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Introduction

Intern Placement Tracking (IPT) system, is a secure web-based database that contains
information related to the Field Education component of the Social Work programs in the
Binghamton University Department of Social Work. IPT holds the details of the 200+ field
placement agencies affiliated with the University, as well as contact and field placement
information for student interns.

IPT enables the Department to streamline the field placement process as our department
continues to expand. Students using IPT are able to browse through potential field placements
more easily and to indicate preferences for field placements that are most likely to meet their
objectives, interests, and needs.

For general field information and additional field education-related documents, you can go to the
Field Instruction section of the Department’s website at:

http://binghamton.edu/social-work/academics/field-
instruction.htmlhttp://binghamton.edu/social-work/

Please note that any and all personal information entered into IPT is secured on a web-based
server that is not publicly accessible. Your information is protected so that the only individuals
who may have access to your full information are the faculty and staff of the Department of
Social Work, College of Community and Public Affairs, Binghamton University.

All students should complete the following tasks during the field placement process:

IPT Quick Links for Students
Create New Login Name and New Password

Update Contact and Emergency Contact Information

Indicate Vehicle Access

Complete CSWE Statistics Survey

Submit Agency Preferences

Rank-Order your Agency Preferences

Submit a Resume

© N o g b~ w0 Dd P

Enter Career Goals and Hopes for your Placement
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Logging into IPT
To access IPT, visit https://www.alceasoftware.com/web/login.php. You will be prompted with
the screen below. Enter the Organization ID, default Login Name, and default Password

provided to you via e-mail or during Field Placement Orientation.

Ipt

Intern Placement Tracking
Alcea Software

Please Login to Ipt:

Note: The following information is UPPER / lower case sensitive.

Organization ID  binghamton|
User Name

Password

Forgot your username or password?

Login

Clear Orgamzation Id

You will then be prompted to submit a new Login Name and new Password with the screen
below. The Organization ID will always be binghamton.

Binghamton University
Logged in: Anthony Johnston

BINGHAMTON

UNIVERSITY

STATE UNIVERSITY OF NEW YORK

Change account login information:

New Login Name
New Password

Confirm New Password
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If you have difficulties logging into your account or have forgotten your Login Name and
Password, please notify the Director of Field Education (srescini@binghamton.edu). The
Director of Field Education will reset your account. You will then receive a message with your
default Login Name and Password in your Binghamton email account. The Organization 1D will
always be binghamton. Once you have logged into IPT using your default Login Name and
Password, follow the same protocols described in the Logging into IPT section of this guide to
establish a new Login Name and Password.

IPT Home Page

BINGHAMTON Binghamton University

UNIVERSITY Logged in: Example A-TEST STUDENT

RTATE UNIVEREITY OF MEW YORE Student Logoul | Help

#ome [Student Datail| [Agency List
Hello! Welcome to IPT :D
Change Password
Logout
Use this link to log out of IPT.
Help
Use this link to access information provided by the developers of the IPT software.
Change Password
Use this link to change your password.
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The Student Detail Tab contains the majority of your personal information, as well as contact
information for your Field Liaison and your Academic Advisor.

Emergency Contact
Emergency Phone 1 >

Home Sereet Address 542 Belman Drive
Home Caty, State Zip

Mew Fncheds, WY 108021213

Hasa Car @
Field Liason; Flvan, Brian (biflyen@baghamton edu)
Degree: MSW

Advanced Standing

Ageney Preferences
1 VWM George Agency for Chikers Serviees
2 A New Hope Cenler

3 Syracuse VA Medcal Center

Field Assignments:

Semuester

Fall 2013
Sprmg 2014
Summer 2014
Fall 2014
Speang 2013

Sumemer 2015

BINGHAMTON Binghamton University
UNIV TY Logged in: Example A-TEST STUDENT
STATE Ui Student

Home > Smudent Detasl

CEWE Statistics | Upload Picture.

Groap: SW 503 & 594 - Full Tims

Last Name A-TEST STUDENT

Furst Name Exampla

Street Address 123 Main Svedt

City, Stmte Zip Binghamisn NY 13901

Emal tesEs e @ bnghamton edu

Agency Field Instructor

[FER] | student Detail | [Rganey List]

Student Detail: Example A-TEST STUDENT

Save

Birthéste (yyyy-man-dd}
Misor
Graduation Date {yyyy-mm)

Phane Number Codes

Save

1B07) 5551355
507) S8 7587
00000000

After logging into IPT for the first time, complete the following section. To store your entries,
click on the SAVE icon at the bottom of the screen.

Contact Information and Emergency Contact Information

Please update your contact and emergency contact information: your mailing addresses,
your e-mail address, and your phone numbers, and the name and phone number of an
individual to contact in case of an emergency.

Upload Picture
You have the option to upload a photo. Please click the Upload Picture link in the top left
navigation bar to upload a .jpg picture file from your computer.

Vehicle Access
Some placements require commuting or traveling as part of routine duties. Please
indicate whether you have access to a vehicle.
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CSWE Statistics

The Social Work program at Binghamton
University is accredited by the Council on
Social Work Education (CSWE). To improve
reporting to CSWE, the Department asks all
students to complete a survey of certain
demographic and field placement-related
information.

Click on the CSWE Statistics link in the top
left navigation bar to access the survey.
Then, please complete the survey.

and Public Affairs
Department of Social Work

Homie_> Stadent Detail

(L SWE Statistics JUpload Pucture

Student Detail: Example A-TEST STUDENT

Group. SW 503 & 504 - Full Time | Save

Last Name ATEST STUDENT Phone

First Name Exampla Cell

Streer Address Birthdate (yyyy-mm-dd) 0000-00-00
City, State Zip Advisor Sophia Fiesc
Emal Graduation Date (yyyy-mm) 201605

Emergency Contact
Emergency Phone
Home Street Address
Home City, State Zip

Has a Car: &
Field Lisson: Flvan, Braan (biflven @ bingh adu)

[Home! | stugent Detai | [Ageney List

Home > Stugent Detal > CSWE Categonies

Student CSWE Statistics: A-TEST STUDENT, Example

Gender Made -

Age 2534 yaars -

Racial'ethnic Group Chicano/Memcan Amescan -
Financial Aid Loan Linsubsidized -
Fund Type Mol Tred o curen Freldwark =
Ensoliment Full Tima =

Field Instruct
e Alcabal, Drug, of Substancs Abuse .
Classification

Fuelds of Practice Alcahal, Dinsg. or Substance Abuse
Methods of Practice 1. Direct -
Degree Marsters -
Year First -

s
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Agency List Tab

The Agency List Tab contains information on all agencies that are affiliated with the Binghamton
University Department of Social Work. Click on an agency name to learn more about the agency
and its field placements.

131 0N(€)s PNV o)Vl  Binghamton University
UNIVERSITY Logged in- Example A-TEST STUDENT
STATE UNIVERSITY OF NEW YORK Student Logout | Help

[Home| [Student Detail| | agency List

Sort | Search
Agency List
| A-Z AAB CDE FGH WK LMN OPQ RST UVW XYZ
(AAB)
A New Hope Center
(A O. Fox Hospital
ACCORD
ACHIEVE (formerly Broome-Tioga ARC)
Action for Older Persons
Addiction Center of Broome County
Advocacy Center (formerly: Center for Crime Victims and Sexual Assault Services
Alcohol & Drug Council of Tompkins County, Inc. (formerly: Tompkins County Alco
|American Civic Association
Arnot Ogden Medical Center
[Ashton Health Care

Browsing Agencies
Each agency page has information about the agency and its placements, such as duties,
requirements, and scheduling options.

Please note that agency information and ability to accept students changes from
year to year. Agency details are kept as updated as possible.

Home | | Student Detail| | Agency List

Agency List > Agency Detail
PREV | NEXT

Agency Detail: Catholic Charities of Cortland County

4 MSW BSW

Primary

P, Alcohol, Drug, or Substance Abuse

Agency Catholic Charities of Cordand County Secondary
P Corrections/ Criminal Justice
Classification
To  Classifi Mental Health or Cormmunity Mental

ernary Classificanon o

County Caortland

Working Hours: Negotiable usual hours are 8 10 4 M-F Vehicle Required: No

Summer Hours: Yes Weekends of Evenings:  Yes

Transportation of Clients: Mileage Reimbursement:

Accessible by Public Transport: Yes Summer Block Option: Yes

MNumber of Students Accepted. 3 Students Taken Bath

Orther Requirements:

AllOMH and QASAS funded programs require background fingerprninting.

Addimonal Forms

Agency y I . SR ——

eh Gaa M fwww ccoce orgfindex phpfehaites-sheetesidence

Internship Catholic Charities & tinuum of services to the Cortland Community,

insluding care o, mental heslth and chemical depen rehab,
transiticnal, permanent and homeless housing cptions. Cur age a the

reputation of serving the most disenfranchised members of cur community.
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Submitting Agency Preferences

As part of this application process, you will submit your three top preferred agencies for
placement in the upcoming year. IPT offers various ways to sort and search through
agencies to facilitate your application process.

Working Hours:
Varies, normal hours are Mon - Fri 8 am - 5 pm but evening up to 8 pm and
weekends can be accommodated

Wiew in printable form

Add Submission 3

\

At the bottom of every Agency Detail Page, the ADD SUBMISSION button will add that
agency to your list of preferred placements on the Student Detail Tab.

Sorting Agencies
Step 1: Click on the “Agency List” Tab:

| Binghamton University
¥ Logged in’ Example A-TEST STUDENT

BINGHAMTON

Logout | Help

e 1o IPT D

Change Password

Step 2: Click on the “Sort” Tab to sort agencies depending on your preferences.

|3)N €57V O Binghamton University
UNIVERSITY Logged in: Example A-TEST STUDENT
STATE UNIVERSITY OF NEW YORK Student Logout | Help

Sort | S’arch
Agency List

| A-Z AAB CDE FGH LK LMN OPQ RST UVW XYZ
(AAB)

A New Hope Center

A_O. Fox Hospital

[Home | [ Student Detail || agency List

Step 3: Enter the criteria that you wish to sort your choices on the drop-down menus.
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[Home| [Student Detail || Agency List

Select Agency Sorting Options

Sort By And Then By And Then By

Agency Name E] Agency Name ~ Agency Name -
Address
MSW

L BSW

___ | Primary Classification
Secondary Classification
Tertiary Classification
County
Vehicle Required
Summer Hours
Weekends of Evenings
Transportation of Clients
Mileage Reimbursement
Accessible by Public Transport
Summer Block Option
Number of Students Accepted
Students Taken

Click on the “DO SORT” button to see your agency choices sorted.
Key terms related to sorting:

Primary/Secondary/Tertiary Classification: This term signifies the area of
social work practice that the agencies specialize in.

County: Sorting with this option, allows agencies to be filtered by the county the
agency is located.

Summer Hours: Agencies do at times offer nontraditional hours including
summer options.

Weekends or Evenings: These agencies provide opportunities for students on
weekends and evenings.

Students Taken: This filter provides information as to which type of student the
agency would prefer (foundation, concentration, or both).

Step 4: Click on the desired Agency

/ [Home| [Student Detail| | Agency List
Sort | Search
Agency List
[ / Page: 123456738

m

County Address Weekends of Evenings
Bradford (Pennsylvania) Athens. PA 18810 0
Bradford (Pennsylvania) Savre. PA 18840 0
Broome Bmghamton 13902-0550 1
Broome Binghamton NY. 13902 0
Ferre Institute, Inc. Broome Binghamton. New York 13905 0
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Step 5: Review Agency Detail
|FiEHe) [SHiEsntEetEi] | Agency List|

Agency List = Agency Detnil
PREV | NEXT
Agency Detail: United Way of Broome County, Inc.
# MSW O BSW
Agency [Urited Way of Brogene County. Inc Pransary Clawificanon  Commumaty Planmng

Secondary Classification

Tertaary Classifieatson

Counry: Broome
Workimg Hours: Vanes. normal hours are Mon — Fri £ am — 5 pm but Vehicle Required: No
Yes Weekends of Evenings:  Yes

Mileage Reimbursement: Yes

Summer Hours
Transportateon of Cleents:
Accessible by Public Transport: Yes Su
Num of Students Accepeed- 3
Orther Requirensents

All sradents must complete a Unsted Way volunteer application. Depending on the specific duties 10 be performed addinonal background checks may be required mcluding but not.

Working Hours:

weekends can be accommodated

Add Submission

Searching Agencies
Step 1: Click on the “Agency List” Tab:

College of Community
and Public Affairs
Department of Social Work

Varies, normal hours are Mon - Fri 8 am - 5 pm but evening up to 8 pm and

Binghamton Uny \
Logged in: Example A-TEST STUDEN
Stadent

BINGHAMTON

A ‘u ngency st
Tello! Welcome to IPT :D

Click on the “Search” Tab to sort agencies depending on your preferences.

)€YV o) Binghamton University

UNIVFRSITY Logged in: Example A-TEST STUDENT

STATE UNIVERSITY OF NEW YORK Student

[Home | [ Student Detail || agency List

Logout | Help

=
Agency List

| A-Z AAB CDE FGH WK LMN OPQ RST UVW XYZ

(AAB)
A New Hope Center
A_O. Fox Hospital
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Step 3: Type in the desired agency

\ |Home | | student Detail || Agency List

Search

Click on the “SEARCH?” button to see your agency.
Step 4: Click on the desired Agency
United Way Search

Page: 12

United Way of Broome County. Inc.
i of Broome poetfic. United Way of Broome County offers a umque opportumity for students __participating m one of the many semior programs funded by Unit

field placement offsite with one of United Way's more than 30 community partners. Previous field placements .. All students must complete a United Wayv volunteer applicatior

Binghamton University - Dean of Students Office
4400 Vestal Parkway East

Step 5: Review Agency Detail

Fiame) [SEiaentoutil] | Agency List|

Agency List = Agency Detail

PREV | NEXT
Agency Detail: United Way of Broome County, Inc.
# MSW O BSW
Age Prasy Classifieatson  Commimaty Plasung

Secondary Classification

Tertaary Classifieatson

Counry: Broome
Workimg Hours: Vanes. normal hours are Mon — Fri £ am — 5 pm but Vehicle Required: No
Summer Hours Yes Weekends of Evenings:  Yes

Transportateon of Cleents: Mileage Reimbursement: Yes

Accessible by Public Transport: Yes Summer Block Option:  Yes

Number of Smdents Accepeed: 3 Srudents Taken Both

Orther Requirensents
All sradents must complete a Unsted Way volunteer application. Depending on the specific duties 10 be performed addinonal background checks may be required mcluding but not.
and New York Stase Central Regusery clearance

Addstsonal Forms

TV Y T

Step 6: Click on the “ADD SUBMISSION” to add this agency to your list

Working Hours:
Varies, normal hours are Mon - Fri 8 am - 5 pm but evening up to 8 pm and
weekends can be accommodated

View in printable forl

< Add Submission >
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Rank-Ordering Agency Preferences
Return to the Student Detail Tab and rank-order your top three preferred agencies.

Agency Preferences

1 Catholic Charities of Cortland County Down Delete
2 SUNY College at Cortland - Counseling Center Up Down Delete
3 Catholic Charities of Cortland County Up Down Delete

Click DOWN to move your agency rank down a level. Click UP to move your agency
above a level. Click DELETE to remove an agency submission.

You may have as many agency preferences as you'd like. However, the Director
of Field Education will only review your top three selections.

Submitting a Resume
Upload an electronic copy of your resume using the link below.

Degree: MSW
Advanced Standing:

Re 51

Once you have clicked the link, a new window will pop up:

@ Manage Document - Moxzilla Firefox =)

@ https://www.alceasoftware.com/web/managedoc.php?mdoc=4F3A343A224 D444F43223 31353 ATBT33 A353A227461626 (652238
Manage Uploaded Document

Resume

No file selected.

Select BROWSE to enter the file from your computer. Once you have selected the file,
click UPLOAD to submit the resume.
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Enter Career Goals and Hopes for your Placement
Use the Student Comments box to discuss your career goals and hopes for your
placement in the upcoming year. This can include your areas of growth, skills you want

to further develop, populations of interest, etc.

Advanced Standing:
Resume |__',?
Student Comments:
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