ClinConnect User Guide



Module overview

This module covers:

» Student placement agreements
» ClinConnect coordinators and contact details
» How to modify and create, unit and clinician profiles
How to add/change capacity and availability on a unit or clinician profile

How to change capacity on the View/Manage Capacity Variation page

>
>
» How to Approve and Not Approve Placement requests.
» How to create placements by exception
» How to Accept/Decline Requested Placements by Exception
» Make changes to placements

0 Change the end date of a placement

0 Change the student category or supervision type

0 Move placements to a different location

0 Move placements to a different stream and location

0 Add comments and attachments

0 Change the dates for flexi placements

0 Change the number of days for flexi placements

0 Change a flexi placement to either full-time or part-time
How to cancel placements
Marking commencement and attendance

Recording daily attendance

Troubleshooting scenarios



Student Placement Agreements

Find a Student Placement Agreement

> Go to Profiles > Find Health Service and search for the Health Service

S

~ Search Criteria

Status of Health Service Active v
Short Name HNELHD]
Full Name

Tip: Health Services cannot take students
from an Education Provider without a valid
Student Placement Agreement.

» On the Health Service Profile page, select the Student Placement Agreements tab and then click
the Edit or View button to view the Student Placement Agreement details:



Health Service ClinConnect Coordinator details

The ClinConnect Coordinator contact information can be found on the Health Service
Profile page.

» Go to Profiles > Find Health Service and search for the Health Service

~ Search Criteria

© Status of Health Service Active v
Short Name HNELHD
Full Name
» Select the Edit or View button:
1 Record(s) Found
Health Service Full Name Coordinator Edit
Hunter New England LHD Doreen Holm, Doreen.Helm@hnehealth.nsw.gov.au, 02 4524 6343
Page 1 of 1

» On the Health Service profile, click the Contact Details tab to display the contact information:



Facility-discipline contact information

> Go to Profiles > Find Facility and search for the Facility:

> On the Facility profile, click the Contact Person tab to display the facility contact details:



Education Provider Contact Details

> Go to Profiles > Find Education Provider and search for the Education Provider:

Dashboard Profiles Placement Tasks Student Tasks Admin

Home > Dashboa{ Find Health Service Create Unit
Create Health Service View/Manage Capacity
Variak
Important Da| Find Facility Find N N ' About ClinConnect
Create Facility ~— (‘ ClinConnect is a web bi
. . . Creal€'® FULTE? providers and health pr
Manzge Profile D{ Find Unit placements across all s
Request Clinical Flacement 70272015 ATTITE015 : N
ClinConnect facilitates |
Approve Clinical Placement Request 25/02/2018 | 17/03/2018 clinical placements bet
Accept Clinical Placement Offer 18/03/2015 07/04/2019 students meet requirer
. commencing placemen
Manage Profile Data 08/04/2019 21/04/2019

» The ClinConnect Coordinator and Delegate’s details are shown on the Education Provider profile and
the discipline contacts are found on the Contact Person tab:

Coordinator Details: Delegate Details:
Name Mary Mary-lou MName Harry Harrison
Position ClinConnect Coordinator Position Clinical Placements Manager
Email mary@uoaus.edu.au Email harry@uoaus.edu.au
Contact Number 02 9999 9999 Contact Number 02 5999 99938
Altachivents Student Placement Agreainen lan.: Clinical Schol
Discipline First Mame Last Mame Position Email Phone Edit Remave
Medicine [—1 === :;:fa‘t’fon i SN | | Edit [ Remove E3

Add



Add a new or change information on a Unit profile

> Select Discipline and Cycle and then go to Profiles > Create Unit (to create a new unit) OR
Find Unit (to find and modify an existing unit):

>
>

> If you are modifying a unit profile, you will need to search for it first:

Tip: You do not need to enter all of this search

criteria. Usually just searching for Health Service
and Facility is enough or using the Direct Search.

»  Click the Edit or View button:

> Make changes / additions and Save Note: Entering capacity and availability is covered later in this module.
Modify unit profile: Add unit profile:

Tip:
Bed/Clinicians/Chairsis
a description of the
Unit. It is not capacity.

Tip: Phone number must
be in XX XXXX XXXX
format.




Add or update a Clinician Profile

Clinician profiles sit within Unit profiles so you will need to search for the Unit
profile first (see previous slides).

» On the Unit Profile, click the Clinicians in Unit Tab then click Add to add a new Clinician
or Edit to modify the details of an existing one:

>  Enter the information/make any relevant changes and Save:

Make sure to enter the contact
details also

Unit and clinician
profiles can be
created or modified
or
activated/inactivated
in any window except
the Request and
Accept window

The name of a The same profile can
unit/clinician can be active/inactive
only be changed and have different

during the Manage information across
Profiles window placement cycles

Tip: Accepts part-time
placement for full-time
capacity means that the

clinicianis happyto take
part-time placements
even if they work full-time.

Details cannot be
removed from a
unit/clinician profile if
there are active
placements using that
information



Enter Capacity and Availability on a Unit or Clinician profile

» Select whether the Unit/Clinician will take students:
0 Full time (M-F),
O Part-Time Fixed (M-S) or Tip: Full Time / Part Time Fixed is the most flexible

0 Full-Time/Part Time/Flexi/Rotating (M-S):

and is the best choice.

Full Time Fixed (M-F}

Full Time/Part Time Fixed (M-S) [—sav—i]

Full Time/Part Tims/Flexi/Rotating

» Enter the number of hours (usually 8), the days of the week and the Capacity:

-, < = OO

Dentistry and Oral Health Unit profiles

» When updating the capacity and availability for Dentistry and Oral Health, you will perform

the above steps except that you will enter the Capacity in Dentist Chairs (not students) and
the hours will likely be only 3 or 4 per shift (not 8).

Tip: You do not need to use all shift types. Leave

any that you do not want as ‘Inactive’.

Medicine Unit profiles

» When updating the capacity and availability for Medicine, you will perform the above steps except
you won’t enter capacity because medicine has ‘unlimited’ capacity. The number of hours for the
half day and part day shifts will likely be 3 or 4 per shift (not 8).

pacity | Contect Details | Attachments by Unit

Shift Hours Mode Days per Week Mon | Tue | Wed | Thu Fri Sat | Sun Unlimited Capacity
Full Day 8 Full Time Fix: ¥
Half Day Inactive v
Part Day 3 Inactive v

Part Day 2 Inactive M



Enter capacity using View/Manage Capacity Variation

Use the View/Manage Capacity Variation functionality if you need to reduce your capacity
for a short time only. You cannot change your daily availability here.

The capacity entered on the View/Manage Capacity Variation page over-rides the

capacity entered on the Unit/Clinician profile.

» Select Discipline and Cycle and then go to Profiles > View/Manage Capacity Variation then search for
the unit/clinician profile you want to change:

-



»  Select the Shift that you would like to modify capacity for and then click the Modify Capacity button:

Tip: If a placement starts in Cycle 1 .
P p Y Tip: the numbers on this page refer to
and ends in Cycle 2, you may need to . ) )
A ) available capacity / total capacity. For
vary the capacity for both cycles. This

. example 2/4 means that there are two
means you will need to change your )
. . placements available out of a total of
Cycle in the top right hand corner of four
ClinConnect. :

> Select the dates that you would like to change the capacity for and then enter the new Total
Capacity in the box and Save:

Modify Capacity

®
Select the dates you want to change the
capacity for:
ate From —01/07/2019 Example: If you have a capacity that is 0/1
Date T it o
ate To 27/09/2010 1 and you need another 1 placement, you will
Shift Enter the new Total Capacity n hange T | i 2.
for the <hift in the box eed to cha ge Tota Capac ty to
Day 2
T (e

&4

Tip: Click the Variation History button on

the Manage Capacity Variations page to see
previous variations to capacity.




Approve/not approve requested placements
After placements are requested by Education Providers, Health Users then need to Approve/Not
Approve them.

» Select Discipline and Cycle then go to Placement Tasks > Approve/Not Approve Placements:

Tip: You can also Approve Placements on the

Manage Placements page. Go to Placement Tasks
> Manage Placements.

> Enter search criteria and click Search:

Tip: Requested placements will not have a
Placement ID or a student assigned to them so you

will have to search for the Health Service, Facility
and Unit below.




> Select the Requested (purple) blocks that you wish to Approve and then click Approve. If you
do not want the placements, click Not Approve:

Tip: You can Approve (or Not Approve) multiple

placements at the one time by selecting the purple
blocks and clicking Approve.

O

» Once the placement blocks have been Approved, they will turn green and will have a dashed
border indicating that they are Tentatively Approved. Placements that were Not Approved

will be Yellow:

Tip:

. Placements can be Approved/Not Approved as many times as required whilst the
window is open.

. When the window closes, any placements that have not been actioned will be Not

Approved by ClinConnect.



> You can make changes to placements before Approving them by selecting the Edit button first:

O

> Select Change and Approve then

> Make the relevant changes on the pop-up screen and Save:

Approve | Not Approve | Change Placement

©Original Placement Details(Read Only):

Date From 27/01/2020
Date To 13/03/2020

Full Time Fixed (H-F) H Attachments | Comments

Days of Week
MT WTF S S

Education :nlvers::tly of PP @
Frovider ewcastle
oot Number of Days per Week [ |
Number o
Students Total placement days required____|
Description Valuss Required
Student Category uG4
Stream Primary(Not applicable)

Makeup Placement
Supervision Type

o
Health Provided

Attachments(Limit:1MB)

Choose File |Mo file chosen

O Not Apprave

~ Change and Approve

ange mumber of Placements

Number of Students[ 1|

LHD Comments:

Change Facility/Unit/Clinician/Shift
Change Days and Dates

Facility: | Prince of Wales Hospital M

MTWTFSS
unit: | Nuclear Medicine POWH v ¥ ¥
shift  Day v Date From

Flexi Dates and Days or Full Flexi only -

[27/01/2020]F

Date To 13/03/2020 | H

Total placement
ey Coculated

e e

» Placements that were changed
in some way will have an

asterisk (*):

Tip: You can...

*  Move the placement
to a different
location/shift

e Reduce the number
of placements

e Change the dates

e Addacommentor
attachment




Placements by exception (PbE) and

Requested Placements by Exception (RPbE)

e Are created/requested during the Manage Placements window.
e Canstartin Cycle 1 and end in Cycle 2.
e Cannot be requested over a calendar year.

e Can be created/requested up to 21 days before they are due to

start (called Early Placements.)

e Health Service users must Accept RPbEs up to 21 days before the

placement is due to commence.

e If the placement is not Accepted or Declined by 21 days

ClinConnect will decline it.

e Health Service Coordinators can create PbEs up to 7 days before

they are due to start (called Late Placements.)

e Students must be assigned to early PbEs or Accepted RPbEs by 21

days before the placement is due to commence.

e Students must be assigned to late PbEs within 24 hours of its

creation.

Tip: Education Provider users cannot request placements by exception for
Medicine. Instead, Education Providers can just perform a normal request

(Placement Tasks > Request Placements).

Health Services can Create Placements by Exception for Medicine.




Create placements by exception

» Select Discipline and Cycle and then go to Placement Tasks > Create Placement by Exception
-

Tip: Education Provider users need to make
o sure that they select Requested Placement

by Exception not Request Placement.

> Enter search criteria:

Tip: You need to enter the exact dates of
the placement. If you leave the dates as the

start and end dates of the Placement Cycle,
you will be requesting one long placement
for the entire Cycle.

» Possible placement options are given. Select the placement block you wish to create and click
Accept Exception (health users) or Request PbE (education provider users):

Tip: You can reduce the number of
placements you wish to Request by
changing the number in the box.




» Before you request or create the PbE, you can edit it first by clicking the Edit button:

» When you create the PbE, the Placement block will turn blue and will be given a placement ID.
The Education Provider can now assign a student:

-

Tip: The placement ID can be found

by using the hover-over feature (see

tips and tricks).
If the placement is no longer
required, it will need to be

cancelled.

» The Education Provider will receive an automatic email telling them that a Placement by
Exception was created.



Accept/decline a requested placement by exception

» Select Discipline and Cycle and then go to Placement Tasks > Manage Placements
» Enter search criteria:

Tip: When searching for Requested
Placements by Exception, select

Requested PbE to narrow down the
search.

> Onthe Manage Placements page, select the pink placement block you wish to Accept/Decline
and click either the Accept RPbE or Decline RPbE button:

Tip: You can accept/decline
Requested Placements by

Exception (RPbE) as many
times as you like up to 21 days
before the start date.

> If you Accepted the placement, it will turn blue.
> If you Declined the placement, it will turn orange.



Make changes to placements

In order to make any changes to placements, you first need to find the placements on
the Manage Placements page.

» Select Discipline and Cycle and go to Placement Tasks > Manage Placements:

< = >

> Enter the search criteria:

Tip: if you know the Placement ID, you can search
for it here. You can also search for the Student ID
if the student is assigned to a placement.

Tip: Select different placement statuses to find
what you’re looking for more quickly.



» The placements that you’ve searched for are shown on the Manage Placements page:

If you receive a ‘No results available’ message, you will need to change what you are searching for.

Tip: Click on the words Search Criteria to reopen

the search page so that you don’t have to reenter
all search information again.

> On the Manage Placements page, select the placement you wish to change by putting a tick in the
box and click the Edit button:



» The Edit pop-up will then be displayed ready for you to make the relevant changes:

Edit Accepted Placement

Tip: You can select/deselect the placement/s y

List of Placements wish to make changes for.
Placement ID | Student Number First Name
| 936707
#| 936708
#| 936709 -
o 93RTIN

Check All I Uncheck AIII

Comments: )
Comments
s
Attachments
Choose File | Mo file chosen [T‘
Original Details Placement Dates Placement Timing
Dtz From: [ 03/13/2015 From:| 02/12/2015 |34 Full Time Fized [M-F)
5 4 ime Fixed (M-5)
Date To: To: E Full Time/Part Time Fixed (M-5)
2t To 27/12/2015 o |27/12/2019 | ® Flexi Dates and Days (M-F)
MTWTFGSES k
Days: F Mzximum zvailzble placement days calculzted: MT WTF s s
Bl o . Ful Flexd (M-5)
Tota it 2
days requirad El ; placement oays:
over selected
black:

Change Placements to Another Student Category
Student Category: UG3 v

Change Placements to Another Supervision Type

Supervision Type: | Health Provided hd

Move Placements to Another Unit/Shift

Stream:| Eye infections

Facility: | Wollongong Hospita
Unit: | Optometry 2

shift  |Day

4|4 4|4



Change the end date

» The end date can be changed up until the end date of the placement.

» End dates can be changed to a later or earlier date as long as there is available capacity.

>

a Friday if the placement is only Tue and Thu.

The end date must fall on a selected placement day. For example, you can’t change an end date to

Edit Accepted Placement

List of Placements

Placement ID | Student Number

First Name Last Name
| 725 m— L] — —
v 725,y —— — L
< 725 — — e
Check All| Uncheck All
Comments:
Arachments
4
Attachments

Choose File | Mo file chosen

oOriginal Details Change Placement End Date

Date From:

10/06/2019 From:| 10/0642010
Date To: 28/06/2019 To 28/06/2019 =3
MTWTFSS
Days: Placement days calculated:
Total
placement
days required |
over selected
block:
Change PI to Anoth Category
Student Category: Nursing 1 M

Move Placements to Another Unit/Shift

Facility: Calvary Health Care Koegarah v
Unit:  Geriatric Rehab M
shift AM T

Tip: If you only need to make changes to

some of the placements in the block, uncheck
the ones you do not want to change.

Comments

@
ra

Dare From
Diate To:

Days:

Tatzl
plzcemeant

over s=lected
Block:

Original Details

days required

Placement Dates

24/02/2020 From:| 24/02/2020 _-ﬂ
10/04/2020 To: 10/04/2020 j
MTWTFZSS

Maximum available placemant days cloulzted:

Totzl placement days
14

Placement Timing
Full Time Fixed (M-F)
Full Time/Part Time Fixad (M-S}
® Flexi Dates and Days [M-F)
MT WTTF S5 5S

Full Flexi (M-S}

Tip: If the placement is a flexi

placement, you might need to
reduce the number of days too.




Change the student category
» Health Service Users can change the student category up until the start date of the
placement.

» Health Service Coordinators can change the student category up until the end date
of the placement.

Edit Accepted Placement

List of Placements

Plscement ID | Student Number | First Name Last Name Tip: If you only need to make changes to
¥ 725 m— L] — .
¢ 7250 T e —— some of the placements in the block, uncheck
720 e m— = the ones you do not want to change.
Check All| Uncheck All
Comments:
Attachments Comments

A

Attachments
Choose File |Mo file chosen

original Details Change Placement End Date
Date From: From: [10/06/2019 ]
Date To: To: [ 28/06/2019 |

MTWTFSS
Days:

Placement days calculated:
Total
placement

]

over selected
block:

Tip: If a student category is missing from the
Change Placements to Another Student Category
Student Categogg

drop down list, you will need to add it to the
Unit/Clinician profile first.

Move Placements to Another Unit/Shift

Facility: Calvary Health Care Kogarah ~
Unit: | Geriatric Rehab v
shift | AM v



Change the supervision type

» Health Service Users can change the supervision type up until the start date of the
placement.

» Health Service Coordinators can change the supervision type up until the end date
of the placement.

» You can only change the supervision type to one that is available on the Unit
profile.

Edit Accepted Placement x

List of Placements

Placament ID | Student Number First Name Last Name
¥ 98"
# 58!

Check All] Uncheck AIII

Comments:
nmert
~
Attachments
Choose File | Mo file chosen Add
Original Details Placement Dates Placement Timing
Date From:  [24/02/2020 From: 24/02/2020 | Full Time Fix }
Date o 10/04/2020 To: | 10/04/2020 |4 Full Time/Part Time Fixec [M-5)
® Flexi Dates 2nd Days (M-F)
MTWTFSS .
Days: Maximum available placemant days calculated: MTWTFSS
Tlc'.al . Full Flexi (M-S}
plzczmen r2l placament days: o
e ered T.:\ plzcement days

over sslscied
block:

Change Placements to Another Student Category

Student Category: GEM2 v

Change Placements to Another Supervision Type
Supervision Typg@ Health Provided

Move Placements to Another Unit/Shift

Stream: |Adult only v
Facility: |Port Kembla Hospital v
Unit: | PicH v
Cliniciant | Speech Pathologist 1 v
shift  [Day v

V



Move placements to a different location and stream

> You will only be given options that can accommodate the placement based on having the
same student category, supervision type, placement days and available capacity.

> Health Service Users can move placements up until the start date of the placement.

> Health Service Coordinators can move placements up until the end date of the placement.

Edit Accepted Placement

List of Placements
Placement ID | Student Number First Name Last Name Remember: You may need to uncheck any

¥l 936731

placements you do not want to move.

Check All| Uncheck All
Comments:
serachmants | Comments
-~
Attachments
Chooss File | Ho file chosen [ add

Original Details Change Placement End Date

Date To; To: | 06/03/2020 |E

MTWTFSS
,,,,, Placement days calculatsd

Days

Total
placement

daysrequired [ ]
over selected
lack:
Eye disorders v

Change Placements to Another Student Category

Srudent Catagory:| UG3 v Salact All
Change Placements to Another Supervision Type

Supsrvision Type:| Health Provided v Optometry

gz Placements to Another Unit/Shift

Eye infections

Strezm: Eye disorders v

Facility:  Wollongong Hospital v
Unit: | Optometry 3 v
{ Day v

Tip: If you don’t know the stream of the unit

you wish to move the placement to, just use
‘Select All'.

Tip: If a unit/clinicianis not available in this list, it may be because there is no capacity; or the new

unit/clinician does not have the same stream, supervision type, student category or available placement
days.

In these cases, to be able to move the placement, you will first need to increase the capacity
(View/Manage Capacity Variation) or change the information on the unit/clinician profile.




Add comments and attachments to placements

» Comments and attachments can be added at any time.

Tip: Previously entered comments and

O attachments can be viewed here.



Change the start date for a flexi placement

All Health Service Users

> The start date cannot be rementn | etodent e | et Remember: You may need to first uncheck any
) 7 csdm- Wommmmn e placements you do not want to change the dates
changed to a date earlier than i v for.
the original start date —
» The start date cannot be :

Attachments

changed after the placement

Choose File |No file chosen
has commenced
original Details Placemept Date Placement Timing
Dt From: ol Time Fised (H-F)

Dste Tos 18/10/2019 o - Full Time/Part Time Fixed (M-S}

® Flexi Dates and Days (M-F)

MTWTFSS MTWTFSS

Days: Placement days calculated:

Tatal
placement

days required

over selected
block:

Full Flexi (M-5)

Change Placements to Another Student Category

Student Category: UG Final M

Move Placements to Another Unit/Shift

Facility: Gosford Hospital v
Unit:  Nutrition Services Community ¥
Shift | Day M

Save Cancel

Change the number of days for a flexi placement

> The number of days can be
changed for a flexi placement up
until the end date of the
placement

» The number of placement days can
be increased or decreased.

» The number of placement days
cannot be:

» more than the ‘Maximum
available placement days C)
calculated’ for Full Flexi
placements

» the same or more as the
‘Maximum available
placement days calculated’
for Flexi Dates and Days
placements.



Change a flexi placement to a different placement timing such as full-time, part-
time or the other flexi type

» Flexi placements can be changed into Full or Part-Time or the other Flexi type up until the end date of
the placement.

» Placements should only be changed to reflect the students planned or actual attendance.



Cancel placements

Placements can be cancelled by a Health or Education Provider user up until the day
before the placement is due to start.
If a Health user cancels a placement, capacity will not be returned.

If an Education Provider user cancels a placement, capacity will be returned.

» On the Manage Placements page, select the placement block you wish to cancel by putting a
tick in the box.
» Click the Cancel button:



> Click OK:

» Enter the new placement total in the To box. (For example, if there are 2 placements in the
block and you want to cancel 1, you would enter 1 in the To box)

> Enter a reason for cancellation and Save:

Tip: If there are students
assigned, you can choose which
students you would like to
cancel

Tip: ClinConnect will ask you to
cancel placements without
students assigned before
placements with students
assigned.

» Once the placement has been cancelled, the placement block will turn red:

Tip: Any placements not cancelled in a

placement block will remain blue.




Placement commencement and daily attendance

Health Service users can mark the commencement of placements after they start.

e The placement can be marked as either Commenced or Not Commenced.

e Health Service users and Education Provider users can record the Daily Attendance

for placements.

e Daily attendance can only be recorded if the placement has been marked as

Commenced.

Find placements to mark commencement and enter attendance

» Select Discipline and Cycle and then go to Student Tasks > Manage Commencement and
Attendance (or View Attendance for Education Providers):

Welcome 52018019 | My Account | Log Out | Nursing | cyde 2 2019 (29 July &

ClinConnect

Student Tasks | Admin | Reports | Fadilitator Tasks _

Find Student Student Placements
g‘ﬂanage Commencement aly  Assign Students to
ittendance Placements
Student Details Download Assign Students
Start Dat Template that assists education
o (o St W) £ G nage student clinical
N0 e student o s bith facilities in NSW.
04/02/20 o " d . "
o . . § et ' ing and negotiation o
25/02/201} %u;g;l\g;d Student Details Download Assignment History olders. It ensures that
18/03/201} Manage Attendance alth facilities before
08/047201|  Upload Student Details
Template
22/04/201

06/05/2019 19/05/2019 ‘

Placement Summar\q—‘
I nadina..

» Search for the placements:



Mark placement commencement

» Select the placements you wish to mark the commencement for and then click the
Commenced Placement or Not Commenced button:

O

O O

Tip: Not Marked is the default
O for placements. If you realise
you have made a mistake, you

can change a Commenced or

Not Commenced placement
O back to Not Marked.

» If the student did not commence their placement, you will then have to provide a
reason and comment:
Mot Commenced Reason »®

Mo Show

Turned Away by Health

Select Reason v
Comments
i
==

4

Tip: You must click Commenced or Not
Commenced for every page. You can’t select

all and then click Commenced at the end as it
won’t have marked the previous pages.




Mark daily attendance

Daily attendance can only be entered once the placement has been marked as
Commenced.

> Select the placement you want to mark the daily attendance for and then click the Daily
Attendance button:

O

Tip: Daily attendance cannot be marked for the Flexible placement types — it can only be entered for Full-
Time and Part-Time placements.

> Select the day/s that the student did not attend (these will become red) then Save and Close:

Record Daily Attendance

x
Highlighted are the date ranges applicable to selected clinical placements.
For attendance marking, click on a date to change its status,

M attended M vot Attended

April 2019 May 2019 June 2019
Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su

B

July 2019

August 2019 September 2019
Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su

Mo Tu We Th Fr Sa Su



Tips and
troubleshooting



Qu: I’'m trying to reduce my capacity for a period of time but | am receiving this error message. What
does it mean and what do | do?

Modify Capacity ®

The following error(s) have
A occurred:
Mot Approve/Decline/Cancel or move
placements to another Unit/Clinician
first before decreasing the capacity.

Select the dates you want to change the
capacity for:

Date From  10/07/2019 |

Date To 31/12/2019  |E
Shift Enter the new Total Capacity
for the shift in the box
Day a
===

4

A: This error message is telling you that there are Approved, Accepted, Requested Placements by
Exception or Health Cancelled placements that are using capacity. To reduce the capacity, you need
to Not Approve, Decline, Cancel or move the placements first. Remember, you will need to leave
enough capacity to accommodate any placements that were cancelled by Health.

Tip: Each day, can have different capacity. In this example, there is room for one placement on Thursday
and Friday but not Monday, Tuesday or Wednesday.

Tip: You can ‘zoom in” by clicking the 6
week view or 7 day view to find weekly or
daily capacity.



Qu: How do | find out if placements were cancelled by Health?

A: Go to Placement Tasks > Manage Placements and find the cancelled block. Then either use the
hover-over feature or double click on the placement block

Hover over feature
Hover your cursor over the placement block
until it turns into an arrow and
a question mark (?) then left
click to view the placement details.

Double click on the block the bring up the
Placement History

Qu: I’'m trying to change my availability from full-time to part-time and | am getting this error
message. What does it mean and what do | need to do?

The following error(s) have occurred:
A » Mode cannot be changed for Shift 'Day’ as there are existing requested/approved/accepted placements.
* Thursday cannot be changed for Shift "Day' as there are existing requested/approved/accepted placements.

A: This message is telling you that there are current or future placements utilising the Full-Time
placement timing (mode) and also Thursdays. Until you not approve, cancel, decline or move
those placements, you will not be able to change the placement timing or the days of the week.



Qu: | am trying to reduce the capacity on my Unit/Clinician profile and | am getting this error
message. What does it mean and what do | need to do?

The following error{s) have occurred:
& Capacity for Shift 'Day' cannot be less than 2 as there are either "active placements' or 'placements cancelled by a Health user' that are wtilising th

Capacity

A: This message is telling you that there are current or future placements that are utilising the

capacity. Until you not approve, cancel, decline or move these placements, you will not be able to
change the capacity.

If the placements were Health Cancellations, you will need to leave some capacity to
accommodate them. In this case, you might have to reduce the capacity on the View/Manage
Capacity variation page instead.

Qu: | am trying to remove a student category but | am getting this error message. What does it
mean and what do | need to do?

A: This message is telling you that there are current or future placements that are utilising the
student category. Until you change them to a different student category, move them to a
different location or cancel them, you won’t be able to remove the student category.

Qu: | want to update my capacity for Mondays only. Is there any easy way | can do this?

A: Unfortunately at this stage there is no easy way to do so. On the View and Manage Capacity
variation page you can only select all days between two dates. You can’t filter out only Mondays
between those dates. For now, you will need to update each Monday separately.



Qu: I’'m trying to approve this placement. Why is the Approve button not lighting up?

A: This placement was Not Approved during round 1. You are only able to Approve
purple Requested placements or yellow placements with a dashed border. The yellow
placement above cannot be reused. If you do wish to take a placement at that time, a
Placement by Exception will need to be created in the Manage Placements window.



Qu: I’'m trying to create a Placement By Exception but ClinConnect is giving me two placement blocks
instead of one. Why is this?

A: The reason is because there is no capacity in September and October. The capacity will need to be
updated first.

Qu: I’'m trying to create a Placement by Exception and ClinConnect is giving me less placements than |
want. | want all 4 not just 2. What do | do?

A: ClinConnect is only offering you two placements because this is what can be accommodated for
the whole time between the start and end dates you are requesting. The capacity would need to be
increased first to accommodate 4 placements for the entire time.



Qu: I’'m creating a Placement by Exception but ClinConnect is giving me a different start date to
the one | entered. Why is this?

Start date: 19/08/2019 Start date: 2/09/2019 e e

4 Unsubmitted
7 day view | | 6 week viel education provider: University of Newcastle
Date range: 02/09/2019 ~ 11/10/2019

From = 19/08/2019 [ To = 11/10/2010 | |

Education Uni ity of N t v August September Octob Days: Mon,Tue,Wed,Thu,Fri (Full Time Fixed (M-F)}
Provider * niversity of Newcastie Total Days Calculated: 30
2015 2019 201% No. of hours ift:
. per shift: 8
Placement . \ X
. . Full Time Fixed (M- 35137]38] 3314041 Total hours calculated: 240
Timing — |— |— |—| —|— |—‘ Student category: UG Final
MTWTTF S S 0—4 4 1—4 Requested Stream: Primary(Individual Case
7| | [ Management)
0—4 N 0—4 mMakeup: No
Suggest . 0—s4 4 —4 Placement by Exception: Yes
placements by Placement Duration M Supervision Type: Health Provided
Attachments: No
C s: No
m 0—4 4 0—4 Students assigned: No
| L uGFinal 4 | ‘

A: ClinConnect has ‘trimmed’ the placement because there is no capacity between the 19/08 and
1/09. The capacity would need to be modified first to accommodate the earlier start date.

If there is enough capacity, ClinConnect defaults the start date of the placement to the first day of
the week (i.e Monday.) If a placement is Tue/Thu, ClinConnect will default the start date to the
Tuesday. You just need to ‘Edit’ the placement before you create it.

Qu: | am trying to create a Placement by Exception and am getting a ‘No Results’ message but a
unit option still comes up. What does this mean?
Request Placement

» Search Criteria

Information
No results are available for the given criteria. Please change the criteria and try again.

4 4 showiSresults v » M [1/1] | 7 day view | | 6 week view ‘ ‘ 6 month view ‘ ‘ Tabular view ‘ —
> | Aug 4-Aug 10 Aug 11-Aug 17 Aug 18-Aug 24 Aug 25-Aug 31 Sep 1-Sep 7 Sep 8-5ep 14 i
week 31 week 32 week 33 week 34 week 35 week 36

§‘M‘T|W|T‘F‘S s M‘I‘?|I|E‘§ s M|T‘:‘J‘T|F|S s M|T|:‘J|T‘F|S s M‘T|:.1‘|T|F‘S 5 M|I‘?|I|E|§

[ECentral Coast LHD 0—4
[E1Gosford Hespital 0—4 o 4 4 3 3
[E]Mutrition Services Clinical (students) 0—4 o 4 4 4 4

Individual Case Management

[=|Day 0—4 0 4 4 4 4
B

A: This means that capacity is not available for the whole time. If you ‘zoom in’ you can see that
some days have capacity whereas others don't.

‘ 7 day view ‘ ‘ 6 week view | | 6 month view ‘ | Tabular view —

5/08/201% 6/08/201% 7/08/201% 8/08/201% 9/08/201% 10/08/2019 | 11/08/201% i

week 31 week 31 week 31 week 31 week 31 week 31 week 31
Monday Tuesday Wednesday Thursday Friday Saturday Sunday
4 4 0 0 0
4 4 0 0 0
4 4 0 0 0




Qu: | want to create both placement blocks for two students each. Why is ClinConnect giving
me an insufficient available capacity message?

The following error(s) have occurred:
There is insufficient available capacity for this action. Please ensure available capacity is equal to or greater than the requested number of placements.

I:‘Reuuested PbE D Requested .Appruved DNDt Approved .Accepted .Dec\ined . Cancelled

M 4 show 15results v » M [1/1] | 7 day view || 6 week view || 6 month view || Tabular view | 'E:

= Aug 11-Aug 17 Aug 18-Aug 24 Aug 25-Aug 31 Sep1-Sep 7 Sep 8-5ep 14 Sep 15-Sep 21 i

week 32 week 33 week 34 week 35 week 36 week 37
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A: This is because you are trying to create 4 placements when there is only a capacity of 2. If
all four are to be accommodated, then the capacity would need to be increased first.

Qu: I’'m trying to create a Placement by Exception and am getting a No Results message. Why is this?

Request Placement

» Search Criteria

Information
No results are available for the given criteria. Please change the criteria and try again.

| 7 day view H 6 week view H 6 month view H Tabular view | =

4| Auga-Aug10 [ Aug 11-Aug17 | Aug 18-Aug 24 | Aug 25-Aug 31 Sep 1-Sep 7 Sep 8-5ep 14
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It can mean two things:

1. The unit/clinician profile is not set up to take 2. There is no capacity
that student category, stream, supervision type, for the entire duration of
placement days or placement timing you are the placement. If this is
searching for. If this is the case, you will need to the case, you will need to
add the information to the Unit/Clinician profile increase the capacity
first. first.

Qu: I've just created a Unit Profile with capacity, so why isn’t the Unit coming up as an option
to create a PbE?

Check:
1. That the unit profile is active.

2. Ifitisin adiscipline that assigns placements to a Clinician, then make sure that the Clinician
profile is active. If there isn’t one there, you will need to create it first.



Qu: I'm trying to create a placement, why is the Education Provider not showing up as an option
on my page?

Questions to ask yourself:

Is there a Student Placement Agreement in place for your organisation and the Education
Provider?

* Isit currently active ie has not expired?

Does it contain the discipline that you are trying to request the placement for?

Contact your ClinConnect Coordinator for assistance.

Qu: I am trying to accept / decline a requested placement by exception but I’'m getting a message that the
Approve window is closed.

A: Requested placements by exception need to be accepted or declined on the Manage Placements page.
Go to Placement Tasks > Manage Placements.


https://www.heti.nsw.gov.au/Placements-Scholarships-Grants/clinical-placements/clinconnect-coordinators-list

Qu: (Health Service users) | received a notification asking me to Accept or Decline a Requested
Placement by Exception but when | search for it, | can’t find it.

| 7 day view | | 6 week view | | 6 month view | | Tabular v
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201% 2019 2013 201% 2019 20
26]27|28[2920 [31[22(32 3425|3637 |28 | 294041 |42 [43[ [44 [45[46 47 |48 [48 |
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5—3 6—3 4 4 4—8 d
4 4 ] 0 0—4
4 4 [ ) O—a ¢
( u
L

A: It most likely was deleted by the Education Provider.

Qu: I’'m trying to accept a declined placement by exception but ClinConnect is not letting me.

The following error(s) have occurred:
A Declined placement(s) cannot be changed to Accepted within 21 days of it's start date

A: You can only accept declined placements by exception up to 21 days before the placement is due
to commence. After this time, a new placement will need to be created. You also can’t Accept any
placements that were Declined by the Education Provider.



