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Self Placement

Self  Placements

Self Placements enables Students to source/ nominate their own Placements and submit 
the details to Staff via the InPlace Student Portal. You are able to review the submitted Self 
Placement, request additional details and have the option to approve the submitted Self 
Placement. 
 
To approve the Self Placement, use the Self Placement Wizard to generate a Placement with a 
status of Confirmed.

Enable the Unit Offering to allow Self  Placements 

Self Placements must be enabled for each Allocation Group in order to allow Students to submit 
Self Placements. This task is performed by the WIL Champion.
 
To allow Students to submit Self Placements:
1. Log into InPlace

2. Select Allocation Groups from the Placement menu

3. Click on the Filter header to expand the filter section

4. Enter the Allocation Group name in the Search field (this will be the course code)

5. Click Filter
6. Click on the name of the appropriate Allocation Group to display the details

7. Check the Self Placement check-box

8. Click Save
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Submit Self  Placements:
Once the Allocation Group has been enabled to allow Self Placements submissions, students are 
able to submit Self Placements through the InPlace Student Portal. 

If a Student is unable to get to a computer to submit a Self Placement, you can submit a Self 
Placement on a Student’s behalf:
1. In the Placement menu select Self Placement.
2. Click the + Add a new item link and enter the Placement details as supplied by the Student.

Review Self  Placements: 
Once a Self Placement is submitted, the status changes from Draft to Pending. Once submitted, 
each Self Placement should be reviewed and actioned. In the Pending status, the Self Placement 
can no longer be updated by the Student, and will display on your Home page as an alert. 
 
 
 
 
 

 
To review the Self Placement and request more details from the Student: 
1. Locate the Pending Submission alert on the Home page.
2. Click on the Student name link to open the Self Placement (or search from Placement>Self 
Placement List). 
3. Review the Self Placement details the Student has submitted.
4. Select Incomplete from the Status drop-down. 
5. Enter comments to the Student in the Feedback field.
6. Click Save & send.
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The Self Placement status is updated to Incomplete and returned to the Student for updating. The 
Student receives a notification email and is able to login to view the feedback comments, update 
the Self Placement and resubmit. Once the Student resubmits, the status returns to Pending and 
you are able to review the updated submission. 

If you are ready to approve the submission, continue to the section: Self Placement Wizard. 
*Note: If the Student has submitted a Self Placement that is not appropriate or does not meet the 
WIL needs of the course, select Not Approved from the Status drop-down and click Save & send.

Locate Specific Self  Placements: 
If there are too many Pending submissions on the home page, it may be difficult to locate a 
specific student’s Self Placement submission. It is possible to search for a specific Student’s Self 
Placement using the Self Placement List. 

To locate a specific Self Placement submission:
1. Select Self Placement from the Placement menu.
2. Search for the Self Placement by Student, Status or Allocation Group.
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Self  Placement Wizard (approving self  placement submission):
The Self Placement Wizard is used to approve the Self Placement submissions and ensures 
that the Self Placement details are loaded correctly into the InPlace WIL System as a confirmed 
Placement record.
1. Review the Self Placement details.
2. Scroll down to display the bottom of the screen.
3. Click Self Placement Wizard button.
*Note: If the Self Placement Wizard button is not enabled, your user does not have access to 
the Allocation Group (course offerings the student is in). This needs to be updated by your WIL 
Champion or InPlace Support before you can process your Self Placements.
 
Step 1: Match Agency 
In Step 1 of the Self Placement Wizard, the InPlace System tries to match the Agency entered by 
the Student, with Agencies that already exist in the system. Closest Agency matches are displayed 
in order of ranking.
• If an existing Agency matches, click the corresponding Select radio button and click Next.
• If an existing Agency matches but the Student has entered additional/ alternative details, click the 

corresponding Merge link.
• If the Agency does not yet exist, it can be added.
 
Merge Agencies
To merge the Agency details submitted by a Student with existing Agency details in InPlace, click 
on the Merge link next to the Agency you would like to merge it with. 

The existing agency details will be displayed next to the details submitted by the Student. The 
Final Merged Agency column displays how the merged Agency details will appear. 

You can choose which Agency details to accept for the Placement by selecting fields from the 
Existing Agency and Submitted Agency columns.
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To merge the Agency details, click on the Next button. 

Add Agencies 
1. If there are no existing matches, click Add as new Agency button
2. Complete the Agency details
3. Click Save
4. Click Next to continue to Step 2: Match Personnel

Step 2: Match Personnel 

In Step 2, the InPlace System tries to match the Agency Personnel details entered by the Student, 
with Agency Personnel that already exist in the system. Closest Personnel matches are displayed 
in the order of ranking.
• If an existing Personnel matches, check the relevant Supervisor and Correspondent check-boxes 
and click the Next button.
• If an existing Personnel matches but the Student has entered additional/ alternative details, click 
the corresponding Merge link.
• If the Personnel does not yet exist, they can be added.
 
 
Merge Agency Personnel
Like Agency details, existing Agency Personnel details can also be merged with details submitted 
by the Student. 

Select the Merge link next to the Agency Personnel contact details you would like to merge with.
The existing personnel details will be displayed next to the details submitted by the Student. The 
Final Merged Personnel column displays how the merged Agency Personnel details will appear. 

You can choose which Agency Personnel details to accept for the Placement by selecting fields 
from the Existing Personnel and Submitted Personnel columns.



InPlace Support V4.10 Quick Reference Guide: Self Placement. Page 6 of 7

Self Placement

To merge the Personnel details, click on the Next button. 

To Add Agency Personnel
1. If there are no existing matches, click Add as new Agency button
2. Complete the Agency Personnel details
3. If the contact will be the Student’s Supervisor, check the Placement Supervisor flag
4. If the contact will be correspondence for the Agency, check the Correspondent flag
5. For all contacts, check the “Permit view” flag
6.Click Save
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*Note1: The Permit view flag must be checked in order for your Discipline to view the Agency 
contact details. 

*Note2: At least one agency personnel for the agency must be flagged to “Receive.

Step 3: Additional Information
The 3rd Step of the Wizard displays any additional information submitted by the Student, these 
may be values or file attachments. The top part of the page displays the submitted attributes; the 
bottom part enables the updating of attributes. 

The attributes are displayed over two tabs - Placement Attributes and Agency Attributes. 
Placement attributes copy across from the Self Placement attributes submitted. Agency attributes 
must be manually updated by the Staff member. 

To update the Agency attribute:
1. Review the values displayed in Submitted Attributes.
2.  Review the Placement Attributes tab.
3. Update Attribute details if required. 
4. Click on the Agency Attributes tab.
5. Update the Agency Attributes required 
6. Click Next to continue.

Step 4: Review & Approve
This is the final step of the Self Placement Wizard is a final chance to review and update any 
details. 

To update any of the details, click the corresponding Edit link. If no updates are required, 
click Approve & Confirm Placement. The Self Placement status is updated from Pending to 
Approved. A Placement is created with a status of Confirmed 

For further assistance, please contact your school’s WIL team or visit InPlace Support Online Help
or contact the InPlace Business Support Team at inplace.support@rmit.edu.au


