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This Users’ Manual is explicitly designed to assist StudentMAX licensed users. Managers and Faculty can 
easily access the system to track current placements and, Faculty can look for opportunities specific to 
their needs. The software system, rights of licensure, and Users’ Manual are the sole property of the 
Oregon Center for Nursing.    Contact your local Coordinator for assistance with the StudentMAX 
program.  
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I. Definitions for this Manual 
 

Education Partner 
Refers to the representative(s) who has responsibility for student placements for a 
college/university, or program within a college. This individual is given privileges to request 
placements and change placements. The Education Partner is the liaison between the 
educational program and the clinical partner. 
 

Clinical Partner 
Refers to the representative(s) who has responsibility for student placements for a clinical 
facility (hospital, long term care, health department), or a department within a facility 
(nursing, lab, pharmacy, etc). This individual has privileges to change placements and make 
decisions to approve/deny placements. 
 

Coordinator 
Refers to the person who has administrative privileges for the licensed StudentMAX 
website. This is the one person who is allowed access to the Administration Home page for 
that region or state. Responsibilities include, but are not limited to, set up of the website, 
assigning users with privileges, and posting placements. 
 

Roll-Over Process 
Each year the placements are “rolled-over” from the past academic year to the next.  
Generally, this is done in the early spring. This is a process used to preserve placements 
from year to year. Clinical Partners still review these placements and may need to make 
adjustments for the next year. 
 

Status definitions 
Active = approved; TempRel = temporary released placement by college; 
Active TR = TempRel placement that has been “picked up” by another college;  
Hold = clinical site has made the placement unavailable for this year; Open = no college has 
students in this placement; Only this Year = as it says. 

 

II. Orientation to Toolbar Menu Options 
A. Access  

1. Enter URL for your region/state.  Your region/state may require a first level log-in to 
access StudentMAX. Check with your Coordinator. 
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B. Menu Bar Options 
 

1. Click on any of the options in the Menu Bar to locate needed information 

 

C. Home 
1. Home page for StudentMAX (SM) is available for general use by Faculty and Managers 

without a login (some may require log-in). Access for Students is available by some 
users.  Home and Clinical Placement Opportunities generally link to the same page.  
However, some users have opted to have this link to their website. 

 
D. Clinical Placement Opportunities 

1. General use with or without a login for faculty, managers, and/or students.  Each field 
and drop down menu provides access to specific or general searches for placement 
information.  Access is to current, approved placement information, links to partner web 
addresses, and some Shared Documents (e.g. Student Passport form).  

 
E. Shift Codes 

1. Lists shift codes used on placement grid for Days of the Week – Monday through Sunday 
2. Provides look-up for shift code definitions 
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F. Shared Documents 
 

                   

1. Lists documents available to all – partners, 
managers, faculty, and students. In this 
example, the student and faculty passport 
forms are available. 

 
 

 

 

G. Educational Partners and Clinical Partners Links 
1. Click on Clinical Partners.  Lists with organization names and pertinent web links are 

available. 
 

 
 
 
 

2. Page is displayed with Website links to Educational Partners or Clinical Partners.  Lists of 
all partners are available as well as available web links.   
 
 
 
 
 
 
 
 

Click on 
Partner 

Click to access 
forms 
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In this example, a clinical partner web link is being selected.  Note how the link provides 
access to pertinent clinical information for faculty and students. 
 

  
 

 
 

III. ORIENTATION TO GRID 
A. Shading and scroll bars:  

1. The grid has every other row shading. The yellow is a highlight: left click on your mouse 
to “freeze” the highlight and scroll from left to right to view that placement across the 
screen.  

 
2. Note two scroll bars on right side. This allows more placements to be viewed and 

scrolled with header viewable at all time. 
 

 
 

 

 

Dual scroll 
bar 

Click on web link to 
access  information 
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B. View 
 

1. The only option for a non-partner is to View (V) placements. To make changes or 
request, you need log-in privileges.  

 

                                             

 

C. Pagination:  
1. Advanced pagination is possible. You can go to the end of placements (>>); back to 

beginning (<<); or skip forward based on number of records you choose. Note that you 
have a choice of 20/50/100/200/400 records to view at one time. 

 

 

 

D. Column Sort:   
1. To alter the order in which you see the placement entries on the grid, click on column 

heading – column will alpha or numerically sort data (A-Z or 1-100); second click on the 
column heading will reverse sort (Z-A, 100-1). 
 

2. In the Term column the sorting order is pre-set as Fall, Winter, Spring, Sum   
 
 

View of 
placement 
when click 
on “V” 
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3. In this example, the College site has been clicked for an alpha sort view – A-Z 
 

                            
 
 

E. Export to Excel:    
1. Click Export to Excel - at right upper corner 

 

 

2. Excel Document will appear. Note that start and end dates may show as #### in 
columns. Left mouse click and hold on lines between columns to manipulate their width.  
This will facilitate viewing the date columns. 

 

F. Printing Excel document 
1. MS Office 2003:  Page Setup 

a. Go to File on toolbar;  
b. Select Page Setup; select  Landscape 
c. On same screen, select Sheet at top – click on Gridlines 
d. Go to View on toolbar – select Page Break Preview 
e. You will see solid and dotted blue lines on the document.  Left click on dotted 

lines; drag to far right of document to print to one page. 
f. Print document 

Clicked on College 
column, alpha sorted 

with “A” first. 
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2. MS Office 2007: Page Layout 
a. Go to Page Layout on toolbar 
b. Select Orientation – and then Landscape 
c. Go to View on the toolbar; select Page Break Preview 
d. You will see solid and dotted blue lines on the document.  Left click on dotted 

lines; drag to far right of document to print to one page. 
e. Print document 

 

IV. TRACKING AND SEARCHING PLACEMENTS 
A. Program and Region Search 

1. Select your specific program – e.g. Nursing, Paramedic, R.T., etc. – to view placements 
related to your program. Narrow by term, type, unit, etc. 

2. Region – narrow search to view placements only in your region. 
B. Faculty Search 

1. Select your college and click submit to see all your placements 
2. Narrow your search by term, type (CC, M/S, OB, etc) and/or clinical site 

 

 
 
 

C. Clinical Site Search 
1. Select your clinical facility site 
2. Select your Unit and term to see a list of student placements  

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Use drop downs to 
narrow search; click 
“submit” 
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V. SEARCHING FOR OPEN and TempRelease OPPORTUNITIES: FACULTY 

A. Placement Opportunities 
1. Search for opportunities by going to Status: select Open, hold the Ctrl key and select 

TempRel.   
 
 
 
 
 
 

2. Narrow your search for Open 
and TempRel by choosing from the drop down 
menu: by term, type (CC, M/S)  

3. Click submit 
4. Grid displaying opportunities will appear. 
5. Click on View next to your selected placement   

 
 

 

6. Print page and place in Education Partner’s mailbox so that he/she can request the 
placement. You cannot request this placement without log-in privileges. 

 
 
P 
 
 
 
 

  
 
 
 
 
 
 
 

Click on View to open 
placement 

Print 
form 
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VI. Calendar View (optional feature) 

A. Activate Calendar Search 
1. Click on “Calendar Search” next to the submit button 
2. Calendar View will be displayed 

 
 
 
 

  
 
 
 
 

 
B. Manager Report Example  

1. Select Clin Site 
2. Select your Unit 
3. Choose “active” placements – those that reflect students actually on unit 
4. Enter Start and End date for calendar view.  One to 3 months will work best. 
5. Choose Report Type – Manager 

 

 
6. Calendar below: note defined parameters- dates included, ID, Clin Site, number of 

students, Unit, Type, Shift code.  
 

 
 

 

Report contents listed 
for reference 
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C. Faculty Report example  
1. Select your college 
2. Select Type if you wish 
3. Advise choosing calendar view by Clin site so your view is not too big 
4. Choose “active” placements – those that reflect students actually on unit 
5. Enter Start and End date for calendar view.  One to 3 months will work best. 
6. Choose Report Type – Faculty 

 

 
 

7. For this report the Calendar shows  placement ID, Clin site, Number of students, Unit, 
Type, Shift Code 

 

 
  
 
 
 
 
 
 
 
 
 
 
  

Report contents listed 
as reference 
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D. Director Report example   
 

1. Select your Clinical Site 
2. Narrow to a Unit or “Type”/ Rotation Type 
3. Choose “active” placements – those that reflect students actually on unit 
4. Enter Start and End date for calendar view.  One to 3 months will work best. 
5. Select Report Type – Director 

 

 
 

6. For this report, the Calendar shows: Id, Unit, Number of students, shift (real hours), and 
shift code. 

 
 

 
 
 
 
 
 
 
 
 

 

Report contents 
listed as reference 
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E. Print Calendar View 
 

1. Highlight the page to be printed by a left click on your mouse and dragging over the area 
to be printed.  

2. Go to “File” in the top menu bar and click on print. Choose “Selection”. This will select 
the area you have highlighted.   

3. Click Print Preview if you want to see the screen that will be printed. 
4. Print the calendar 
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