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Intern Placement Tracking (IPT) Instructions for BSU 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 BSU Social Work department 
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 Boise State University and field agencies to communicate with students. 
Because of this, it is essential part of all students’ fieldwork responsibilities to keep all information 
current. Please become familiar with this system and contact Travis or Jim Knapp with any 
questions. 
 
Getting Started 
The IPT website is located at http://www.alceasoftware.com/web/login.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.  
 
The Organization ID for anyone using the Boise State IPT service is: BSU523 
 
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. For security reasons, we cannot retrieve either your User Name or Password 
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information. If you forget either your User Name or Password, contact the School of Social Work at 
socialwork@boisestate.edu or (208) 426-1568 to reset your User Name and Password. 
 

 
 
After you submit your User Name and Password, you will be directed to the IPT Home Page. 
 

 
 
At the Home Page, a number of links are provided along the top of the page including Agency List, 
Supervisor List, Student List, and Reports. On the left hand side of the page are links to Send Group 
E-mails, Change E-mail Address (yours), and Change Password (yours). 
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Sending Group E-mails 
To send group e-mails, click on the Home link on the top of any page and find the Send Group E-
mails link on the upper left.  
 

 
 
This is a very helpful communication tool. With this function, you may directly send an e-mail to a 
set criterion of students, agency contacts, and/or supervisors. Simply check the boxes to fill out 
your criteria, type a subject and a message, and hit the Send button to send the e-mail. 
 
Or, you may use this page to generate a list of e-mail addresses that you can copy and paste into 
Groupwise to send or to create address group. To generate the list of e-mails, instead of hitting 
Send, hit the Show E-mail List button. 
 
Top Menu Information 
 
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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Supervisor List 
By clicking on the Supervisor List page (see next page graphic) you will be directed to all the 
supervisors currently in the IPT system. To see the full detail on any supervisor, click their name and 
you will be directed to the supervisor’s contact page. We ask each supervisor to fill in their contact 
information and to keep it current.  
 
On the upper left hand side of the Supervisor Page, you will find a History link. Click on History to 
find all students this person currently supervises and has supervised in the past. 
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Student List 
By clicking on the Student List page you will be directed to a list of all the students currently in the 
IPT system (and currently in the Social Work program). To see the full detail on any student, click 
their name and you will be directed to the student’s contact page. 
 
Here you will find each student’s contact information, their advisors, practicum/seminar 
instructor(s), and the agency where they’re interning including their supervisor’s phone number. 
 

 
 
Reports 
The Reports page provides a number of different options for reporting including reports on 
agencies, supervisors, students, liaisons, and more. To generate a custom report, click on any of 
the reporting links, set the criteria you would like to search, and click the submit button. The 
program will then generate a PDF report based on your search criteria. If you have a question 
about generating a specific report, please talk to Jim or Travis. 
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Group List 
When searching students, agencies, or supervisors, you may expand or narrow your search by 
group. I’ve set up a group for each class and the semester they’re serving practicum. For example, 
the MSW Class of 2008 – Spring 2007 includes all Masters students graduating in 2008 serving 
practicum in Spring of 2007. If all boxes are checked, you can search for all students but if you 
want to narrow your results to a certain class, check only the applicable boxes. 
 

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


