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How to view, filter, edit, and approve/decline 
placement requests

This is where you can view requests that have been made against your placement offer 
details by Education Providers. You can approve, approve with modifications, or decline 
these requests.

(A definition of the terms used in this guide can be found in the Glossary of Terms at the end 
of this document)

To view placement 
requests, navigate to 
Liaise and match / 
Placement requests

From here you can:

• Filter existing placement requests
• View and edit an existing placement request
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Filter placement requests

You can filter placement requests by Offer Period ID, Profession, Region, and date. These 
can be used individually or in combination.

NOTE: You can use a * in front of a search term if you are unsure of the full details e.g., *1046

➢ To filter placement requests by Offer Period ID, enter the ID number then click Apply.

➢ To filter by profession, click on the drop-down menu below Profession, select the 
preferred profession then click on Apply.
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Filter placement requests

➢ To filter by facility, click on the drop-down menu below Facility, select the facility then 
click on Apply

➢ To filter by date, click on the date picker menu below Start Date / End Date, this opens a 
calendar. Select a date range and click Apply
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Filter placement requests

➢ To reset all filters, click Reset
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Approve, Approve with modifications, or decline 
placement requests

You can view, edit, approve and decline placement requests

➢ To view and/or edit a request, click on   to the right and select  View/Edit

After selecting View / Edit, you will be able to view the details of this placement offer and any 
requests made against this placement offer by education providers.
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Sections 1 and 2 contain details from the Health Provider about the Placement offer, and the 
final section lists all the Placement requests made by Education Providers against this 
Placement offer.

You can choose one of three outcomes for the placement request: Approve with modifications, 
Approve or Decline. 
See the Glossary for further explanations on these states

➢ To review a placement request, click the down arrow, and select View/Approve with 
modifications

NOTE: You can only change the status of Placement requests that are listed as Published. You 
cannot change the status of Placement requests that are listed as approved or declined. 
If you need to change any of the placement arrangements, you need to contact the Education 
Provider directly.

Approve, Approve with modifications, or decline 
placement requests

Placement requests - view, filter, approve, or decline 
How to view, filter, and approve / approve with modifications /decline placement 
requests



3

On this page you can see the Placement offer details that the Health provider has entered 
and the  Education provider’s requests.

➢ You can select whether to approve, approve with modifications, or decline.

➢ Click Submit to confirm your selection

If you choose Approve or Decline, you will return to the Placement offer details page where 
you can view the placement request list and the status of this request will be shown. 

Approve, Approve with modifications, or decline 
placement requests
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If you choose Approve with modification, a new section will become visible and allow you 
to modify the details of the request and provide comments if you wish.

➢ Complete the details and select Submit

➢ Note Education Providers can not see the reason why you made the modification.

Approve placement requests with modifications 

➢ Once completed, click Submit 
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Key terms

Definition of Key terms used in this how-to guide:

Key terms Definition 

Approve with modifications

Health Providers can modify the dates and number of 
students they can accept from a ‘placement request’ that was 
made on their ‘placement offer detail’. 
Once published, Education Providers can view the changes by 
viewing their placement requests (under liaise and match).

Clinical area

A clinical area refers to the setting at which a student 
placement can occur. This could be either a physical space, 
team or person. Placement offers must be created against a 
clinical area.

Clinical area descriptor Describes the services provided e.g. renal inpatient services
Date range Start and end dates.

Decline

The Placement request has been declined.

Note: There is no notification that goes back to the Education 
Provider who made the request. It is however viewable when 
they go back into the system to view their requests.

Māori / Pacific
Services at this location support significant numbers of 
people in the specified communities

Max # of students at any 
given time

The number of students that a clinical area can accommodate 
during each placement period (e.g. 2 students at one time). 

Number of days on 
placement per student

A placement may be a total of 30 days, but these do not have 
to be consecutive days e.g., there could be a placement for 
three days a week for ten weeks.

Number of placements 
requested

The number of students times the number of placement days 
they require.

Offer Period ID
This number can be entered to view specific expressions of 
interest. The format of this number is SPO-000000 (e.g., SPO-
001043).

Placement offer
The placement type and number of students that a health 
provider can support for a clinical area
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