Instructions for Entering Student Requests 

1. Log into the website www.iecp.info using your secure password.
2. Gather data. First gather data on unit availability entered by hospitals/facilities and the start/end dates of your rotation requests.  To gather unit availability information for facilities you plan to use, please follow these steps:
a. Click on the Reports tab on the left hand side of the screen. On the Reports screen you can access the unit availability that have been posted by the facilities you plan to use for student placements next year.  
i. Click on the Unit Availability List by Clinical Facility and Start/End Dates Reports and View to see unit availability. 
ii. Enter the name of the hospital to view.  Do not enter dates yet.  Click OK.  This report will show you all the units entered.  You can save the report to a word file or just print it. You will use this report to guide you in entering placement requests.
b. Check the Unit Availability Calendar on the left hand side of the screen.  Use this screen to check unit availability by month for a specific unit where you would like to place students.  You will also be able to see on this calendar if other schools have entered requests that may conflict with a new request you would like to make.  
3. Student Types. On the left hand side of the screen, you will first need to indicate the types of students at your school.  Click on student types and under new student type, indicate the various types of students you have at your school (i.e. LVN, ADN, BSN, ELM, and/or preceptor).  Click the add button each time you enter a category of students.  When you are finished entering student types for your school, click the save button at the bottom of the page.  If you make an error, you can edit or delete types of students at the bottom of the screen.

4.  New Request. Next click on New Request.
a. Select the clinical facility in the drop down box where you want to enter requests.
b. Click on a specific clinical area (Med-Surg, OB, Peds, or Psych) in the second drop down box. Do not enter dates yet.
c. Click on Go and the unit availability within the selected clinical area will populate below the Go/Cancel Buttons.  The following information will populate at the bottom of the screen: 
	Clinical Facility
	Clinical Area
	Unit
	Number of Students
	Start date
	End date
	Details 
	Request

	
	
	
	
	
	
	You can access specific information about the unit here
	Click on “Request” to start entering your requests
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d. Click on the Request button (highlighted in the above table) to start entering your requests and the Request Screen will pop up.
5. Request (you will follow the below indicated steps for each request you want to make):
a. You will be placing requests for clinical rotations from July1, 2010 through June 30, 2011.  The following information about the hospital will appear: clinical facility, clinical area, and unit.

b. You will enter in your student type, number of students (needs to be less than or equal to the maximum number of students allowed), start and end date (mandatory).

c. In the table with shifts and days, you will indicate what shift lengths you plan to use and days of the week in accordance with availability guidelines set by the clinical facility.  The length of the shift can be less than the length of shift indicated by the hospital (i.e. if the hospital indicated a 12 hour shift, you can request a 6 or 8 hour shift).
d. Select the available shifts/days you plan to use or deselect the shifts/days if you want to erase you request(s).

e. Under Comments, please include information about your pre and post-conference times and whether or not this is a new or ongoing request.

f. Click on the Save Button for each request.

g. If your request was entered successfully, a green check at the top of the page will appear with the wording “Placement request is submitted successfully.”  If a conflict occurred with your request, a conflict message will occur.  Conflicting requests can be made if the overlap has occurred on an ongoing basis.  If this is a repeat of a request you already made, a message will pop up stating that you have already made that request.
h. If you want to change or modify a request, you can do that under the Manage Requests screen. You will be able to modify the days/times and number of students from your original request.  Click on “Save” at the bottom of the screen and a green check will appear at the top of the page indicating that your change was made successfully.
6. Reports.  You can print or save a report of your 2010-2011 requests.
a. You can save or print a report of all of selected requests by going to Reports in the left column of the screen.

b. Click on List of Requests Made by Schools.

c. Indicate your school and clinical area and click on Go.  You can narrow your search by indicating clinical facility, unit and start/end dates.

d. You can now print or save the report you generated to a word file.

7. Log Out.  Don’t forget to Log Out! 
8. Facility Planning Meeting to Resolve Conflicts.  There will be a Facility Planning meeting scheduled after all requests have been placed. All schools are required to send a representative to this meeting.  Clinical facilities are also asked to attend this meeting to assist in resolving conflicts.  
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