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CHAPTER 4. PLACING AGENCY SETUP FUNCTION

This section explains how to use the Setup Function in order to maintain
information about:

Includes/ Examples:
Programs  Program profile
Courses  Course profile including placement type, # placement hours
Terms  Start and end dates

Departments  School of Nursing or Rehabilitation Sciences

4.1. PROGRAM SETUP
Add New Program  Follow these stepsto add a new Program:
1. Select from the left navigation
2. Select Programs from the Setup table.
3. Click =+ to add a new Program

4. In the fields provided, enter the new Program’s long name (such as BSc
Physiotherapy), short name (such as BScPT), and Discipline, then indicate
if the program is participating with Nursing Interschool or Interprofessional
Rural Placement clicking on the IRPbc checkbox.

5. Click ¢ to Save.
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EditProgram  Follow these steps to edit an existing Program:
1. Select from the left navigation.
2. Select Programs from the Setup table.
3. ldentify an existing Program to be edited, and dick ‘[f :

4. Edit any of the fields (Program long name, short name, and/or Discipline,
NIS or IRPbc participant) then click " to Save.

DeleteProgram  Follow these steps to delete an existing Program.

ﬂ')) Y ou can 1. Select from the left navigation.
deletea
Program only if no 2. Sdect Programs from the Setup table.
Cohorts have yet
been created. 3. ldentify an existing Program to be deleted, and cIicka .

4. When prompted “Are you sure you want to delete this Program?’ click
@.
4.2. COURSE SETUP
Add New Course  Follow these steps to add a new Course:
1. Select from the left navigation.
2. Select Courses from the Setup table.

3. Click < to add anew Course.

3TH 4. In the fields provided, enter the new Course’ slong name (such as NRSG
™ Blocks are 3350 — Consolidated Practice Experience 3), short name (such as N3350

useful if you wish to or RSPT230), Type (such as Project). Enter placement duration in hours,

split a 12-week and if needed include # of shifts and shift length. Duration will

placement into two automatically be calculated if number of shifts and shift length is entered.

blocks, with one
group of students to 5. Click on the dropdown box to request the type of form desired for

be pI aced in the first placement request.

6-week block and a

second group of 6. Determineif Placement Blocks will be used for the course. If so Click on
(different) students the Check box to indicate Blocks required.

to be placed in the

second 6-week 7. Click ¥ toSave

block.
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Edit Course

Delete Course
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Follow these steps to edit an existing Course:

1. Select from the left navigation.

2. Select Courses from the Setup table.

3. ldentify an existing Course to be edited, and click f :

4. Edit any of the fields (Course long name, short name, Type, Duration in

Hours, Shifts, Shift Length, Print template, and Placement Block flag)
thenclick " toSave.

Follow these steps to delete an existing Course:
1. Select from the left navigation.
2. Select Courses from the Setup table.

3. ldentify an existing Course to be deleted, and cIicka.

4. When prompted “Are you sure you want to delete this Course?’ click [OK].
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Add Course Profile

[
~ N« Toadd
3 multiple
items under

a heading (such as
multiple Course
Objectives) enter
each item as separate
content but select the
same Heading for
each entry. Thiswill
result in multiple
items listed under a
single Heading. You
can even insert
numbers at the
beginning to creste a
numbered li<t.

Attach a Course
Document

Oncea
<|l)) document has
been saved, the
title asit appearsin
your computer will be
changed to ageneric
“Word Document”.

Each course can include a full Course Profile that describes course focus or
objectives, prerequisites, method of evaluation, etc. Follow these steps to add
a Course Profile to an existing course:

1. Select from the left navigation.
2. Select Courses from the Setup table.
3. ldentify an existing Course to be edited, and click D

4. Select anew section heading from the Add Profile Entry dropdown. For
example, to add a Course Description select this choice from the
dropdown.

5. Place the cursor in the text box under the selected Heading and enter the
relevant content. You can either type the content directly into the text box
or you can cut and paste from an existing document in Word or other text

format. When the entry is complete, click .

6. When you have finished adding the desired headings and their associated
content, click [CTose Window ]

Follow these steps to add a Course document:
1. Select from the l€eft navigation.

2. Select Courses from the Setup table.
3. ldentify an existing Course to be edited, and click B
4. Inthe Documents Section click on the +

5. Select the browse button to search your computer for the document you
would like to upload. Once located click on the Open button. The title of
the document will now appear in document box.

6. Click ¢ to Save.
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Edit Course Profile  Follow these steps to edit an existing Course Profile:
1. Select from the left navigation.
2. Select Courses from the Setup table.
3. ldentify an existing Course to be edited, and click B

4. Toedit an existing section, click and revise the content in the text
box.

5. To delete a section, clicka and click [OK] when prompted “Are you you
sure you want to delete this Course Profile entry?’

6. When you have finished editing the desired headings and their associated
content, click [CloseWindow).

V4

4.3. TERM SETUP
Add New Term  Follow these steps to add a new Term:
1 Select from the left navigation
2. Select Terms from the Setup table.
3. Click =+ toaddanew Term.

4. Inthefields provided, enter the Term Long Name, Short name, Start and
End Dates, and click " to Save.
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EditaTerm  Follow these steps to edit an existing Term:
1. Select from the left navigation

2. Select Terms from the Setup table.

w

Identify an existing Term to be edited, and cIickf.

&

Edit any of the fields then click " to Save.

DeleteaTerm  Follow these steps to delete a term:

) A Termcanbe | 1. Select from the left navigation
deleted only if it

hasnot beenassigned | 2 Sdect Terms from the Setup table
to any Cohorts.

3. Identify an existing Term to be deleted, and click a
4. When prompted “Are you sure you want to delete this Tern?” click[OK]

44. DEPARTMENT SETUP

Add New  Follow these stepsto add a new Department:

Department
5. Sdect from the left navigation.

6. Seect Departments from the Administration table.
7. Click = to add new Department.

8. Inthe fields provided, enter the Department Long Name and Short Name,
and click " to Save.

Edit Department  Follow these steps to edit an existing Department:
1. Sdect from the left navigation

2. Sedlect Departments from the Administrationtable,

4
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3. ldentify an existing Department to be edited and click

4. Edit any of the fields and click ¥ to Save.

Delete Department Follow these steps to delete a Department:

ﬂl)) A 1. Select from the left navigation
'l Department

canbedeletedonly | 2. Select Departments from the Administrationtable.
if no Cohorts have
been created for it. | 3. Identify an existing Department to be deleted, and cIickﬁ..

4. When prompted “Are you sure you want to delete this Department?’ click
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