Facility Instructions for Unit Availability
The Inland Empire website (http://www.iecp.info ) is now live and you can enter unit availability information if you are a registered member through a two step process indicated below.  After you have been registered in the system, you will next identify all the units open to students in your facility and enter information about each identified unit.
Entering Unit Availability 

I.  Units (Identifying units)

1. After your registration request has been approved, you can start entering information about unit availability at your facility.  We are requesting that you be as specific as possible in indicating individual unit name (i.e. 4N Telemetry, 3S Respiratory, or 6T Oncology).  We are asking that you group units (4S +4N +4E) to allow for at least 6 student placements and 12 would be ideal.  Being more specific will enhance optimal use of clinical sites with our new clinical placement system.

2. Go to the Member Login Box at the top left of the screen.  Under You are select Clinical Facility, under User Name select the name of your clinical facility, and under Password indicate the secure password you identified when you registered.

3. Once you have entered your agency name and secure password you will go to a page titled Clinical Facility Home Page.

4. You will be asked to agree to the Terms and Conditions. 

5. On the left hand side of the screen, click on Units and the Manage Units screen will appear.  This is where you will indicate all the units in your facilities that are open to students. Units will also be associated with the appropriate clinical area (Med-Surg, OB, Peds, Psych, etc) on this screen:
a.  Add units and be as specific as possible as noted above
b. Next link the unit with the associated clinical area (i.e. 2N LDRP would be associated with OBSTETRICS; 4S Telemetry would be associated with MEDICAL/SURGICAL).
c. The units you have entered will automatically tabulate in a table at the bottom of the screen.  You may edit unit availability if you want to change the unit or delete if you made an error in your entry.

d. Click on Save at the bottom of the screen.

II. New Unit Availability (entering information about each identified unit)

1. The next step is to enter information about each of the units at your facility. In this section you will enter additional information about each of the units individually that you identified on the previous screen as being available to students.

2. Click on Manage Unit Availability (the Manage Unit Availability screen will appear).
3. If you have entered data last year, you will be able to copy that information to the current planning year. Click the Previous year Box at the top of the screen.  A new screen comes up listing all your unit information.  Click Select All and 
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4. SAVE.  The Click Manage Unit Availability again.  You can now edit the information as needed. Be sure to delete old units so they are not duplicated.
5. Steps to enter information about units:



a.   Select clinical area.


b.   Select unit.
c.   Start and end dates of unit availability: Typically you will leave this area blank. However, if a unit will not be open to students the whole year, you can identify specific dates that the unit will be available to students here.  Our academic calendar for next year extends from    July 1, 2008 to June 30, 2009. 
 d.   Total number of students allowed:  Enter the student capacity for each unit.

e.   Start time:  Indicate the start time of the shift.  Typically that will be either 0700 or 0800.

f.    Shift duration:  Indicate the length of the shift as either 8 or 12.

g.   Available shifts will populate at the bottom of the screen from the information you entered in steps a-f.  If some of the shifts are not available you can deselect a shift individually or you can select/deselect all.

j.    Comments box:  In the comments box you can indicate specific unit requirements such as “this units is only available to 4th semester students” or “this unit takes ADN and BSN students only.” If you have grouped units, you can identify what specific units are in the group.
