Uploading Documents to InPlace
1. Log Into your InPlace account

2. Locate the placement you need to upload to on your homepage and click the word “Detail” next to the name of company:
[image: ]

3. Scroll down the page that appears to find the “UPLOAD” section and click on the subheading you want to upload to:
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4. Add today’s date to the date box: [image: ]
5. Click “Choose File” and find the file you want to add
6. CLICK “UPLOAD”
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7. CLICK “SAVE” [image: ]

[bookmark: _GoBack]TIP: You can only upload one file in each section. If you are taking photos of your documents, paste the photos into a Word document and upload the single Word file instead.
image1.tmp
Welcome to InPlace

lick here to download the InPlace Student Training Guide

Jpcoming Placements

View all placements

Agency Unit Offering Dates Duration  Supervisors Experience

Detail  Camegie Placement EHT Test Company. Extended-CR451 01/08/2016 16 MAY 2016 -

MaY 2016 1Day Mr Bob Placement  Extended Placement  View schedule & submit timesheet
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Placement Salary Details (if applicable) Minimum Wage
Type of Employment* Full Time (regular work 35+ hours 2 week)

Placement Supervisors Position In Organisation” Placement Supervsior

UPLOAD - Placement Contracts, Employer Final Assessments and Short Term Placement Records+

Description Value

Upload Your Contract of Employment*

EmployerFinalAssessment/ShortTermPlacement record"

(Global) ~
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Upload Your Contract of Employment

Provide todays date below and upload a copy of your contract of employment for this placement. Your upload can be an electronic
document or a scan or dlear photograph of each page of a paper document.

16/05/2016
File Attachment
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