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Step Action

1. Click the Records and Enrollment link.
[i- Recards and Enrallmen

2. Click the Placements link.

[ Placements

3. Click the Student Placements link.
[Student Placerments]
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Student Placements

Enter any information you hawe and click Search. Leave fields blank for a listof all values.
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Step Action

4, Click the Add a New Value tab.

" Add a Mewvalug |

5. Enter the students ID information into the EmplID field. For this example we use a
valid value e.g. "0208928".

6. Click the Look up Academic Institution (Alt+5) button.

=

7. Click the GLSGW link.

8. Click the Look up Academic Career (Alt+5) button.

9. Click the PGR link.
PGE

10. Click the Add button.
Add
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Step

Action

11.

Enter the desired information into the Term field. Enter a valid value e.g. "2011".

12.

Press [Tab].

13.

Click the Placement Number list.
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14. Click the Placement 1 list item.
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Step Action
15. Enter the desired information into the Title field. For this example type a valid
value e.g. "Studying Fisheries Husbandry at Pitlochry".
16. You now need to add the relevant start and end dates.
Click the Choose a date (Alt+5) button.
17. Click the list.
Cecember |v
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Click the list.
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Step Action

22, Click the Choose a date (Alt+5) button.

23. Click the list.
December |w
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Step Action

24, Click the February list item.
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Click he 2012 list item.
2012
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27.

Click the 29 link.
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Step Action

29. Click the Research furth list item.
tResearch furth |
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Step Action

30. Group codes in MyCampus are linked to the Group Type.

Click the Look up Group Code (Alt+5) button.

31. Click the RSF link.

32. Placement Types are linked to the Group type. We do not use the Sub-Category.

Click the Look up Placement Type (Alt+5) button.

=

33. Click the RSF link.

34. Click the Look up Organization (Alt+5) button.

=

35. In this example we will search for Fisheries Research Services.

Click the Search Name list.

bens win [v]
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Look Up Organization
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| LookUp || Clgnot= |Basic Loakup
e
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=
between
in
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Step Action

36. Click the contains list item.

contains

ites | Main Menu > Records and Enrolment > Placements > Student Placements

‘ Look Up

Look Up Organization

External Org ID: begins with | s

Search Name: containg hd

Organization Type:| beging with s

| LookUp | Clear | Cancel |pasic Lookup

Searching this table may take a long time. Enter values above before requesting
ookup

& Local intranet v Hm0oh v

Step Action

37. Enter the desired information into the Search Name field. Enter a valid value e.g.
"fisheries".
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Step Action

38. Click the Look Up button.

39. Click the FISHERIESRESEARCHSERVICES link.
FISHERIESRESEARCHSERYICES]

40. Some Organisations have locations added in MyCampus - if there isn't one there please
leave blank.

Click the Look up Location (Alt+5) button.

=

41. Click the Fisheries Research Services link.
[Fisheries Research Services|

42, This field is important, for the student to view this information you must tick this box.

Tick the Make Visible option.

ClMake Visible

43. Some organisations have Supervisor information added, if none are available in the
drop down list you can use the text field to store the Supervisors name.

Click the Look up External Supervisor (Alt+5) button.

=

44, If nothing appears here,
Click the Cancel button.

Cancel

45, Enter the desired information into the Placement Supervisor field. Enter a valid value
e.g. "Dr George Smith".

46. In the Grade Information box, enter only if the placement has a grade or outcome
placed against it.

47. Program and Plan information is not required but if you know it you can add here.

Click the Look up Academic Program (Alt+5) button.

=

48. Click the 7000 link.

49, Click the Look up Academic Plan (Alt+5) button.

50. Click the Humanities Computing,PhD link.
Hurnanities Computing PHD

51. This field is visible to the student.

Enter the desired information into the Comments field. Enter a valid
value e.g. "Student can view this comment".

52. This field is not visible to the student.

Enter the desired information into the Private Comments field. Enter a valid
value e.g. "Student cannot view this comment".
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Step Action

53. Click the Save button.
54, The student will now see this information in the MyCampus Student Centre under

"View My Placements”
End of Procedure.
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