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Easy Steps for CCPS Preceptor Placement Process
Hospital Coordinators: 

How To Add Units with Preceptor Availability 

Log into CCPS:
Click on STEP 1 – Work with Unit Locations  
1. Click on 
 Add New Units
 link

2. From the Agency drop down select  Clinical Agency (Preceptor) 

3. Use the drop down list to select a clinical department.  The screen will refresh to show the available clinical units for the selected department. 
4. Click a unit to select it, or select several units by holding down the Control (Command) key as you click them. (The Shift key may also be used to select units that are adjacent to each other.)

5. Click the right-facing arrow [image: image2.png]


 to move the selected unit(s) into the box at the right, which indicates the clinical units that will be made available for clinical placements.  

6. Use the left facing arrow [image: image3.png]


 to move units back out of the selected units listing.  You may use the double arrows ([image: image4.png]


 and [image: image5.png]


 ) to move the entire list of units back and forth.

7. Repeat steps 2 – 5 to select clinical units from other departments that have preceptor availability. 

8. Click Submit at the bottom of the page when you are finished selecting units.  The page will refresh with a success or failure message and if successful, the display box at the top of the screen will appear, listing the clinical units you have just selected as available for Preceptor placements.

How to Add or Update a Unit Location to assist with Preceptor Identification
For Preceptor Placement, the location field will be used to display how many preceptors are available on a unit.  

This is the feature in CCPS that Clinical Coordinators will use to provide information to indicate how many Preceptors are available on their clinical units.   
Click on STEP 1 – Work with Unit Locations - The screen will show a list of the clinical units that you have selected as available at your agency for Preceptor placemant, along with the locations that have been pre-loaded in the system for you. (Preceptor1, Preceptor 2, Precetor3, Preceptor 4, Preceptor 5) 

1. Click the “brown link” of the department name you wish to edit.  The clinical department/unit that you have selected will be highlighted.  In the space below the listing of all units and locations, the system will display all of the locations for your clinical agency.  

2. Place a checkmark in the box one of the existing location names to add a the # of Preceptors you have available for this unit. (ex. If you can take 2 Preceptors, place a check in the box next to Preceptor 1 and Preceptor 2) 
3. Click Submit 

Note: You may also remove locations from a unit by deselecting the location.  However, if availability has already been created for that unit and location, the checkbox will be grayed out and cannot be unassigned 

See sample screen shot on the following page. 

Sample screen for using location field to identify Preceptor availability:  
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How to Create Unit/Preceptor Schedules
Click on STEP 2 – Work with Unit Schedules  

1. Click on Add Unit Schedule link

a. The screen will display the list of units (by location) that can be selected for creating default availability: (By default, none of the locations will be selected.  When a location is grayed out, that means that default availability was already created for it) 

2. Select the unit location(s) for which you would like to create preceptor availability or use the Select All feature to choose all available unit locations.  
3. Select the shift length for the selected unit preceptors(s) – either 8 hour shifts or 12 hour shifts.     The default selection is 8 hour shifts. 

a. (Note:  If some Preceptors at your agency are 8 while others are 12, be sure that all of the units you have selected are on the same shift length.  You can create availability separately for those with a different shift length. Or since students agree to match the preceptor schedule, you may just want to select the longer of the 2 shifts (12) to create your availability.) 
4. Select the start time for your day shift using the drop down lists for hour and minute.   The default selection is 7 am.  

a. This variable will be used by the system to calculate the shift start and end times for all shifts (3 per day if 8 hour shift length is selected, 2 per day if 12 hour is chosen).

5. For Preceptor Availability, the maximum number of students that could be accepted for clinical placement on these units will default is 1 student. (1 Student to 1 preceptor) 

6. A brief comment has been pre-populated to accompany the unit’s Preceptor availability. 

· Preceptor schedules may vary - students must be flexible to match the assigned preceptor's work schedule. Exact unit location will be provided upon acceptance.

7. Click Submit once all entries are completed.

a. A pop-up box will display a graphic of the preceptor availability that will be created by the system (using the default start time of 07:00) so that you can visualize what is being done.

8. Click OK to accept the default availability and stay on the current screen.  

Or 
9. Click Edit to be taken directly to the Edit Unit Availability screen so that you may customize the default availability or indicate blackout days, dates or times

10. Repeat steps 2– 9 to create availability for additional unit Preceptors.

How to Edit Unit/Preceptor  Schedules
Click on STEP 2 – Work with Unit Schedules  
1. Click on the “Edit Unit Schedules” link 

2. Place a checkmark in the box to the left of the unit location for the unit you would like to edit. You may also use the Select All / Deselect All options at the top right corner of the list to make your selections. 
Note: Be selective in how many units you wish to edit at the same time – unless you are planning to make the same changes for all of your availability, it may be easier to work with only a few select units at a time.

3. Enter the dates of availability that you wish to search within – the application will look for availability with start dates within this window.  Default dates are provided for you.

4. Click the Display Schedules button. 

a. The records representing the unit schedule(s) you selected will be displayed on the     screen. 

b. All of the fields except Department, Unit and Location are editable and may be changed simply by typing in the white area. You may enter additional comments to the pre-populated message. 
c. Changes may be made in any of the white editable fields. 

d. You may select a single row by clicking anywhere on the row.  The selected row will be highlighted in a darker color.  The selection checkbox at the left may also be used to select one or more rows to copy, delete or edit. 
Note: In creating Preceptor availability you are basically identifying the shifts in which you have Preceptor availability – it is not important to be specific about the days they are available. The schools have been advised that their students must match up to the work schedule of the Preceptor.  You may leave all days checked or if you are sure there is not weekend availability you may deselect Sat and Sun. 
5. Click the Submit, Copy or Delete buttons below the grid to make your changes

a. If you change your mind (before clicking submit) and do not want to save the changes you have made, click Reset.  This will restore all of previous values. 

See Sample on next page of how you can edit the schedule to match the Preceptor Availability. 

Sample: Edit the schedule to match the Preceptor Availability
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How to Review and Respond to Preceptor Placement Request 

Prior to taking action on the requests, it may be helpful to run a report to see all of the preceptor proposals that have been made for clinical placements.  The Placement Calendar report is very helpful in showing all requests in a calendar format, which will quickly identify where overlapping requests may have been made and determine what can be accepted.  
Click on STEP 3 – Work with Preceptor Requests  
1. Click on 
 Placement Requests Summary
 link
2. From the Agency drop down select  Clinical Agency (Preceptor) 
3. Enter a date range in the From and To fields.  This will result in only the proposals that occur in the range entered being displayed.  

4. Select your filter criteria (Status, School, Dept or Preferred Partners) 
5. Click “Search.”  

a. The next screen will group the requests by the proposing school and unit.

6. You may view comments between the school and clinical agency related to that proposal by mousing over or clicking on View in the Comments column.

7. You may select an action for multiple proposals on the screen simply by selecting your choice from the drop down list next to each proposal. 
8. The # 1 will be populated in the # placing column to indicate you are accepting 1 student for this precepted experience 

9. You may view more detailed information about the unit availability and the placement request by clicking on the magnifying glass in the Department(unit) field. 

10. If Preceptor assignment information is available, you may select a Preceptor from the Preceptor dropdown. (You may add Preceptor information by clicking on the Preceptor icon[image: image9.wmf]. Click cancel to return to the Placement Request Summary page.)  If it is the preceptor name is not available at this time you may leave (None) in the Preceptor field and this info can be entered once you have identified the Preceptor.  (This will be entered by using the “accepted” filter on this page and you will see all accepted preceptor requests that need Preceptor assignment)  
a. Note: Student name information will not be entered until a school has been notified that the request has been accepted. Once the school coordinator enters this info into the system the student info may be viewed by the Clinical Coordinator’s from the Placement Request Summary page when using the “accepted” filter. To view the name, mouse over the Student Info icon. To get contact info for this student, Click on the Student Info icon.  
11. Once you have made your selections, click on the Confirm Changes button at the bottom of the screen.

12. The next screen will display the changes you selected and include a text box for you to enter a comment to the school.  For proposals that you are declining, you must select a reason for declining.

13. You can click the Cancel button to go back to the previous screen and none of your changes will be saved, or you can click the Save These Changes button to complete the process.  

a. Clicking Save These Changes will trigger the system to send an automated email to each school affected notifying them of the status of their preceptor proposal.

Sample: Preceptor Placement Request Summary page before action taken:  
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Sample: Preceptor Placement Request Summary page after action taken:  
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The 4th request in the example above was not assigned a Preceptor at the time the placement request was accepted. In this case, a coordinator can assign a preceptor at another time following the steps below:
Click on STEP 3 – Work with Placement Requests  
1. Click on 
 Placement Requests Summary
 link
2. From the Agency drop down select  Clinical Agency (Preceptorship) 
3. Enter a date range in the From and To fields.  This will result in only the proposals that occur in the range entered being displayed.  
4. Select the “Accepted” Action filter
5. For any request that is assigned (NONE) in the Preceptor field, click on the down arrow and select the name of the preceptor you would like to assign to this placement. 
6. Click on “Confirm Changes” 
How to Add and Manage Preceptors 

To Add a New Preceptor:  
· Log into CCPS  

· Go to “Clinical Coordinator Admin” on the left menu 

· Click “Manage Preceptors” 

· Click the Add New Preceptor link. 

· Your clinical agency (Preceptorship) will be selected. 

· In the Preceptor Name Field, enter Preceptor’s  name. 

· 8. In the Preceptor Information field, enter pertinent information about this preceptor  ie:  Specialty  or  schedule details  (ex. Critical Care CCU – 1st Floor – 3/12’s   MTW) 

· Enter all other pertinent information requested for the new coordinator. Only shaded fields are required, but complete all fields to the best of your ability. 

· Click Submit when you are done entering information. 

· Click ADD if you want to add additional Preceptors. 

To  Update Preceptor Information:  

· Go to “Clinical Coordinator Admin” on the left menu 

· Click “Update Preceptor”

· Select Preceptor name from drop down list

· Update information

· Click Update button

· Hit cancel to return to previous screen

To  Remove a Preceptor Information:  

· Go to “Clinical Coordinator Admin” on the left menu 

· Click   Remove an Preceptor  link
· Click Display Preceptor detail button 
· Click  Remove button
· Hit cancel to return to previous screen
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