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Copyright 2020 Quantum Information Technology Pty Ltd. All rights reserved.

Information in this document is subject to change without notice. The software described in this document is
furnished under a license agreement or nondisclosure agreement. The software may be used or copied only in
accordance with the terms of those agreements. No part of this publication may be reproduced, stored in a
retrieval system, or transmitted in any form or any means electronic or mechanical, including photocopying and
recording for any purpose other than the purchaser's personal use without the written permission of Quantum
Information Technology Pty Ltd.

Quantum Information Technology Pty Ltd
www.Inplacesoftware.com

info@inplacesoftware.com
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This guide provides students with instructions on how to use InPlace,
the new Field Office system. Please ensure to go through each section
and review the screenshots for how to login, how to complete the Field
application, how to complete log books (timesheets & weekly
supervision logs), upload documents within the system as well as
review your evaluations once completed.

Logging In

1. Students will log into InPlace at https://uta-stu-us.inplacesoftware.com using single Sign-On.
2. Select Staff and Students option to login using your MyMav account.
3. Inthe Username field enter your NetID.

ARLINGTON

sso.uta.edu
T

Type your user name and password.

User name: ‘ ‘

Password: ‘ ‘

Quantum Information Technology Cookie Poiicy

4. On first login the User agreement/EULA will display. Accept it to continue.
User agreement / EULA

This InPlace System (“System™) is being provided for use by The University of Texas at Arlington ("UTA") to assist students in documenting clinical
placements. By accessing this System, | am agreeing to use it only for its UTA intended purpose and in an appropriate and responsible manner. |
acknowledge that during my use of this System, | may be required to uplead documents such as personal health records and criminal background
checks, and that when appropriate and in compliance with applicable law, UTA may provide these documents, or information related thereto, to
potential clinical placement facilities. | understand that my use of this System is voluntary and that if | have any questions or concerns regarding my

use of this System, including how my personal information is managed, | may contact an appropriate UTA clinical coordination staff member to
discuss my concerns.

Page 4 of 12
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5. A “help prompt” will appear asking you if you want to be shown to the help guide.

Welcome to InPlace

Welcome to our new-look InPlace 4.0! We've worked hard to bring you a simpler way to

view and manage all your placements. You can still do everything you used to but now
it's so much easier.

Find out how we've improved your InPlace experience.

No thanks, I'll figure it out! Ok, Show me more

Page 5 of 12
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Filling out your application

1. When you login, your home page will display your dashboard.
2. Onyour dashboard you will see the field application in your To Do list.

Smart P

Placements Available Requirements Calendar Shared Documents sastudent

'ﬂ? Placements [. Available

NEXT ATTENDING:

ﬁ Application ¥
W 0/8/2019 - 10/31/2019

View All Placements View available View shortlisted

> Notifications )

'Amfurmatwon required for Student Application for Field Placement - Student Application for Field Placement You have been assigned to Application. Starting on: 10/8/2019

3. Click on the application to open and complete your application.
4. Click on the + icon on the right hand side of each field to view the question.

A rannriace

Home Placements Available ™ Cabendar Shared D ments sastudent v

Address 3013 Bowsapint Lircle, SA

Student Application for Field Placement

Stucdent Application for Field Placerent
Lecation @
Out of state? * +
Out of State Location e
Qut of state approval +
out of State Reason +
Level & Specialty +
Agency Name +
Placement Status * +
Requirements * &

Page 6 of 12
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5. Click into each field to view your options. Please ensure to select and/or answer the required fields
and click submit after each answer to save your response. **Please note that you will need an
updated resume in order to submit your application.**

6. Once you have answered and saved the answers for each field, click submit to submit the
application to the Field Office. You will receive a message on your home page, under natifications,
once the application has been submitted.

KlinPlac

Sman Placement Solt

Home Placerments Available Requirernents Calendar Shared Documents sasludent W

Address

Student Application for Field Placement

student Application for Field Placement

Location © -

Location Type [Tl

n DFW

Ourside of BFW
Out of state? * 4+
Dut of State Location +
Out of state approval +
Cut of State Reasan +
Level & Specialty +
Agency Name a

Uploading Documents

1. Some attributes will require documents to be uploaded.
2. To attach a document within your field application, simply click on the “Attachment” box to select
your file or drag and drop your file into the box.
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ADA * -
Yes

Do you require any ADA accommodations during your placement? If yes, please upload your ADA accommodations
recommendation letter from OSD. **Please be prepared to speak with your field placement agency about any ADA
accommodations that you need.

Yes

Attachment

B select or drag a file

_____________________

To upload other documents or forms to your profile, please follow these
steps:

1. On the home page, click “Placements”
2. On the placement page, click the agency name.

View by status

1 results of 1

Hame Ve

Current

Aapplication - Test Agency for Social Flacemeant
Waork

F!InPIagg

Available Requirements
<BACK
Application - Test Agency for Social Work
o
W Placement

B 10ves2019

TPV schedule Docs  Assessment  Carpool

Contacts

Darren Sparkes
Fleld instructor

Nawnptta Smith

4. In the “Document Title” box, put the name of the form or document you are uploading. Please
title documents in the following way, Form/Document Name_YourLastName; for example,
Learning Contract_Smith; or Place of Employment Form_Gray

5. Click Upload to upload the document

Page 8 of 12
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Viewing your Evaluations/Assessment(s)

1. Inthe navigation bar at the top of your screen, click on Placements
2. Click on the Assessment tab.
3. Select the assessment to download a pdf report.

A iz MinPlace

Placements Available

ALK

55W - Mid-Term Field Evaluation
Soclal Work Midterm Test

arkies - Suprisor

Add Logbook

1. From the Home Screen select your placement. You can also go to the Placements menu item and
select it from there.

u .
A ARLINGTON

Home Placements Available Requirements Calendar Shared Documents dsswstudent

EInPlace

Smart Placement Solutions

|ﬂ7 Placemen ts [. Available

NEXT ATTEMDIA G

ﬁ Texans Can Academies (Dallas and Fort Worth areas)
L Y

82172019 - 1TSS

‘ View All Placements View available View shortlisted

ToDo @ Notifications €}
A nformation required for Student Application for Field You have been assigned to Texans Can Academies (Dallas and
L Placement - Student Application for Field Placement ? Fort Worth areas). Starting on: 8/21/2019
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2. Go to the Schedule tab.

Placements Available Requirements Calendar Shared Documents dsswstudent v

=BACK
Texans Can Academies (Dallas and Fort Worth areas)

i~
= Placement for BSW 2019 Fall

P 8/21/2019-12/11/2019 @ 480 Hours Bsw

Assessment Carpool

W.10h 5t
Map  Satellite Sunset Ave

W Jefferson Blvd W Jefferson Blvd

15 ¥0d §
pajg Buez s

einer Exploratory Eathy i LR 3 +
Arts Academy h » T ¢
Q Planet Fitness ° W 12th St W 12th St Dallas Zoo 6 %, a +
o o \1‘0’4-
A ch

® —

A
|+
3 W Page Ave

n

UEpY
Ay doys|E 5

% W Brooklyn Ave :__, W Brookiyn Ave = ) .
Go gl,e = g Y Pembroke Ave 3 IMap dats ©201% Google Terms of Use Repart 2 map error
0 325 W 12th St, Dallas, TEXAS, 75208, UNITED STATES Get directions
Armmmns Aalalamme

3. Select Add Day to Schedule.
4. Enter date and enter start and end time and click save. **Please note that time is entered based on
military time, you will find a military conversion chart at the end of this guide.**

Add Day to Schedule
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5. Under the Action column select your logbook for the day you entered.

‘ttendance summary

)1 required @0 completed

Date Agency shift Attended Hours Absence Explanation Confirmed Comments Status
(@] 9212019 A*Med Community Hospice 09:00-17:00 No -

Enter actual start and end time in military time. . **Please note that time is entered based on military
time, you will find a military conversion chart at the end of this guide.**
7. Enter any comments or details.

8. Once per week, click on Add Weekly Supervision to add Weekly Supervision Details.
9. Click on Submit or Save to save and finish later.

=+ LEAVE LOG BOOK

Saved 00:00

Timesheet

@ tao0 0w

Session 1 00:00 hes

Session 1

@ weeky

Assessment & Comments

@ commems

4= Resel £ Copy Session © Add Session B Save
10. To pull back a logbook that was entered incorrectly, go into the logbook and click on Withdraw

mlnplace = +LEAVE LOG BOOK sastudent
Joe Tester
Advanced - Aging 2020 Spring
En Test Session 1
& Mar1,2020
Weekly Supervision
@ 08:00-12:00
[5) Submitted
Areas of Discussion * (must have one entry per week)
Next Steps * (mu: ne entry per week)
session 1

Topics for follow up discussion

Assessment & Comments

Comments
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24 Hour Time Chart:

24 Hour Clock Regular Time

01:00 . 1:00 AM
02:00 2:00 AM
03:00 3:00 AM
04:00 4:00 AM
05:00 ' 5:00 AM
06:00 | 6:00 AM
07:00 ' 7:00 AM :
08:00 | 8:00 AM
09:00 9:00 AM
10:00 10:00 AM
11:00 11:00 AM
12:00 MNoon
13:00 | 1:00 PM
14:00 2:00 PM
15:00 3:00 PM
16:00 _ 4:00 PM
17:00 | 5:00 PM
18:00 | 6:00 PM
19:00 | 7:00 PM
20:00 | 8:00 PM
21:00 | 9:00 PM
22:00 | 10:00 PM
23:00 11.00 PM
00:00 or 24:.00 Midnight
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