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Student Guide for InPlace 

How to submit a self sourced placement 

*Please note that this guide only gives you instructions on how to use the InPlace system

to submit a self sourced placement. 

Step 1: Access the Website 

a) Open a web browser. Chrome, Firefox or Edge are recommended.

b) Enter the InPlace web address: https://unisa-prod.inplace.com.au/

https://unisa-prod.inplace.com.au/
https://unisa-prod.inplace.com.au/
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Step 2:   Log in to InPlace 

a) Click the Staff and Students button and you will be directed to the log in screen.  

 
 

b) Enter your UniSA student username and password.  

 



Page 3 of 7 
 

c) If it is your first time you have accessed InPlace, you will be directed to accept Terms & Conditions. Read and 

then accept the terms and conditions, by clicking the Accept button detailed in the screen shot below. 
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Step 3:  Navigate to submit self sourced placement  

 
a) After logging in, you are directed to your home page.  

1. At the left of the home page, you will see the heading To Do. Under the To Do heading, click Self 

Placement submission to begin submitting your self sourced placement details 

2. If you wish to apply for an available placement opportunity, click View Available on the right of 

page. There is a separate user guide detailing how to for available placement opportunities. 
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Step 4: Enter self sourced placement details 

a) An online form will load.  
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b) Ensure you gather all the required information in collaboration with the business (known has Agency in 

InPlace) where you will be undertaking the placement, before you fill out this form. The main items 

include: 

o Agency name; 

o Agreed dates when you will attend the placement;  

o Duration (total hours for this placement); 

o Supervisor name and email address; 

 

c) If you have agreed with the business (known has Agency in InPlace) the dates your will be undertaking 

the placement, enter the start and end dates. 

 
 

d) For the experience, select (General) from the dropdown menu.  

 
e) For duration, enter the number of days of the placement. 

 

f) For unit, select days.  

 

g) DO NOT add anything the weekly placement roster. 

 

h) In agency details, enter as much information as you can about the business where you will be under 

taking placement. 
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i) In contacts, enter the details of the individual at the business who will be supervising your placement.  

 
j) In the additional details comments field at the very bottom of the form, enter details of the xxxx  you will 

be undertaking on placement.  

 

 
 

k) Once you have filled out all the details, you can either chose to save as a draft, or submit the form. 

 

 
 

l) If saved as a draft, you will be directed back to your home page, where you will see in your To Do list, a 

new item to remind you the self sourced placement submission is still in draft and needs to be 

submitted. 

 

 
 

m) Once the form has been submitted, a member of the experience business team will assess the details of 

your self sourced placement, and contact you regarding the next steps in the placement process.  


