
User Guide 

Last updated: 8 Oct 2024

Logging into the Student Placement 
Coordination Tool using MHAW
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To log into the Student Placement Coordination Tool, you will need to

be invited by your organisation's Student Placement Coordination 
Tool administrator. 

Once invited, you will receive an email like this example outlining the 
4 steps required .

Step 1: Redeem your code (pg3)
Please click on the link provided in the email or copy and paste the 
code into the space provided (if it is not already there)

Step 2:
Tick the box I have an existing account and click Register

Step 3: Sign up for My Health Account Workforce (MHAW) (pg4)
A guide can be found using the attached link

Step 4: Log into the Student Placement Coordination Tool (pg18)
Use one of the following links to access the tool

 - Health Providers - Health Provider - Sign in
 - Education Providers - Education Provider - Sign in

https://healthplacements.tewhatuora.govt.nz/SignIn
https://educationplacements.tewhatuora.govt.nz/SignIn
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After clicking on the link, you will be taken to a place where you can Sign up with an invitation link.

The redeemable code should appear in the box provided (invitation code), but if not please just copy the 
code provided and paste it into the box on the page.

 - Tick I have an existing account
 - Click on Register

You will then be taken to the 
MHAW sign-up page.

The following pages (pg4-17) outline 
the steps needed to sign-up
for a MHAW account.



Getting Set-up

What you need to Sign up to My Health Account Workforce

Unique Work Email  Address
(email address not previously used to 

sign up on My Health Account)
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Getting Set-up
MHAW – Confirming your identity and identification levels

Unique Work email address + 
verification code Level 1:  Entry

Identify yourself using an official 
document Level 2: Basic

Verify yourself with a healthcare 
provider check Level 3: Complete

To us e the Student Placement 
Coordi nation Tool , you need to 

have at least Level 2: Basic 
ac cess

Please n ote th at Level 3  will  n ot  
gran t an y additio nal access in 

the Stu dent  Placement  
Co ordin atio n To ol –  Level 2 is  

all th at is  required

MHA Level  = MHAW LevelSigning up for MHAW and confirming your  identity with your  MHA
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Getting Set-up
Verification documents needed to upgrade to Level 2

NZ Driver’s Licence

NZ Passport

NZ Birth Certificate NZ Citizen Certificate Kiwi Access Card

Australian 
Passport
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Sign up using your work email. 

NOTE: If you have a My Health Account 
(MHA), the email address cannot be 
the same for both log-ins. You need to 
use a different email address for each.

Tick the box after reading and agreeing 
to the Privacy Statement and Terms of 
Use. Then click Start.

Please do not use RealMe to 
validate your identity in this 
application.

If you have any problems, 
please contact the Hub 
helpdesk 
(healthplacementhub@tew
hatuora.govt.nz) 

MHAW sign up and 
upgrade to Level 2 Use the register link sent to you by the 

Student Placement Team for the 
Student Placement Coordination Tool 
Use the Sign up link on this page.
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You can choose to log in if 
you have an existing My 
Health Account Workforce 
account.

If you do not, please select 
Sign up

mailto:healthplacementhub@tewhatuora.govt.nz
mailto:healthplacementhub@tewhatuora.govt.nz


Check the inbox of the email you 
entered for a verification code. 

This is the ‘sign up with email’ pathway. 
Enter an email address not previously 
used in MHA then click Send 
verification. 

Enter the verification code from the 
email you received in the space 
provided, then click Continue.

joebloggs@TeWhatuOra.govt.nz

MHAW sign up and 
upgrade to Level 2
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Create a password following the 
provided recommendations then click 
Continue.

This is your profile dashboard. Your 
Identification level is Level 1 : Entry.

You need to upgrade your account to 
Level 2 to be able to access the Student 
Placement Coordination tool. Click 
Continue.

joeblogg s@TeWhatuO ra. gov t.nz

If you don’t have a My Health Account, 
tick the box I don’t have a My Health 
Account. Click Continue.

If you have a MHA and 
wish to use this to 
validate your MHAW 
account, refer to the 
next section (p12) 
(MHAW sign up using 
MHA) 

MHAW sign up and 
upgrade to Level 2
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It is better to confirm your identity using 
one of the official documents first. Tick 
this box and then click Continue.

This screen displays the list of identity 
documents you can use. Have your 
document details ready, then click 
Continue.

Select the identity document you will 
use to confirm your identity, then click 
Continue.

MHAW sign up and 
upgrade to Level 2
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Enter the details of your identity 
document here.

Enter the details exactly as they appear 
on your identity document, then click 
Continue.

Click View your profile to return to your 
profile dashboard.

Joe Bl oggs

MHAW sign up and 
upgrade to Level 2
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Your identification level is now at Level 
2: Basic. This will be sufficient to access 
the Student Placement Coordination 
Tool. Click Continue.

Kia ora Joe

joeblo ggs@TeWhat uOra.govt.nz

Jo e B loggs

MHAW sign up and 
upgrade to Level 2

If you wish to continue to Level 3 access you may, but please be aware that you will not 
be granted any additional access based on this.

It may be that you have a MHA account already at Level 3. If you validate this account 
using your MHA then you will automatically be assigned Level 3 access as well. 

To validate your account using your MHA account details, please follow the instructions 
in the next section MHAW Signup using MHA

If you are finished, there are 2 important slides at the end 

12



You can sign up using your work email.

Tick the box after reading and agreeing 
to the Privacy Statement and Terms of 
Use. Then click Start.

MHAW sign up and 
upgrade using MHA Log in to your workforce application 

using the link provided.
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Check the inbox of the email you 
entered for a verification code .

This is the ‘sign up with email’ pathway. 
Enter an email address not previously 
used in MHA then click Send 
verification. 

MHAW sign up and 
upgrade using MHA

Enter the verification code from the 
email you received in the space 
provided, then click Continue.

joebloggs@TeWhatuOra.govt.nz
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Create a password following the 
provided recommendations then click 
Continue.

This is your dashboard screen. Your 
Identification level is Level 1 : Entry. To 
upgrade your account to a higher 
level you will need to confirm your 
identity. Click Continue.

joeblogg s@TeWhatuO ra. gov t.nz

If you have a My Health Account, tick the 
box Using your My Health Account. 
Click Continue.

MHAW sign up and 
upgrade using MHA
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Click Continue.

Check your email inbox. Enter the 
verification code from the email you 
received in the space provided, then 
click Continue.

Enter your MHA email and password. 
Click Log in.

joeblogg s@TeW hatuOra .gov t. nz

MHAW sign up and 
upgrade using MHA
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Confirm if this is the name linked to your 
MHA, then click Yes, that’s me.

Click View your profile.

This is your dashboard screen. Your 
MHAW identification level will be set to 
the same level as your MHA. 

Please note that Level 2 or above will 
allow you to access the Student 
Placement Coordination Tool. 

joeblogg s@TeWhatuOra .gov t. nz

Joe Blog gs

Joe Bloggs

MHAW sign up and 
upgrade using MHA
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Get Support

Logging into the Student Placement Coordination Tool

Once you have completed setting up your profile in MHAW, you will be 
ready to log into the Student Placement Coordination Tool.

Use the following link to log into the Education Provider Portal 
https://educationplacements.tewhatuora.govt.nz/SignIn

Use the following link to log into the Health Provider Portal 
https://healthplacements.tewhatuora.govt.nz/SignIn
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https://healthplacements.tewhatuora.govt.nz/SignIn
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