
Intern Placement Tracking (IPT) Instructions 

 For field Instructors 

 

Logging in: 

1. Go to runipt.com 

2. Organization ID: UISSW 

3. Username and password will be provided to you via email 

 

 

Change Password: 

Once logged in, you will be prompted to change your username and password. Please your full name       

as your username. Example: Jane Doe 

 

 

 

 



Intern Placement Tracking (IPT) Instructions 

 For field Instructors 

 

 

Field Instructor Homepage: 

From the homepage, you can access, 

1. Field Instructor detail: contains all of your personal information 

2. Change password: allows you to modify your current password 

3. If you are the person in charge of your agency page, you will also have a tab that says “Agency 

Detail.” You can toggle between the tabs to see the different profiles.  
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Updating your personal information 

Please fill in your information. Don’t forget to hit SAVE each time you update your page. 

 

 

 

 

 

 

 

 

 



Intern Placement Tracking (IPT) Instructions 

 For field Instructors 

 

How to view/edit your student’s learning contract:  

1. How to view learning contract from field instructor view? 

2. Once you have accessed the learning contract, scroll down to view the different competencies 

required. Each student will have their learning contract filled in with multiple learning activities 

to fulfill each competency (view example below).  

3. If you have questions about how the learning agreement is structured, sections “Social Work 

Competencies” and “Learning Contract Instructions” at the top of the page give a detailed 

explanations.  

 

 

 

 

 

 

 

 

 



Intern Placement Tracking (IPT) Instructions 

 For field Instructors 

 

How to complete the end of the year evaluation:  

1. View the student’s self-reported progress on learning activities. You will see this in the left-hand 

columns. 

*If you are supervising an MSW advanced practicum student, make sure you select the correct 

semester from the drop down menu on the far left column (not shown below). 

2. After reviewing the student’s self-reported progress on learning activities, give a rating for each 

competency and practice behavior, noting Competency 10 has additional sub-competencies. 

*You can rate the student on a scale of 1-5. To see information about scoring, scroll up and read 

sections “Monitoring Activities and Rating Behaviors/Competencies” and “End of Term 

Evaluation Process.”  

 

 

 

 

 

 

 

 

 



Intern Placement Tracking (IPT) Instructions 

 For field Instructors 

 

How to complete the end of the year evaluation: (continued) 

1. Scroll down to “Term Evaluation and Validation.” 

*If you are supervising an MSW advanced student, make sure you pay attention to if you are 

filling out the fall or spring section.  

2. Assign a grade recommended grade. 

3. Look to see if the student’s recorded contact hours in placement match your estimations. 

4. Complete the narrative assessment in the box provided when clicking on “Field Instructor 

Comments”, answering the listed three questions pertaining to the student’s performance and 

professional development. 

5. Insert your Social Work degree or license, if applicable. 

6. Sign the form electronically. 

7. Make sure to save when finished.  

 


