TN Depar‘tmenf of Work-Based
e Education ‘Learning

Step-by-Step Guide to the WBL Student Placement Portal:

This guide providesinstructionsregardinghowto report student placements using the WBL
Student Placement Portal. This portalisthe first phase of the department’s redesign ofthe
required Personalized Learning Plan (PLP) packet for work-basedlearning (WBL)student
placements. The PLP is designedtoguide andtrackintentional studentlearning through goal-
setting, employability skill development, and placements alignedto a student's area of elective
focus.
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Step-by-Step Instructions for Reporting Student and Placement Information

Prior to Starting
1. Priorto starting, collect the followinginformation:
a. PLP Packetsforstudents enrolled
b. StateStudentID Numberforeach studentenrolled
c. SchoolDistrict Number: To lookup your districtnumber, visit
https://k-12.education.tn.gov/sde/. Click on the link to"“Active
Public Districts”

GettingStarted: Creating Unique Student Accounts
2. Visitthe WBL StudentPlacement Portal at the following link: https://wbl.tnedu.gov
3. Click“Create Account” inthe upperrighthand corner ofthe screento createanew
student account.
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Department of Work-Based
Educatlon Learning Need an account?

Work-Based Learning Sign In

Work-based learning (WBL) allows students to develop employability skills in a workplace environment to prepare for
ecandary education and future careers, Thraugh experiences like internships, apprenticeships, and paid

work experience, juniors and seniors (16 years or older) may earn high school credit for capstone WEL experiences, LoginiD

Personalized Learning Plan

Personalized Learning Plans (PLPs) are required because they guide and track intentional learning through goal-setting,
employability skill development, and tracking pla ents alizned to a student's area of elective focus, This portal is the first
phase in a redesign process to improve the PLP for capstone WBL student placements

Passwaord

4. OntheSign-Upscreen:Create aunique student profile for each student using the steps below.
Forteachers creatingmultiple student profiles, we recommendfollowing a consistent pattern and
savingthelog-ininformationfor future reference.

a. LoginID:Each LoginIDshould beunique
tothestudent. Werecommend a
consistent combination made up ofthe
firstfour letters ofthe student’sfirst
name, thefirst four letters ofthe last
name and a three-digit number of your
choice.Example:“chelpark001.” Passwore

b. Password:Forteachers creating multiple FistName | chelsea

student profiles, we recommend you

createall student profileswith the
same password to get started. Students

may change their password onceyou give o it et P

themtheirlogininformation. For example,

you may wish to use avariation ofyour 2017 - T Dept. of Ecucation
nameto make it simple to remember.

First Name: Enter the student’s full legal first name.

Last Name: Enter the student's full legal last name.

Select the”I'm not arobot”buttonand follow the steps as prompted.

Click the “Register” button.

V2]

[9]8]

ign Up

Back to Main

Login ID chelpark001

Last Name Parker

Register

S~ D o N
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Completingthe StudentProfile

5. Fromthe Home or “Welcome” screen, youll see
a“Welcome” message and links to two sections to
complete:(a) StudentInfo and(b) Placement Info.
Start by selecting “StudentInfo.” Please note, a
link to the Student Exit Survey will go live priorto
theend oftheschoolyear.

6. OntheStudent Infoscreen: Enterthe student

Work-Based
Learning

Welcome, chelpark001

Please go to the following pages and complete the forms.

« Student Info

« Placement Info

information. Most information is located on the WBL Agreement page of the Personalized

Learning Plan Packet.

a. StudentID:Thisisthestudent's State
Student ID Number. It willbe used to
verify enrollmentin the course. This
field is required to create a student
profile.

b. Student Date of Birth: Enter date of
birth“mm/dd/yyyy.”

c. AreaofElective Focus: Typethe name of
the student’s Area of Elective Focus or
CTE program of study. Ifthe student has
multiple, select the one thatbestaligns
with the student’s placement and/or
long-term goals. See PartA of the PLP
Packeton page 2.

d. WBL Coordinator Name: This should
match theteacher ofrecord's name for
the course.

Student Info = e

Back to List

Student [D*

Student Date of Birth
Area of Elective Focus
WBL Coordinators Name
High Schaol

School District

Student Email

Interior Design

Spaceman Spiff

Cartoon High Schoal

nns
0o

Student. Test@tn.gov

e. HighSchool: Typethefullname ofyour high school, please do not abbreviate (i.e.“CHS").

f.  School District Number: Type your district number. To look up your district number, visit
https://k-12.education.tn.gov/sde/. Click on thelink to“Active Public Districts.”

g. Student Email: This email address will be the only way a student can recover or change
his/her password. For teachers creating profiles initially, you maywish toenter your email
addressto ensure that passwordscan bereset as needed.

h. Clickthe“Create”button.

7. OntheStudent Info overview screen: On this overview screen, you can see thestudent
information you have entered. To edit any of this informationin the future, click the “Edit" link at

thefar right side ofthe screen.

8. Click“Backto Home" atthetopofthescreento returntothe Home screen.
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CompletingPlacementinformation
9. FromtheHomescreen, click the“PlacementInfo” linkto add placement informationforthe
student.
10. Onthe PlacementInfo overview screen: Click “Create New” on the upper right side of the screen
toadd anew placement entry.

Placement Info

Back to Home » Create New

Student Worker
Start End  Outcome Career Industry Company Company Company Company Workplace Mentor Mentor Weekly Paid Comp
Date Date Type Experience Sector  Sector  Name Address  City Zip Mentor Phone Email  Hours Position Coverage

No Records found for your account.

a. Ifastudenthashad multiple placementswithin aterm, enter each business/placement
siteseparately.

b. Ifthestudent hasrotated through multiple roles within one placement, onlyone
placement profileis necessary.

c. Ifthestudentiscontinuingaplacementinto anothertermtoearn another credit, a
separate placement should be loggedfor each term.

d. Ifthestudentisearning multiple credits for asingle placementsite during a single term,
only one entry isnecessary.

11. Onthe PlacementInfo screen: Enter theplacementinformation. Most informationis located on
the WBL Agreement page of the Personalized Learning Plan Packet.

a. Start Date:Enterthestudent’s actual start date at the placement.

b. EndDate:Enterthestudent’s projectedend date for the credit-bearingexperience. For
most, thiswillbe the last placement date fortheterm. ==

Placarnent lnfe

i. Ifastudentishiredtostay on after
the semester, put thelast day of
placement fortheterm.

ii. Ifastudentiscontinuinga
placementinthespringtoearn
another credit, put the last day of
placement for thefallterm. Create
a new entry forthe springterm
placement.

ii. Ifastudentisearning multiple I
creditsforone placement withina L ENE
singleterm (such astwo creditsin
thefall), put thelast date of
placement ofthatterm.

c. OutcomeType:Select the option that best
describes the duration of the placement.
d. Experience:Select thetypeofexperience
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that best describes the student placement.
e. CareerSector:Select theindustrysector
that best describesthe actual job orrole of
your student.
i. Example:Ifthestudentis workingin
a marketing capacity for alocal
dentist office, thestudent’s “career

sector”should be “Marketing”and
the “industry sector”should be
“Health Science.” Back to List
ii. The list providedaligns tothe 16
nationally-recognized CTE career
clustersand allows for greater
reporting clarity regarding a EndDate | 04/12/2017
student’s placement andthe
alignmentto his/her area of
elective focus. Experience | Internship .
f. Industry Sector: Select the industry sector

Placement Info = create

Start Date 01/19/2017

Outcome Type Placement ended at the end of theten ¥

Career Sector Information Technology v
that best describes the business thatthe
Student WorkS for. Industry Sector Government & Public Administration v
i. Example:Ifthestudentis working in CompanyName | ACME Company
thelTdepartment for your county . )
ompany Address 123 Way

school district, thestudent’s “career
SectOI’”Sh OU/dbe ”/nformation Company City Cartoonville
Technology” andthe “industry

sector”should be “Government & om0
PUbIICAdmIn istrationll to reﬂect th e Workplace Mentor Donald Duck
natureofthe businessas a
. Mentor Phane 123-456-7891

governmententity.

g. Company Name: Enter company name. Mentor Email | donald.duck@co.org

h. Company Address: Enter thecompany Seudert Weekly Hours | 18

street address.
i. Company City: Enter company city. PeidPosition @ Yes © No
j- Company Zip: Enter thecompanyzip code. Worker Comp Coverege o ves 6 No

k. Workplace Mentor: Enterthe name of the
student’s workplace mentor/supervisor.

Create

[.  MentorPhone: Enter the phone number
forthe student’'sworkplace
mentor/supervisor.

m. Mentor Email: Enter the email address for
the student’s workplace mentor. This field
is not currently captured on the WBL
Agreementpage ofthe Personalized
Learning Plan Packet. It
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is being added to allow for the collection of direct feedback from mentorsregarding a
student’sworkplace performance and employability skill development. It will be required
beginninginthe 2017-18schoolyear.
n. Student Weekly Hours: Enter the average/approximatehoursthe studentworkedper
week.
o. Paid Position:Select “yes” ifthe studentwas paid. Select “no”ifthe studentwas not paid.
p. Workers'CompensationCoverage: Select whether Workers Compensation Coverage
applied to the student placement. See the bottomofthe WBL Agreementform.
Note: Workers Compensation will only apply for paid positions. In general, workers
compensation covers all paid employees for companies with 5or more employees.
For more information, visit the Tennessee Department of Labor and Workforce

Development.
g. Clickthe“Save” button.

Adding, Editing or Deleting a Placement
12. Begin onthe Home screen andfollow the link to Placement Info.

Placementinfo

to Home Create Mew

Student Worker
Outcome Career Industry Company Company Company Company Workplace Mentor Mentor Weekly Paid Comp
Start Date EndDate  Type Experience  Sector Sector Name Address City Zip Mentor Phone  Email Hours Position Coverage

11192017 4/15/2017 Placement Internship Finance Government& ACME 123Way Carroomville 10101 Donald 123 123- 18 Y L dit
end r Company Duck 123 123- Delete
4567 4567

the end
the term

13. Toadd a placement:

a. Closeoutaprevious placementby reviewing the placementinfo. Pay specific attention to
the Start Date, End Date, and Outcome Type. Ensure all fields are complete. Edit as
necessary by clicking the“Edit"link to the right ofthe screen.

b. Click“Create New” ontheupperright side ofthe screento add a new or additional
placemententry.

¢. Followthestepstoaddnew placementinformation.

14. To edit a placement, click the link to “Edit” at the right side of the screen next tothe entryyouwish
to edit. Change the contentofthefields you wish to change andclick “Save.”

15. Todelete a placement, click the“Delete”link at the rightto delete an entry. Note: Deleting an entry
ispermanent and cannotbe recovered.

a. Oncethe“Delete” linkis clicked, you will be shown a confirmation screen to determine if
you truly wishto deletetheentry.
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Placement Info =

Start Date

End Date

Outcome Type
Experience

Career Sector
Industry Sector
Company Name
Company Address
Company City
Company Zip
Workplace Mentor
Mentor Phone

Mentor Email

Student Weekly Hours
Paid Position

Worker Comp Coverage

Delete
Back to List «

This action cannot be undone! Please review the record you are about to permanently delete.

01192017

04/13/2017

Placement ended at the end of the term
Internship

Finance

Government & Public Administration
ACME Company

123 Way

Cartoonville

10101

Donald Duck

123-123-4367

123-123-4367

18

1

e <=

To permanently delete an entry, click the red “delete” button at the bottomofthe

confirmationscreen.

Alldone! What's next?

16. Nowthat allinformationhas been entered for this profile, students maylog back in at any timeto
edit and update theirinformation using the original login information.
17. If you're a teacher entering multiple student entries, click Sign Out at the top right-hand side of the

Toreturnto the previous webpage, click the“Backto List” link at thetop ofthe screen.

screento log out of this student profile and create the next.
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