 Jane 5r
=B .'-___E ZTSP1T-017  Assigned Middle Z Facility Unit2 BehswPsych ZSchool ZSchool Mursing M SH4 Jane Er

© Total Clinical Placement System, 2021  Version 3.11 User Guide



Updating an Assigned Placement

If you need to update a placement such as to add a different instructor, update the total number

of students, etc., click on the update icon in the Action column of the Assigned Placement you Arfions
need to edit. School Users may now also add multiple instructors to a placement.

Use the form to update the information as needed.

e Updates that require Facility Approval: Duration, and changes in Dates outside of the
existing ranges/term.

e Updates that do NOT require Facility Approval: Level, Instructor change, Time on Unit,
Precepted Hours, Total Number of Students and assigned Students.

Keeping your placement data accurate is important for the reporting components of TCPS PlacementPro!

Adding Instructors to Placements

Instructors are not added until the placement is assigned to the school rather than during the request process. Allied
Health instructors for precepted placements are generally added to the placement for communication purposes only —
not Clinical Requirements Management.

1. Click on Assigned Placements from | Scheel

the PlacementPro home page. School * @ 2 schoel ¥
2. Forthe placement where you need Standing School i
to add the instructor, open the Program * i Nursing
placement detail screen by clicking Level * N: SN4 v
on the Update icon in the Action Course * i Med Surg g
column next to the placement. Instructor Group

3. Scroll down to the School Section i
First Name Last Name Employee ID

4. Select the instructor using the 1 Noresults found,
dropdown menu in the NAME text Name v || add
box. If the instructor is not listed.

Go to PEOPLE->Instructors and

Add )

add the instructor.

5. Clickon ADD

6. If you need to add a second Instructor to a placement, click on the ADD button under Group 1 to add a second
Instructor Dropdown/Name.
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Releasing a Placement

K Elizabeth Ellis 28123460 Z 8chool  ZTSP17-001
If you need to release a placement, click on the ¥ Frank Fair 25569874123 ZSchool  ZTSP17-001
N
Update Icon of the placement. ame Gl Add)
Total Students * i 20 Total number s
1. Click on the “Release this Placement” link _
Max Students / 5 Maximum num,
located next to the PCode. o pcode rapror | IRetease tis placement N
Status i Assigned
Update

tcpsplacement-tn.com says: *
2. Inthe popup box, click on OK if you intend to release TR e AT e
the placement.
0K Cancel
3. If thisis a Standing Placement, a second popup box will appear.
a. Click on Cancel if this is a temporary release for
this term only. Standing Status will be held in the tepsplacement-tn.com says: ]
system and reassigned for the next comparable Do you also want to be removed as the standing school for this placement
term to the school that has released the placement | ™™ ™™

unless the Standing Placement is permanently [OK: Remove
[Cancel]: Don't remove

released. Changes in facility policy or unit
availability can alter Standing Placement

availability. Cancel

b. Click on OK for a permanent release and indicate

that your school should be removed from Standing School.

Your school will continue to show this as an assigned placement until the facility acknowledges the release request.
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