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Intern Placement Tracking (IPT) Instructions for CSUSB Social Work Students 

Introduction 

The Intern Placement Tracking system is a web-based software system designed to keep track of 
students placed in internships with various agencies. The CSUSB School of Social Work implemented 
IPT in order to more effectively track student placements while providing students a valuable tool to more 
effectively research prospective field agencies. 

The IPT system allows both the School of Social Work and field agencies to communicate with students. 
Because of this, it is an essential part of all students’ fieldwork responsibilities to keep all information 
current. 

Getting Started 

The IPT website is located at http://www.runipt.com or https://www.alceasoftware.com/web/home.php. 

 

 

 

On this page you will find three fields: Organization ID, User Name, and Password. All information 
entered in these fields is upper/lower case sensitive. 
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The Organization ID is csusb in lowercase letters. The School of Social Work will supply you with a 
default User Name and Password. When you first login to IPT using your default password, you are 
required to set a new user name and password. Your User Name and Password may be anything you 
like, just make sure to write down the information to reference later. For security reasons, CSUSB does 
not retain your new User Name/Password. Should you lose it, students in the MSW program should 
contact Patsy Andrada at pandrada@csusb.edu or call (909) 537-5568, and BASW students should 
contact Dr. Herb Shon at hshon@csusb.edu or call (909) 537-5532 to have your User Name and 
Password reset to the default. 
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After you submit your User Name and Password, you will be directed to the IPT Home Page. 

 

 

At the Home Page, three links are provided along the top of the page including Home, Student Detail, 
and Agency List. On the left hand side of the page are links to My Forms, which is where you can find 
your Learning Plan Agreement, and Change Password (yours). 
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Top Menu Information 

Student Detail 

By clicking on the Student Detail tab you will be directed to your personal information page which 
includes your name and address, phone number, email, emergency contact information, demographic 
information, and field placement information. This information will be used regularly by the School of 
Social Work to contact you, making it crucial that you keep this information updated. Additionally, your 
email address in the IPT system must be your CSUSB email address or it will be erased. If you have any 
problems with your student email account, contact the Data Center and Helpdesk at (909) 537-7677 or go 
to their office in PL-022 in the Library basement. 

 

 

You will be able to upload an image of yourself by clicking on the Upload Picture tab on the top left-hand 
menu of your Student Detail page. The upload process allows you to choose any picture in your 
computer, similar to attaching a file to an email. 
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CSWE Statistics 

Each year the School of Social Work is required to submit certain information about students to retain 
Council for Social Work Education (CSWE) accreditation. You will need to fill out this information by 
clicking in the CSWE Statistics tab on the upper left-hand menu on the student detail page. Fill in the 
Gender, Age, and Ethnic Group questions as they apply to you. Under Financial Aid, Select Child Welfare 
IV-E if you are in the Title IV-E program, State of Local Government if you receive the Mental Health 
Stipend, Veteran’s Benefits if you receive benefits through the GI Bill, Loan Unsubsidized or Subsidized if 
you receive financial aid, or another option if it applies to you. Leave the field blank if none of the options 
apply to you. If you receive any type of stipend or payment from your agency, select Paid by Field 
Instruction Agency under Fund Type. If you are not paid by the agency, select Not Tied to current Field 
Work. Select Full-Time or Part-Time Enrollment as it applies to you. Under Field Instruction as well as 
Fields of Practice, choose the option that most closely describes your internship. Under the Methods of 
Practice tab, choose Direct unless you have an internship that is specifically macro or policy related. 
Under Degree, choose the degree that you are working on, Baccalaureate for the BASW program and 
Masters for the MSW program. Under Year, select which year you are in the program. If you have any 
questions regarding how to fill out this section, MSW students should contact Patsy Andrada at 
pandrada@csusb.edu or call (909) 537-5568, and BASW students should contact Dr. Herb Shon at 
hshon@csusb.edu or call (909) 537-5532.  
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Agency List 

By clicking on the Agency List page you will be directed to all the agencies currently in the IPT system. To 
see the full detail on any agency, simply click its name and you will be directed to the agency contact 
page. 

We ask each agency to fill in their contact information and to keep it current. You may use this information 
to get information such as phone number, address, Web site, whether they take MSWs, BSWs, or both, 
and more. 
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By clicking on the words Agency Web Site in blue, a new window will open in your browser with that 
agency’s website for you to research the agency, the population served, the types of programs they offer, 
etc. 

Also, read through the Internship Information box to find out what types of clearances you will need to 
begin your internship, as well as other pertinent information. 

Click on the Add as Preference link to create a bookmark to the agency website on your Student Detail 
page. You are able to save 3 Agency links on your student page to reference and order by preference, 
which can help in the selection of your next year’s internship site. 
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Learning Plan Agreement 

Students in Field receive credit for the course through the Learning Plan Agreement. This Agreement 
serves as your contract with the agency and outlines the areas in which you are expected to achieve 
appropriate mastery. Click on the Forms link on the upper left-hand corner of the Student Detail page or 
the left-hand menu on your home page to access the Learning Plan Agreement. The next screen will 
show you which forms are assigned to you. Click View on the left-hand side of the appropriate form to 
access your Learning Plan Agreement (LPA). For Bachelor’s students, your form will be named BASW 
Learning Plan Agreement and Skills Evaluation, for 1st year MSW field students your form will be named 
Foundation 1st Year Learning Plan Agreement and Evaluation, and 2nd year MSW Field Students will have 
the Advanced 2nd Year Learning Plan Agreement. 
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Once you open the LPA, you will see the Instructions for Use followed by blank fields within which you are 
to list which quarter you are currently in, your name, agency, field instructor, dates and times of field as 
well as supervision, your field liaison, and your field seminar dates. You are expected to fill in this 
information as soon as possible. Scroll a little farther down to a box labeled Agency Specific Goals and 
Objectives. In this box you should detail some of the learning experiences you expect to have during the 
year, including a plan to obtain some of the required macro experiences. This section should be 
discussed with your field instructor and completed by the student by the third week of the quarter. At this 
point it is also a good idea for the student and field instructor to review the Objectives and grading criteria 
included in the LPA to get a feel for what is required in terms of learning and experiences.  
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During the quarter, the field instructor will post a short narrative of the student’s progress in the Mid 
Quarter Summary section. This is due by the 5th week of the quarter. It behooves the student to remind 
their field instructor when the due date is approaching.  

There is also a Collaborative Notes section within the LPA that allows you to communicate with your field 
instructor and field liaison. Simply type the message you want to send in the Add Note box and check the 
names of the people you want to send the note to. This method sends an email to the person as well as 
saving it in the LPA for future reference. 

At the end of the quarter, students will do a self evaluation followed by the instructor evaluation. Scores 
will be recorded in drop down menus for each learning objective. Generally, scores should average 2’s 
and 3’s for fall quarter, 3’s and 4’s for winter quarter, and 4’s and 5’s for spring quarter. Any zero’s will 
have to include a plan for how you can bring up that score in the next quarter. There are no N/A options 
because students are required to be addressing all of these objectives in their fieldwork; for example 
students may meet some of the harder to achieve categories by reading some literature related to the 
topic. Comparing the self-scores of the student with the scores given by the instructor can be used as a 
discussion tool between the student and field instructor. 
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Field Instructors are also required to submit a narrative of the student’s achievements and challenges for 
the quarter in the End of Quarter Student Evaluation box. This is due along with the scores and 
signatures at the beginning of the last week of classes. 

Once the scores are filled in, the student will click the blue link at the bottom of the LPA that says Click 
Here to Sign Fall Scores which will bring up and additional box to type your name into. Once you type 
your name and click Submit Signature, your scores will be locked and you can receive credit for the 
quarter. Again, it is the student who will not receive credit for their Field course if scores, signatures, 
narratives, and grade recommendations are not recorded in the LPA in a timely manner. It is essential 
that the student keep track of due dates and remind their instructor to avoid receiving a No Credit for the 
quarter. 
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Final Note on IPT 

If you forget either your User Name or Password, or have any questions regarding the IPT system, please 
contact Patsy Andrada or Herb Shon. Also, please forward any suggestions on how to make the IPT site 
more helpful or informative, or if you come across any operational errors. 

Have a Great Year in Field! 

 


