
 

 

Placing Students  

Prism 

Procuring placements is hard but assigning placements in Prism is easy! Follow these steps 

to place your students at a site. 

There are three ways you can utilize to place your students: 

▪ Location View 
▪ Student View  
▪ Direct Placement (allows you to place a student without a slot being added in the 

system)  
 

1. To assign a placement, select Placements from the left menu or dashboard.  
 

 
 

2. If you’d like to manage placements for one course, select your desired Course 
offering Name. You can use the filter option to quickly find what you are looking for.  
 

      

3. If you’d like to manage placements for multiple course offerings, select your 
placement group and click Placements for Group. 
 

                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                               
4. You’ll be taken to the Placements page. Make your selection to place students by 

Location or by Student.  



 

 

 

 
 

Placing students by Location View 

1. On the placements page, select By Location on the View By option.  
 

 
 

2. The page will show you all offered slots for the selected course.  
 

 

 
 
 
 

3. Click on the blue (#) slots remaining to place a student.  
 

 
 

Click student name to make changes to placement Click here to place a student 

Search for a specific site Choose your sorting preference 



 

 

4. Select the student you’d like to place using the open checkbox. Once done, click 
Place Individually.  
 

 
 

5. If you have selected multiple students for a site that has more than 1 offer, you’ll 
have two options: ￼ 
Place individually 

Place as group 

 

a) Place individually: this allows you to enter different placement details for 
each student. 

i) You can now add or edit information for the placement. For example, 
different start and end dates, notes, etc. Once you’ve made your 



 

 

edits, click Place. 

 
ii) We Support Rich text Box in all make/edit placements for placement 

notes shared with students and Placement Notes for Internal Use 
Only. To add a note click on “+ Add notes” icon and the Rich text box 
will open.  

 
iii) Please note, placing a student DOES NOT show the placement 

information to your student. You must publish the placement for the 
student to view this information in their portal.  

iv) You’ll be taken back to the placements page. If you have used all slots 
remaining, a status of No slots Available will appear.  

b) Place as group: placement details will apply to all students selected.  
i. When you have more than one student going to a same placement under 

same faculty, use "Place as a Group" option for making placements.  



 

 

ii. Select the students and Place as a group button 

 
iii. Complete all the mandatory fields, you can see the list of students who will 

be assigned to the placement 

 
iv. Select "Place" button to make placements 

 



 

 

b. Need to make edits or delete a student placement? Simply click on the 
student’s name!

 
i) You’ll be taken back to the placement details page.  

ii) If you make edits to the placement information, click Update when 
done to update it.   

iii) To delete a placement, click the trash bin icon.  

 
iv) When deleting a placement, the system will ask you to confirm 

deleting the placement from the system.  

 
 
 

 

Placing students by Student View 

1. On the Placements page, select Student for the View By option.  



 

 

 

 
 

2. The page will show you all students for the selected course or group, along with 
placement details. 
 
 
 

 
 
 

 

 
3. Click on the + icon to place a student. You can click on a + icon for a specific rotation, 

or next to the student’s name if you have a lengthy list of rotations.  
 

 
 

Search for a specific student 

Click Location name to make changes to placement Click here to place a student 



 

 

6. A drawer will open. If you did not choose a rotation, you will first be asked to select 
one.  

 
 
 
 
 
 
 
 
 
 

 
 

7. The drawer will then show you all available locations. Click the Select button for the 
Location you’d like to place the student in.  
 
 
 

 
 

8. You can now add or edit information for the placement. For example, different start 
and end dates, notes, etc. Once you’ve made your edits, click Place.  

a. Please note, placing a student DOES NOT show the placement information to 
your student. You must publish the placement for the student to view this 
information in their portal.  
 

Search or filter for a specific site 



 

 

 
 
 

9. The drawer will close, and your placement will now be listed! Need to make edits or 
delete a student placement? Simply click on Location’s name.  
 

 
 

10. If you make edits to the placement information, click Update when done to update 
it.  To delete a placement, click the trash bin icon.  



 

 

 
 

a. When deleting a placement, the system will ask you to confirm deleting the 
placement from the system.  
 

 
 

Placing Students via Direct Placement  

1. On the Placements page, select Student for the View By option.  
 

 
 

2. Click on the + icon to place a student. You can click on a + icon for a specific rotation, 
or next to the student’s name if you have a lengthy list of rotations.  
 



 

 

 
 

3. A drawer will open. If you did not choose a rotation, you will first be asked to select 
one. 
 

 
 
 
 

4. Click Direct Placement.  
 



 

 

 
 

5. Find and select the desired location and click Next.  
 

 
 

6. You can now add or edit information for the placement. Setting information is 
mandatory. Once done, click Place.  

a. Please note, placing a student DOES NOT show the placement information to 
your student. You must publish the placement for the student to view this 
information in their portal. 

 



 

 

 
 

7. Your placement may take a few moments before you can make edits.  
 

 
 

8. Need to make edits or delete a placement? Click on the Location’s name.  
 

 
 

9. If you make edits to the placement information, click Update when done. To delete a 
placement, click on the trash bin icon.  
 



 

 

 
 

a. When deleting a placement, the system will ask you to confirm deleting the 
placement from the system.  

 

 
 

 

Placing Students via Group placement 

 


