Professional
Experience Student
Guideline for
Unpaid Placement

UNIVERSITY
OF WOLLONGONG
AUSTRALIA




PROFESSIONAL
EXPERIENCE STUDENT
GUIDELINE FOR
UNPAID PLACEMENT

2025

A GUIDE FOR IN-SCHOOL COORDINATORS, SUPERVISING TEACHERS,
PRESERVICE TEACHERS, STUDENTS AND UNIVERSITY ADVISORS

Disclaimer: Details in this document are correct as of 24th March 2025 but may be subject to change.

e
2 | PROFESSIONAL EXPERIENCE STUDENT GUIDELINE FOR UNPAID PLACEMENT &
UNIVERSITY
OF WOLLONGONG
AUSTRALIA



Contents

Step 1 - Enrolment Of ENGGAS54/ECTES99.......ccccuiiieeeeetee et eceeeeeteeeetreeeteeeeteeeeteeenteeeeaseeereeensseeenreeenns 7
Welcome t0 ENGGAS54/ECTEZ9......ciiiiieieieieissie st ssessssses 8
Step 2 - Accessing EIS PEXs / S0Nia Onling POrtal ........ccviieeiieeiieeieceieceteectee ettt et e 8
Step 3 - Checks in EIS PEXS / SONI@ ONINE ..ocviiveeiiicieccteectee ettt ettt eve et e ete e et e eaneeaneeaneenns 9
EEO — Equal Employment Opportunity CheCK .........ccioicciiiiiiie et erere e e e e 9
Certificate Of COMPIETION ...coi et e et e e et e e e e eeabe e e e eearaeeeeearaeeeenns 10
R =T o 3R S o T 0 1 11
(@feT 0] o] [=YuToT s T a o [ Tor- | o] SR PRSPt 11
Step 5 - Thank you for completing EEO MOAUIES........ccoociiiiiiiiiie ettt 12
Step 6 - Letter t0 EMPIOYEr FOIM .ottt e e e e e e e e e e nbre e e e e e e e sennaraeaeeeeeas 12
SEUAENT DETAIIS....eeeeeeee et et st sa e s bt e e s b e s bt e e snbeesneeesareeens 13
Students Areas of Interested INCIUAE.......c.eoiiiiiiiiii e 13
Coordinator for Professional WOrk EXPEIriE€NCE......c.uueiiiiiieeeeciiee e ccieee et e e eetre e e eetre e e ssaveee e seneaeeeeans 14
SV DFATE/SAVE oottt ettt ettt e e ettt e e s ettt e e seateeesaabeeesaateessa b aeeesabateesabaeessarbeessaaaeesnans 14
SUDIMISSION 1.ttt ettt ettt et e s bt e e s ab e e st e e e bt e e sabeeabeeesaseesabeeesabeesabeeeanseesaneeesnneenns 14
P I SV ettt ettt et ettt e e e e e e e e e ——tteeeeerae e ———tteeeteraaa ————teeeseaaaa ———eteeeserana——reeeeeraaanns 14
Step 7 - Placement REQUIrEMENTS FOIM ....ciiiiiiiiiiciiie ettt e et e e e arre e e e arae e e e araee e e nnes 15
Options: Please Select Yes for only ONE OPtion .......ueiiiciiieeiiiiee ettt e e seive e senvae e 15
SAVE DIATE / SUDIMIT cuveteiiriiee ettt ettt ettt ettt e s ettt e e s ettt e e sasebeeesasateessabaeessasaeessasaeessasseessassaeessans 16
SUDIMISSION 1.ttt ettt et e s b et e s ab e e st e e e bt e e sabe e e bt e e sabeesabeeesabeesabeeennseesaneeesnneenns 16
Step 8 - OPTION 2: Unpaid Work Experience Application ........ccceevieiiieiiiiiiieeee et eerreeee e 16
Step 9 - Unpaid Work Experience Application VI FOIM .....ciiiiiiiiiiiiiee ettt et 17
STUAENT DTAIIS ...ttt ettt st sttt s bt e bt e bt e sbe e sse e et e et e et e e nreen 18
[T aToTe o) il 00T o] [ 1V 5 1 T=Y o | AU USUP 18
(015 - TV Y=Y aToT o D=1 - 11 SRR 19
Organisation Student Mentor Details .........ceeee it e e e e 19
Organisation Profile .......c.eiii i e e et e e st e e e et e e e e e ataeeeeans 19
LTV oY (oL g (= g Yol ol 0 q o 1=t <L [T 20
SEUAENT DECIAIATIONS. .. ettt ettt et e st e bt e s beesbee e sabeeebeeesnbeesneeesnneens 20
Additional StUAENT COMMENTS.....c.uiiiiiieiiee ettt e s e e eeeesabeesneeesareeens 21
SAVE DAL / SUDIMIT cuveieiie ittt ettt ettt e e s ettt e e s ettt e e saseteessasaaeessabaeessasaeessasseessasseessassaeessans 21
SUDMISSION .ttt et e sh e sae e st st s bt e bt e bt e s bt e smeeemt e et e eteenreens 21
e
3 | PROFESSIONAL EXPERIENCE STUDENT GUIDELINE FOR UNPAID PLACEMENT

UNIVERSITY
OF WOLLONGONG
AUSTRALIA



(O gul o= 1 (=l o il LA TS L= Lol I 21

Step 10 - Approval Requires More Information or Rejected _ ............................................ 22
Step 11 - UOW Student Work Experience Form for Unpaid Placement .........ccccoceccviieeeeieiiccciiiieeeeenn, 23
Y =] oI A T o AV o T C o TR SRS 23
Step 13 - Student Weekly Diary AVAilable...........ooouiiiiiiieecee et 23
Step 14 - ENGG454/ECTE399 - Student Weekly Diary FOrM.....cooveivieiieeiereeereectee e e e et 24
Student & PlacemeNnt SUMMAIY ....ciciii ettt e et e e e e e e e et b e e e e e e s e e snbraaeeeeeeseesnararaeeaeeas 25
LISt OF ACTIVITIES +eeruteeeiieeetee ettt et sttt et e st e s be e e st e e s bt e e sabeesbeeesnbeesaneeennneas 25
SAVE DFaft/SAVE DIAIY..cuviiieeeeetee et et etee et ete e et e et e e eeteeeetteeeebeeeeseeeeteeessreesseeenseeeesseeenseeesreeans 25
SUDMISSION .ttt et e b e sb e sae e st st e s bt e bt e bt e s be e sme e et e et e eteenreens 25
SAVE/PHINT WEEKIY DIGIY....eiiveieieeieete ettt et ettt eve vt e teeeteeeteeetaeeaveeveenbeesteesssesaseeaseenreeseebeesseens 26
Reminder t0 COMPIETE DIArY ...ccooceiiiiiieee ettt e ettt e e e e e e esaraae e e e e e e e esansaaaeeeaeseennnes 26
Step 15 - Placement COMPIELEM ....oocoi et e e e e e et e e e e e e e e anrraeeeeaeeas 27
Step 16 - Organisation Mentor's Report - Certificate of Service FOrm........cccocvveieeeiieeiecciee e, 28
STUAENT AETAIIS ..ttt st st sttt e b e b e s bt s st et e et e et enree s 28
(07 [ o 1= YuloT o T D L] =11 PSPPSR 28
(@] gaY ol =T e=Te I R T =1 I =T oo o USRS 28
Step 17 - Organisation Mentor has Completed Feedback ........ccccevvviiiiciiiiii e, 29
Step 18 - Organisation Mentor's Report - Certificate of Service FOrm........cccocvveeeeiiieeicciiee e 29
Save/Print Organisation Mentor's Report - Certificate of SErviCe .....c.covevvveeeevveriecieccrecreeereeeneens 30
V=T =T Y= ST LTS 30
Step 19 - FINal report SUDMISSION......ciii ettt e e e e e e e et e e e e e e e e eanbraeaeeeeesennnsraeneeaanas 30
Step 20 - Creating a SUPpPOrt ReqUEST fOr EIS PEXS ....uviiiiiiiicciiiieeee ettt e et re e e e e e e anrraeee e e 32
Step 21 - Support Request for EIS PEXS FOIM ....ciiiiiiiiiiiiiee ettt ettt e e e e e nae e e e 32
STUAENT DTAIIS ..ttt ettt st sttt s b e bt e bt e sbe e sse e et e et e et e enree 32
Y Lo 1AV o a -y n [V o o o o AP SR USUPR 33
N RNV o T g T 2 (=T [0 T U SUP 33
OtNET ISSUBS/ENQUITY evveeeereeeeteeeeteeeeteeeeteeeeteeeetteeeeteeeeaeeeeeteeeesseesaseeeesseeessesessseesseeeasesessseeensesesnreeans 33
LCT=T oY= 1 I =1 a o [V o PPt 33
Save/ SUDMIt SUPPOIT REGUEST ...c.veevietieetieeteecte et ettt eete et eeteeetaeeveeveeeteesteestsesasesaseenreenseenseesseens 33
SUDIMISSION 1.ttt ettt et e s bt e e sab e st e e e bt e e sabeeebeeesmseesabeeesabeesabeeennbeesneeennneenns 34
EIS PEXS AdMIN COMMENTES ....eiiiiiiiiiieeciiee ettt ettt ettt et e s e et essbeesmeeesabeesabeeesneeesaneeennneas 34
Step 22 - Notification regarding SUPPOIt FEQUEST .....ceiiiiiiiieieiiiee ettt et e e e 34
e
4 | PROFESSIONAL EXPERIENCE STUDENT GUIDELINE FOR UNPAID PLACEMENT

UNIVERSITY
OF WOLLONGONG
AUSTRALIA



Step 23 - Checking the Support Request for EIS PEXS........uiiiiiiiiiiiiiiee ettt 34

Step 24 - Completed Support Request for EIS PEXS.....ccccuiieiiiiiee ettt eeree e e e 35
Completed EIS PEXS AdMIN COMMENTES. .....uiiiiiiiieiiiiieee e e e eccciieee e e e e e eeirare s e e e e s e ssnnrereeeeeeseeannraeaeeaeeas 35

&

5 | PROFESSIONAL EXPERIENCE STUDENT GUIDELINE FOR UNPAID PLACEMENT &

UNIVERSITY
OF WOLLONGONG
AUSTRALIA



As a requirement for the Bachelor of Engineering (Honours) suite of degrees,
students are required to obtain a minimum of 12 weeks (60 days) of full-time or

equivalent professional experience in a relevant industry during their course and
submit a report to a satisfactory standard.

For further details, please refer to the Subject Outline and the ENGG454/ECTE399
Professional Experience Guideline.
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Step 1 - Enrolment Of ENGG454/ECTE399

Students must in ENGG454/ECTE399 for the session and [oJJ&lalElefelfeNEl for
their work experience before undertaking a minimum of 12 weeks (60 days) of full-
time or equivalent professional experience.

Please see the article link below for enrolment.

How do | enrol/add subjects at UOW?

Students who are not able to see the subject in the list should click the “LIST
SUBJECTS IN ALL CAMPUSES" to display the Distance options as it is essential for
ENGG454/ECTE399.

Students who enrol in the subject after the end of Week 2 are required to complete
the late enrolment form.

Subject Management - Late Enrolment Form

Multidisciplinary students (e.g., Materials and Mechanical) enrolled in ENGG454
must [aIaES their major engineering discipline in SOLS, which determines their
placement group in EIS PEXs (Sonia Online). Prior to the commencement of the
placement, students must have their placement approved by their discipline
coordinator.

Dashboard | UOW Learning Platform

21 Group self-selection
Ll . n 3 _
Engineering Discipline

All students enrolled in ENGG454/ECTE399 are automatically added to the EIS PEXs
system within 24 to 48 business hours. Access the system using this link, and log
on using your UOW username and password.

Dashboard | Professional Experience System
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https://uowedu.service-now.com/askuow?id=kb_article_view&sysparm_article=KB0012635&sys_kb_id=98fa261ac372da108c8bbec6050131b4&spa=1
https://uowedu.appiancloud.com/suite/sites/subject-management/page/submit-request
https://moodle.uowplatform.edu.au/my/
https://studentplacement.uow.edu.au/SoniaOnline/School.aspx?SchoolId=11

Welcome to ENGG454/ECTE399

Upon enrolment in the Faculty of Engineering and Information Sciences (EIS)
Professional Experience System (EIS PEXs / Sonia Online), students will receive a
confirmation email.

Welcome to ENGG454

° noreply@uow.edu.au
To

Hi Test,

As you have enrolled in ENGG454, you have been added to the EIS - ENGG454 Professional Experience Moaodle site. Please access this site for important information regarding the professional experience
required to complete your degree including;

+ ENGG454 subject outline and subject guidelines. Please READ BOTH
» What is the process for applying for professional experience
* What is the EIS Professional Experience System (EIS PEXs) and how to log on

Ensure you have read the information provided on the Moodle site.
Once you have done so, complete the following steps to get started.

Log onto the EIS PEXs.

Navigate to the Checks tab. Click the link to the EEO Online modules, which will open in a new browser window.

Complete Module 1-3 and print each Certificate of Attainment as a pdf.

In EIS PEXs under Checks, change the value to Yes, add the date all three modules were completed, upload the three certificates and save.
You will receive further instructions after completing these steps.

DR W

Letter to Employer
When you are seeking potential organisations, some employers request confirmation that you are an engineering student from the University of Woellongeng. If required, please click on the link in the table
below to open the form. Complete the data entry and save. Print the form as a pdf by using the print icon in the top RHS of the form. This form is optional.

Form Placement group Date created Completed (Mine) Completed (All)
Letter to Employer(Edit Form) ENGGA454 - 1234 _TEST DISCIPLINE 18/12/2024 2:42 PM (AEDT) 0 of 1 0of1

We wish you all the best with this subject and your professional experience.

Kind Regards
EIS Faculty Staff

This is an qutomated email from the University of Wollongong, Faculty of Engineering and Information Sciences, EIS Professional Experience System.
Please do not reply to this email.

Step 2 - Accessing EIS PEXs / Sonia Online Portal

Students gain access to EIS PEXs (Sonia Online) within 24-48 business hours after
their discipline allocation. Access the system via the Dashboard | Professional
Experience System, using your UOW username and password..
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https://studentplacement.uow.edu.au/SoniaOnline/School.aspx?SchoolId=11
https://studentplacement.uow.edu.au/SoniaOnline/School.aspx?SchoolId=11

Placements Forms My Details Checks History Documents Calendar R swdentes) @Y 83 [>

Welcome Student (Test)

WELCOM ENONNHESESYPROIFESSTOINAISEXRERIENICESSYSITTEM

For allinformation regarding your professional experience for ENGGA54, and instructions for using this system, please refer to the ELS - ENGGA54 Prof Experience Moodle sit

Your Discipline Coordinator is
Discipline Coordinator (Test)

School of Test Engineering

Phone: 12 345 678

Email: disciplinecoordinator@uow edu au

We hope you find this an enjoyable and rewarding experience.

EIS Facutty Staff

Step 3 - Checks in EIS PEXs / Sonia Online

Checks section contains all mandatory modules that students must finalize before
starting their professional experience approval process. This section might differ
depending on the student'’s discipline.

Home Placements Forms MyDetailsHistory Documents Calendar

Student can use the search box to filter Checks to locate a specific Check they look
for.

Search Mone Selected v

*sign indicates that the Check with * is a check and it has to be finalize
before starting the professional experience approval process.

Legend

* Mandatory ﬂ Check not passed
EEO - Equal Employment Opportunity Check

Every student enrolled ENGG454/ECTE399 has at least EEO — Equal Employment
Opportunity Check in their portal as a check.

9
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* A EEO - Equal Employment Opportunity Not Complete

Equal Employment Opportunity (EEC) Modules.
Module 1: Diversity and Inclusion on Campus
Module 2: Preventing Discrimination at Work
Module 3: Workplace Relationships

Use this link to register and complete the modules.

All three modules must be completed and each Certificate of Attainment uploaded to enable your access to an Application form.

Value: v

Browse

Date Completed: i ]

Students must complete the following mandatory EEO training modules:
Module 1: Diversity and Inclusion on Campus

Module 2: Preventing Discrimination at Work

& Module 3: Workplace
A Relationships

Module 1: Diversity and
Inclusion on Campus

W Provides an overview of Equal Employment
Opportunity (EEO) prindiples inluding
your rights and responsibilities and special
measures that apply to members of EEO
target groups”

Module 2: Preventing
Discrimination at Work

Module 3: Workplace Relationships
Explores our shared responsibilities to

. -
25 TO 30 MINUTES | !ﬂ!g
Ll
l” : L4
i
eliminate both direct and indirect

¢ discrimination in the workplace including
examples and cases studies of different
W categories of discrimination.

—

Examines some of the issues which can
erode positive workplace relationships
such as bullying and harassment, and
inappropriate relationships.

i + COMPLETED ON 17/05/2024 11:38 PM
el 4} !

>
ALL STAFF = ’

« COMPLETED ON 17/05/2024 10:18 PM

+ COMPLETED ON 17/05/2024 10:56 PM

Once completed, students must download and upload their completion
certificates to EIS PEXs (Sonia Online).

Certificate of Completion

7 Congratulations, you have successfully finished this quiz and your
completion of the Workplace Relationships module has been
recorded as of 17/05/2024.

3 Download your completion certificate.

The student should download certification of completion for dalfsElE)NaglelelBlElS and
submit them into EIS PEXs / Sonia Online Portal via Checks section

D [i ]
Value: =

Date Completed: [ ]

Once you upload your certificates, the student can click and save the documents
in the portal.

w
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Save

If the student submits the mandatory certificates successfully, section will turn
green and indicates that it was uploaded to the system successfully and cleared.
Once the student completes their mandatory EEO - Equal Employment
Opportunity modules, the student will receive a notification email as a follow up of
their completion.

* EEO - Equal Employment Opportunity Cleared

Equal Employment Opportunity (EEQ) Modules.
Module 1: Diversity and Inclusion on Campus
Module 2: Preventing Discrimination at Work
Meodule 3: Workplace Relationships

Use this link to register and complete the modules.

All three modules must be completed and each Certificate of Attainment uploaded to enable your access to an Application form.

D L]

Value: Yes v -

B EEQC - Equal Employment Opportunity.pdf
Date Completed: 22/11/2023 (i ] _

W EEO - Equal Employment Opportunity - 2.pdf

W EEO - Equal Employment Opportunity - 3.pdf

Browse

Step 4 - Forms

Forms are web-based submission forms created to store and follow information
related to student’'s work experience placement. As a requirement for the Bachelor
of Engineering (Honours) suite of degrees, students are required to obtain at least
twelve (12) weeks of approved professional experience in a relevant industry during
their course and submit a report to a satisfactory standard.

Students can access forms via email if applicable, or needs to navigate to the Forms
section in the navigation menu via Sonia Online Student Portal.

Forms track student placement progress. Students can access forms via:

e Email notifications
e Sonia Online > Forms section

Home PlacementsMyDetails Checks History Documents Calendar

Completion indicator

Each form has their own completion indicator. @ejgaelEl=leMIMIIglE)] indicates how
many action/submissions the student must complete in this form. [@elaalelEi=teRAI)]
indicates how many parties need to action before this form completed. This could

be a student, a mentor, a discipline coordinator, a EIS PEXs Admin, or someone else
depending on which form needs what approval and action.
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https://studentplacementuat.uow.edu.au/SoniaOnline/School.aspx?SchoolId=11

Each form has a completion indicator:

e Completed (Mine): Student submissions required
e Completed (All): Required approvals from mentor, discipline coordinator, or
EIS PEXs Admin

Completed (Mine): 0 of 1
Completed (All): Jof3

Step 5 - Thank you for completing EEO Modules

Once the student completes their mandatory EEO - Equal Employment
Opportunity modules, the student will receive an email as a follow up of their
completion. New forms will be assigned to student’s profile in EIS PEXs / Sonia
Online profile.

EIS Professional Experience System - Thank you for completing EEO Modules

° noreply@uow.edu.au
To

Hi Test,
Thank you for completing the EEO Online Modules as a requirement for your Professional Experience.

‘When you are ready to submit an approval application for an organisation, please click the link below for Placement Requirements and submit the form. You will receive a new email with further
instructions.

Form Placement group Date created Completed (Mine) [Completed (All)
Letter to Employer(Edit Form| ENGG454 - 1234_TEST DISCIPLINE |19/12/2024 3:44 PM (AEDT) [0 of 1 0ofl
Placement Requirements(Edit Form) ENGG454 - 1234_TEST DISCIPLINE |19/12/2024 3:44 PM (AEDT) |0 of 1 0of1

Kind Regards
EIS Faculty Staff

This is an gutomated email from the University of Wollongong, Faculty of Engineering and information Sciences, EIS PEXs (Professional Experience System).
Please do not reply to this email.

Students can access the form via email if applicable or needs to navigate to the
Forms section in the navigation menu via Sonia Online Student Portal .

Home PlacementsMyDetails Checks History Documents Calendar

Step 6 - Letter to Employer Form

Letter to Employer is a form which the student can use it to create a letter for the
employer to express their intention for their placement. This form provides
employers with confirmation that the student is enrolled in the UOW Bachelor of
Engineering (Honours) program and is eligible to undertake professional
experience. The student can edit the form by using the Edit button
on the right side.

This form allows students to generate a formal letter to potential employers,
confirming their enrolment at UOW Engineering. Students must:

‘
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https://studentplacementuat.uow.edu.au/SoniaOnline/School.aspx?SchoolId=11

e Specify their year of study
e Outline engineering disciplines of interest
e Save and print the form as PDF for employer verification

Letter to Employer

N,
i

Complete and email te potential organisations to verify you are a current UOW Engineering student. This form can be ecited and saved multiple times.

Placement group:

TEST DISCIPLINE

Date Added: =, New

Date Updated: 112/202 %

Completed (Mine): Oof1 Form added on 18/12/2024
Completed (AI: 0of1

Student Details

This section is partially auto-generated by the system except the current year of
their study at UOW. The student needs to indicate which year student they are

currently by using the drop down menu indicated as jElgleREReC (=l d\VATaMd o =IIs
section.

Professional Experience Requirement for UOW Engineering Students

To Whom it May Concern,

As a requirement for graduation at the University of Wollongong, full-time engineering students are required to obtain at least twelve weeks of approved professional experience.
This letter indicates that

Student with universi ity email

Student Number and s currently in their

is currently enrolled in the course

Students Areas of Interested Include

In this section, students are required to detail their specific areas of interest within
the field of engineering. This information is crucial for matching students with
suitable work experience placement opportunities in companies. Students should
highlight the engineering disciplines they are passionate about and wish to explore
further, such as mechanical engineering, electrical engineering, civil engineering,
or any specialized fields. This will help ensure that their placement aligns with their
career aspirations and academic goals.

Students Areas of Interest include

‘m@s
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Coordinator for Professional Work Experience

This section should be filled automatically by the system. If it is empty, you can
ignore or inform your school/PEX admin by using the support request form which
you can see in the Creating a Support Request for EIS PEXs section.

Yours Sincerely,
Coordinator for Professional Work Experience

Save Draft/Save

Letter to Employer is a multi-editable form which student can edit multiple times.
The student can use the button to save their draft letter or use
button to save the final Letter of Employer. Saving the document will not lock the
document and you will still be able to edit the file as you wish in the future. If you
do not save your letter, the student will keep receiving a reminder from system
because the system will recognize the from as pending action.

Submission

Once the student finalizes the Letter of Employer form and saved it, the form will
be actioned.

Actioned by Test Student (1234567) on 19/12/2024 12:17:00 PM

v Form successfully actioned

Print/Save

This form, when required by the employer, to be completed, saved as a PDF, and
presented to potential organisations when seeking employment. Student can print
and use this document by using the on the right side of the Letter to
Employer form to send a copy to organisation for looking an opportunity.

i~

=

If the student needs a digital copy of the Letter to Employer form, the student can
use this print option and select print as Microsoft Print to PDF or Save as PDF option
on Microsoft device or similarly for Mac devices depending on which browser the
student uses.

E3
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Printer

Microsoft Print to PDF A

Save as PDF

Microsoft Print to PDF
Ready

Step 7 - Placement Requirements Form

This form, to be completed, is to nominate the type of work you will seek approval
for, either [eElleRe]dl¥lgTeE el ONnce submitted, the correct approval form is assigned to
you.

Placement Requirements
Complete this form to neminate which approval form you reguire

Placement group:
Date Added:

Date Updated:
Completed (Mine):
Completed (AID: 0of1

Options: Please Select Yes for only ONE Option

Student needs to complete this form based on your discussions with your

organisation. By selecting [@]eldlelaW| Or [@®]ejdle]gW% approval forms are automatically
assigned to you. Selecting [@]ejdle]a®& Will require manual intervention and may take

up to 24 to 48 business hours to action.

Students must select one of the following options:
e Option 1. Paid Work Experience
e Option 2: Unpaid Work Experience

e Option 3: Other (Requires manual approval)

Approval forms will be automatically assigned based on selection.

=
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Options: Please select Yes for only ONE Option

Qves @no - Option 1: My work experience will be PAID and is one continuous placement with the same organisation and mentor.

Oyes @No s Option 2: My work experience will be UNPAID and is one continuous placement with the same organisation and mentor.

Oves @No - Option 3: My work experience will be split placements/multiple organisations and/or mentors, or outside of Australia where email communication may be an issue.

Save Draft / Submit

By clicking the Submit button, this form will be actioned. Alternatively, by clicking
Save Draft, this form will be saved as a draft to modify later for final submission.

Submission

Once the student submits the form, a confirmation message will indicate that the
form has been successfully processed.

Actioned by Student (Test) (1234567) on 20/12/2024 7:12:29 PM

v Form successfully actioned

Step8-OPTION 2: Unpaid Work Experience
Application

By selecting Yes for Option 2 will automatically assign the [ClgleElle A A el g = =II=Igtels
IAYeJe]ife=1dlelal¥4| approval forms to the student’s profile.

‘ #(es Ono ra ‘ Option 2: My work experience will be UNPAID and is one continuous placement with the same organisation and mentor. ‘

The student will receive an automated email about the new form assigned their
profile on Sonia Online

‘
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EIS Professional Experience - Unpaid Application Form

° noreply@uow.edu.au
To

Hi Student,

You have nominated that your work experience will be unpaid by your organisation.
Please click the link below to complete and submit the application which will be automatically sent to your Discipline Coordinator. If approved, the form will then be automatically sent
to UOW Finance for insurance approval.

IMPORTANT: Ensure you provide as much information as possible in your application regarding the type of organisation and expected work activities. If your discipline coordinator
requires more information, you will be required to complete a new form.

Please advise your organisation mentor that they will receive an email from the EIS PEXs System after your Discipline Coordinator has approved your professional experience. The email
will have a link to a form which they must submit before your placement is confirmed.

Form Placement group Date created Completed (Mine) Completed (All)
Letter to Employer(Edit Form) ENGGA454 - 1234_TEST DISCIPLINE |7/02/2025 9:36 AM (AEDT) |0 of 1 0of1
Unpaid Work Experience Application v1{Edit Form) ENGG454 - 1234_TEST DISCIPLINE |7/02/2025 9:46 AM (AEDT) 0 of 1 0of4

Kind Regards
EIS Faculty Staff

This is an automated email from the University of Wollongong, Faculty of Engineering and Information Sciences, EIS Professional Experience System.
Please do not reply to this email.

Students can access the form via email if applicable or needs to navigate to the
Forms section in the navigation menu via Sonia Online Student Portal .

Home DlacementsMyDetails Checks History Documents Calendar

Step 9 - Unpaid Work Experience Application vl Form

The student can locate the Paid Work Experience Application vl form in the Forms
section. This form design to understand the details of the placement such as
student details, Period of Employment, Organisation Details, Organisation Student
Mentor Details, Student's Research into Organisation and more. Student's
discipline coordinator will consider this information before approving the
placement.

This form collects essential details:

e Student Details (Auto-filled from profile)

e Period of Employment (Start & End dates, weekly schedule)

¢ Organisation Details (Company name, location, industry role)

e Organisation Mentor Details (Name, email, position, qualifications)

e Work Experience Expectations (Engineering tasks, problem-solving
activities)

e Student Declarations (Conflict of Interest, Paid/Unpaid status)

wr
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Unpaid Work Experience Application v1

Students complete this form detailing arganisation, mentor, placements dates, work activities, and research inte organisation. Students must declare na conflict of interest and that prior discussions have taken place with the mentor, Once

submitted, the form is automatically sent te the Discipiine Coordinator to approve.

Placement group: ENGGA454 - 1234 TEST DISCIPLINE

Date Added: 7/02/2025 10:36 AM i=_ New

Date Updated: T/02/2025 10:41 AM —

Completed (Mine): 1 of 1| E— Farm agded en 7/02/2025
Completed (All): 2 of 4

Student Details

This section is partially filled automatically from the student's profile. Students
need to review and complete all necessary information sections accordingly. This
includes providing their personal details, ensuring that all information is accurate
and up to date.

Student Details

Name Test Student

1D Number 1234567

Degree Course

Discipline

Year of your degree . e

Email @uow.eduau

Session Intending to Graduate

Year Intending to Graduate

Any Pre-Existing Medical Conditions or Information s
Relevant to the Placement

Period of Employment

This section should contain the details of the professional experience placement
period. Students need to provide the following information:

e Start Date: The date the student intends to start their placement.

e End Date: The date the student intends to finish their placement.

e Full-Time or Part-Time Employment. The student must complete a
minimum of 12 weeks (60 days) of full-time or equivalent professional
experience. The placement period can be longer than 12 weeks depending
on the employment type. Please specify the format as (x days/wk * y wks =
x*y days), e.g., (3 days/wk * 20 wks = 60 days).

e Schedule of Employment: Indicate how many weeks the placement will be
held or the division between the weeks the student will attend, showing
whether it is continuous or not.

e Comments for Period of Employment: Any additional comments related to
the period of employment that might help with the approval process if
needed.

Period of Employment

Start Date s
End Date £
Full time or part time employment Please specify n format (x dayshwk *y wks = x'y daye) eq. (3 daysiuk * 20wk = 60 cays
x days/wk * y wks = x'y days e
Schedule of employment 2. 12 weeks or 6 + B weeks
Comments for period of employment Ve
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Organisation Details

This section will contain the details of the organisation where the student will
undertake their placement. The required information includes:

e Name of the Organisation: Full name of the organisation.

e Address 1. Primary address/location of the organisation where the student
will physically attend their placement.

e Address 2: Additional address/location of the organisation where the student
will physically attend their placement, if applicable.

e Suburb: Name of the area where the organisation is located.

e Website: Official website of the organisation.

e State: Territory name for the organisation's address.

e Post Code: Special number representing the suburb where the organisation
is located.

e Country: Name of the country where the organisation is located.

Organisation Details

Name of Organisation ‘Website

Address 1 State

Address 2 Postcode

MR
SIS

Suburb Country p—

Organisation Student Mentor Details

This section requires the details of the person who will mentor the student during their
placement in the organisation. The mentor will receive emails and forms related to the
placement and will need to attend to these documents to ensure the student receives
the necessary approvals. The required information includes:

e First Name: The first name of the student's mentor in the organisation.

e Last Name: The family name of the student's mentor in the organisation.

e Email Address: The company email address of the student's mentor in the
organisation.

e Professional Qualification: The educational background of the student's
mentor in the organisation that relates to a specific industry or career path.

e Position and Department at Organisation: The title of the student's mentor
in the organisation and the name of the department.

e Contact Phone: The direct phone number of the student's mentor in the
organisation.

Organisation Student Mentor Details

First Name PERl Professional Qualification ’

Last Name PERl Position and Dept. at Organisation

Email Address PR Contact Phone #

Organisation Profile

In this section, students must provide a comprehensive profile of the organisation
where they seek to undertake their work experience placement. The profile should

-
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include detailed information about the organisation's products or activities, the
number of engineers employed, and the company's history. Additionally, students
should describe the organisation's role and contributions within the industry. This
information is whether the organisation and the proposed
placement meet the necessary criteria and requirements for a valuable and relevant
work experience. Students should ensure that their selected organisation provides a
safe and supportive learning environment, adhering to UOW's Work Integrated
Learning (WIL) policies.

Organisation Profile
ies, number of engi , history of the company.
Note: a medium/large company is preferred

Work Experience Expected

In this section, students must detail the JelSldlileMERSIEple M olelglollialEs they will

undertake during their placement. This includes outlining the training and practical
experience the company will provide, ensuring that the work is directly related to
solving an engineering problem. Students are expected to be actively involved in
significant aspects of the projects assigned by the industry, gaining hands-on
experience that prepares them for a future career as an engineer. Work experience
must involve active participation in engineering projects. Simple site visits,
observation-only tasks, or general office work do not meet the UOW professional
experience requirements. - should clarify what tasks are acceptable vs unacceptable.

Work Experience Expected
The work experience needs to be related to an Engineering problem. It is expected that the student will be involved in significant aspects of the project(s) assigned by the industry.
Simple site visit is NOT accepted. Work experience needs to ensure the student is trained to be a future engineer, not a skilled worker.

Student Declarations

In this section, students must make the following by selecting 'Yes' or 'No":
1. Previous Discussions with Contact Person Declaration
2. Conflict of Interest Declaration

3. Unpaid Placement Declaration

These declarations are essential to ensure the integrity and appropriateness of the
work experience placement.

=
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Student Declarations

Oves ONo #° = As the student, | declare | have had initial discussions with this

I declare | have had previous discussions with the contact persan at this organisation regarding a professional experience pl , and this contact person will

be aware of this communication via an email link to complete the form.

(Oves (ONo #+ As the student, | declare there is no conflict of interest for this work placement

For example, the student can NOT be supervised by his/her relatives. Note: Self-employed company does not account for work experience.

Oves (ONo i As the student, | declare this work placement is UNPAID

= | am not employed by the Placement Organisation and will not be receiving payment in respect of the Placement

= | agree that | will only perform activities that fall within the scope of the Brief Description of Placement Activiies described above. If | am asked to do other
activities | will first notify the University to obtain approval to do so.

= | will attend my Placement only during the Placement Dates above. If these dates change | will nofify the University. | confirm that | have read the latest Product
Disclosure Statement for Personal Accident Insurance located at http://www. uow.edu.au/content/groups/public/@web/@fin/documents/doc/uow055111. pdf and |
have disclosed all information relevant to my ability to participate in my Placement including any pre-existing medical conditions. | indemnify and hold harmless
the University from any loss, expense or damage suffered or incurred by it as a consequence of my failure to make a true and full disclosure of any relevant
infermation, including information relating to any pre-existing medical conditions | have.

Additional Student Comments

In this section, students are encouraged to add any regarding their
application. This is an opportunity to provide additional information or context that
may not have been covered in other sections of the form. Students can use this space
to highlight any unique aspects of their application, clarify any details, or share any
relevant thoughts or concerns they may have about their work experience placement.

Additional Student Comments

Add any general comments regarding this application

Save Draft / Submit

By clicking the Submit button, this form will be actioned. Alternatively, by clicking
Save Draft, this form will be saved as a draft to modify later for final submission.

Submission

Once the student submits the form, a confirmation message will indicate that the
form has been successfully processed.

Actioned by Student (Test) (1234567) on 20/12/2024 7:12:29 PM

v Form successfully actioned

Certificate of Insurance

In this section, students cannot make any changes. Every student intending to
undertake an unpaid work experience placement must have approved General &
Products Liability Protection insurance provided by UOW Finance before starting
their placement with the mentor organization. This insurance covers liabilities

‘
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arising from personal injury (including death) and property damage in connection
with the member's business or from products manufactured, sold, or supplied by
the member. Please note that this protection is subject to certain terms, exclusions,

conditions, and limitations.

UOW Insurance has been approved for the above student and placement.
Yes No

Certificate of Insurance

Once a student's work experience placement is approved, they can return to this
section to download their certificate if needed.

UOW Insurance has been approved for the above student and placement

Yes ( No

Certificate of Insurance
Certificate of Insurance.pdf

Step 10 - Approval Requires More Information or
Rejected (ML PIIL))

If approval requires more information or rejected a new Paid Work Experience
Application vl form will be assign to student’s profile for a new application
submission, and the email will be sent to the student. The email will contain the

reason of the rejection or required information.

EIS Professional Experience - Approval requires more information or rejected

° noreply@uow.edu.au
To

Hi Student,

Your Discipline Coordinator has either requested more information before approving your organisation for unpaid work experience or rejected your application, see comments below.

In this section, the subject coordinator should provide comments about their decision regarding the student's application.

Please click the link below to complete and submit a new unpaid approval form.

Form Placement group Date created Completed (Mine) Completed (All)
Letter to Employer(Edit Form) ENGG454 - 1234 _TEST DISCIPLINE 7/02/2025 9:36 AM (AEDT) 0 of 1 0of 1
Unpaid Work Experience Application v1(Edit Form) ENGG454 - 1234 TEST DISCIPLINE |7/02/2025 10:36 AM (AEDT) 0 of 1 0of4

Kind Regards
EIS Faculty Staff

This is an automated email from the University of Wollongong, Faculty of Engineering and Information Sciences, EIS Professional Experience System.

Please do not reply to this email.

Students can access the form via email if applicable or needs to navigate to the
Forms section in the navigation menu via Sonia Online Student Portal .

Home PlacementsMyDetails Checks History Documents Calendar
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Step 11 - UOW Student Work Experience Form for
Unpaid Placement

Once the Unpaid Work Experience Application form is approved by the discipline
coordinator and UOW Finance, it will be forwarded to the organisation mentor for
approval. The UOW Student Work Experience Form for Unpaid Placement will then
be assigned to the student’s profile. Students can view this form to track if the
organisation mentor has approved the placement. Student does not need to do
any action for this form. If your placement with the organization is for any
reason, the student needs to create a support request via Dashboard | Professional
Experience System to inform the EIS PEXs Admin. Please refer to Step 20 for
detailed instructions about Creating a Support Request for EIS PEXs.

UOW Student Work Experience Form for Unpaid Placement vl

Students can view this form to track if the organisation mentor has approved the placement and if the insurance has been approved.

Placement group: ENGGA454 - 1234 TEST DISCIPLINE
Placement: Organisation (Test) = New

Date Added: 7/02/2025 10:46 AM —

Date Updated: 7/02/2025 10:46 AM Form added on 7/02/2025
Completed (Mine): 0of0

Completed (All): 0of2

Step 12 - Ready to Go

Once the placement is approved by all parties, students will receive the following
emails.

EIS Professional Experience - Ready to Go

o noreply@uow.edu.au
To

Hi Test,
Congratulations, you have completed all the necessary checks and forms and are now ready to begin your professional experience at Test Organisation, starting on 19/12/2024 until 19/12/2024.

During your professional experience at Test Organisation, you will be required to complete an electronic weekly diary in the EIS Professional Experience System. The diary will be available once your
placement starts, and will give you the opportunity to document evidence of your tasks and skills gained while working as a professional engineer.

Kind Regards
EIS Faculty Staff

This is an automated email from the University of Wollongong, Facuity of Engineering and Information Sciences, EIS Professional Experience System.
Please do not reply to this email.

Step 13 - Student Weekly Diary Available

A weekly diary will be assigned to the student’s profile once the [JEIS=IgaEIpIgSIEges,
and the student will be notified via email.
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EIS Professional Experience - Student Weekly Diary Available

° noreply@uow.edu.au
To

Hi Test,
Now that you have commenced your professional experience at Test Organisation, the Weekly Diary is available in the EIS Professional Experience System.

Please log on and access the Weekly Diary on the Forms tab. You need to record daily tasks with one row for each week of your professional experience, uploading supporting images or documents. The
contents of this diary will be used in your final report on completion of your professional experience.

Kind Regards
EIS Faculty Staff

This is an automated email from the University of Wollongong, Faculty of Engineering and Information Sciences, EIS Professional Experience System.
Please do not reply to this email.

Students can access the form via email if applicable or needs to navigate to the
Forms section in the navigation menu via Sonia Online Student Portal .

Home PlacementsMyDetails Checks History Documents Calendar

Step 14 - ENGG454/ECTE399 - Student Weekly Diary
Form

Students need to fill out this diary with information representing the activities
they were involved in during their placement. This diary must be completed at least
once a week throughout the professional experience. Students should enter details of
the activities they have completed and upload any supporting documents or images.

A of twelve (12) entries is required. Each entry can be saved and edited
multiple times. If completing multiple placements, ensure the combined number of
entries from each diary totals twelve (12).

Once placement begins, students must complete a weekly diary detailing their
activities. A minimum of 12 entries is required.

Diary Format
[ )
[ )
[ )
[ )
[ )
[ )

ENGG454 - Student Weekly Diary

Week Number & Date

List of Activities

Supporting Documents / Images (if applicable)
Submission & Reminders

Diaries must be submitted weekly

The system will send reminders for pending diary entries

Please use the Save Diary button 3t the bottom to save the form after each weekly entry. The Save Diary button can be clicked multiple tmes

Placement group: ENGG454 - 1234 TEST DISCIPLINE
Placement: n

Date Added: 9/ M
Date Updated: 19/12/2024 5:43 PM

i=_ New

g

Form added on 19/12/2024

Completed (Mine): Oof1
Completed (All): Oof1
‘
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Student & Placement summary

This section is automatically generated by the system based on the student's details
and their placement information. It provides a summary of the student's profile and
their professional experience placement.

fale Student (Test) G Test Organisation

1d Number 1234567 Organisation Mentor Mentor (Test)

Degree Course Placement Start Date 19/12/2024

Discipline Placement End Date 19/12/2024

List of Activities

This section contains twelve (12) subsections, each requiring information about the
activities the student was involved in during that week. The required details include:

e Weeks: The week's number.

e Date: The date representing the end of the week for which the student is
filling out the information.

e List of Activities: Details of the activities the student was involved in during
the week.

e Supporting Documents or Images. An upload section for supporting
documents or images related to the activities the student was involved in.

Weeks Date List of Activities Supporting Documents or Images

Week 1 -l d Documents #*

Save Draft/Save Diary

Click the REVEEBIELN button to save the draft version of the current diary entry. Use
the EENVEEBIEINA button to save the form once it is finalized and ready for submission.
You can continue editing and saving the form multiple times.

Students can the diary in the Forms section of Sonia Online at any time after

saving. This functionality ensures that students can update their entries as needed and
keep a comprehensive record of their activities throughout their placement.

Submission

Once the student submits the dairy, a confirmation message will indicate that the
form has been successfully processed.

£
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Actioned by Student (Test) (1234567) on 20/12/2024 7:12:29 PM

v Form successfully actioned

Save/Print Weekly Diary

Upon completion, students can use the in the top right-hand corner to save
the diary as a PDF. When writing the final report, students should attach the
supporting documents or images they submitted in the weekly diary separately, along
with the Weekly Diary itself. Please note that the print option does not include the
supporting documents or images.

i

=

When the student needs a of the Weekly Diary form, the student can
use this print option and select print as Microsoft Print to PDF or Save as PDF option
on Microsoft device or similarly for Mac devices depending on which browser the
student uses.

Printer

Microsoft Print to PDF e

Save as PDF

Microsoft Print to PDF
Ready

Reminder to Complete Diary

The system will frequently remind students to finalize their weekly diary and save it by
using the EEVEEBIEINA button in the Student Weekly Diary form. These reminders
ensure that students keep their diary up-to-date and submit it on time, maintaining a
comprehensive record of their activities throughout their placement.

=
26 | PROFESSIONAL EXPERIENCE STUDENT GUIDELINE FOR UNPAID PLACEMENT !!E
UNIVERSITY
OF WOLLONGONG
AUSTRALIA



EIS Professional Experience - Reminder to complete diary while on Professional Experience

° noreply@uow.edu.au
To

Hi Student,

Your Professional Experience at Test Organisation commenced on 19/12/2024.
Please ensure you are completing your diary entries as this is an important record of your professional experience. The diary is on the Forms tab in EIS Professional Experience System.

Kind Regards
EIS Faculty Staff

This is an automated email from the University of Wollongong, Faculty of Engineering and Information Sciences, EIS Professional Experience System.

Step 15 - Placement Completed

The student will receive an email once their placement reaches the defined
in the Paid Work Experience Application vl or v2 and approved before the student
commenced their placement. A form titled "Organisation Mentor's Report - Certificate
of Service" will be assigned to the student's profile. The email may also contain
information about any pending forms, depending on the student's profile.

EIS Professional Experience System - Placement completed

° noreply@uow.edu.au
To

Hi Student,

Congratulations, your professional experience at Test Organisation has been completed.

Ensure you finalise the entries in your Weekly Diary, submit and print as a pdf to include in your final report.

A form titled Organisation Mentor's Report - Certificate of Service has been assigned to you. When you have completed your final report, click the link in the table below to open the form,

attach your report and submit.

Your Organisation Mentor will receive an email with a link to review your report and provide feedback regarding your professional experience.

Form Placement group Organisation | Date from | Dateto Date created Coml:.lleled Completed
(Mine) (Al
" P . " - .

Organisation Mentors Report - Certificate of Service(Edit ENGG454 - 1234 TEST Test ) 19/12/2024 |19/12/2024 23/12/2024 3:42 PM Dof1 Dof2

Form DISCIPLINE Organisation (AEDT)
ENGGA454 - 1234_TEST Test 23/12/2024 3:42 PM

ENGG454 - Student Weekly Diary(Edit Form| - = N 19/12/2024 |19/12/2024 /12/ 0ofl 0ofl
DISCIPLINE Organisation (AEDT)

Letter to Employer(Edit Form| ENGGA454 - 1234_TEST 19/12/2024 5:11 PM Dof1 Dof1
DISCIPLINE (AEDT)

Once your Organisation Mentor has completed the form, you will receive an email notifying you that the form is ready to download. Print the Organisation Mentor's Report - Certificate of
Service form as a pdf and include in the final version of your report to be submitted on the Moodle site for marking.

Kind Regards
EIS Faculty Staff

This is an automated email from the University of Wollongong, Faculty of Engineering and information Sciences.
Please do not reply to this email.

Students can access the form via email if applicable or needs to navigate to the
Forms section in the navigation menu via Sonia Online Student Portal .

Home DlacementsMyDetails Checks History Documents Calendar

-
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Step 16 - Organisation Mentor's Report - Certificate of
Service Form

The student must complete this form by uploading their based on their
professional experience with the organisation. Upon submission, the form will be sent
to the Organisation Mentor, who will provide feedback and optional comments on five
attributes, along with any general comments. The completed form will then be
emailed back to the student, who should save it as a PDF and include it in their final
report submission on the Moodle site before the due date. Final reports must be
submitted via Moodle by the deadline specified in the subject outline. Late
submissions may require special consideration.

Organisation Mentors Report - Certificate of Service

Organisation Mentor can review the student’s final report and provide feedback on the student's professional experience

Placement group: ENGG454 - 1234_TEST DISCIPLINE
Placement: T isat i=. New

Date Added: =0

Date Updated: Form added on 23/12/2024
Completed (Mine): 0of1

Completed (All: dof2z

Student details

This section is automatically generated by the system based on the student's details. It
provides a summary of the student's profile.

Student Details

Students Full Name Student (Test) Degree Course Bachelor of Engineering (Honours) (Single Major)

Student's UOW Email hturfanda@uow.edu.au Discipline Civil Engineering

UOW Student Number 1234567 Year in degree Tstyear

Organisation Details

This section is automatically generated by the system based on the student's
placement information. It provides a summary of the organisation details related to
their professional experience placement.

Organisation Details

Name of Organisation Test Organisation Mentor's First Name Mentor

Address 1 Test Address 1 Information Mentor's Last Name (Test)

Address 2 Mentor's Email

Suburb Test Suburb Information Mentor's Phone

State Test State Information Mentor's Professional Qualification Test Professional Qualification Information

Country Australia Mentor's Position in Organisation Test Position and Dept. at Organisation Information

Completed Final Report

The student must upload their final report to seek their mentor's feedback. The report

can be uploaded using either the fUjellef:TeKelele{¥apl=Taimillsl Option or the HUIR{MTel-[lel=
option.

wr
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Completed Final Report

Either Upload document file (max file size 30 MB)
BRTEEEEY - Remove |

OR URL to access document online

1 J»

Send form and report to Organisation Mentor

Step 17 - Organisation Mentor has Completed
Feedback

The student will receive an email notification once the mentor has provided feedback
on their report.

EIS Professional Experience System - Organisation Mentor has completed feedback

° noreply@uow.edu.au
To

Hi Student,
Your Organisation Mentor at TestOrg has completed the Certificate of Service Form with their feedback on your professional experience.

Please log onto EIS PEXs and locate the form titled Organisation Mentor's Report - Certificate of Service. Click the Edit button to open the form. Print as a pdf by clicking the print icon in the top right hand
corner of the page. Include the pdf in your final report submission in Moodle.

Kind Regards
EIS Faculty Staff

This is an gutomated email from the University of Wollongong, Foculty of Engineering and Information Sciences.
Please do not reply to this email.

Students can access the form via email if applicable or needs to navigate to the
Forms section in the navigation menu via Sonia Online Student Portal .

Home DlacementsMyDetails Checks History Documents Calendar

Step 18 - Organisation Mentor's Report - Certificate of
Service Form

Once the Organisation Mentor will provide feedback and optional comments on five
attributes, along with any general comments. The completed form will then be
emailed back to the student, who should save it as a PDF and it in their
Rt Tealon the Moodle site before the due date.

Organisation Mentors Report - Certificate of Service

Organisation Mentor can review the student’s final report and provide feedback on the student's professional experience
Placement group: EN 1234_TEST DISCIPLINE °
Placement: i=. New
Date Added: A :%
Date Updated: 23/ ; Form added on 23/12/2024
Completed (Mine): 1 of 1 ME—
Completed (All): 2 of 2 I——
‘
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Save/Print Organisation Mentor's Report - Certificate of Service

Upon completion, students can use the in the top right-hand corner to save
the feedback as a PDF.

i~

=

The student needs a of the Organisation Mentor's Report - Certificate
of Service form, the student can use this print option and select print as Microsoft
Print to PDF or Save as PDF option on Microsoft device or similarly for Mac devices
depending on which browser the student uses.

Printer

Microsoft Print to PDF A

Save as POF

Microsoft Print to PDF
Ready

Merging Files
Before submitting the final report to the Moodle site, students should the

feedback report printed/saved from the Organisation Mentor's Report - Certificate of
Service form and the previous final report submitted to the mentor for feedback.

FINAL REPORT.pdf

Organisation Mentors Report - Certificate of Service.pdf

Step 19 - Final report submission

The student must navigate to the subject Moodle site and locate the
section. Please note that the student should complete subsequent steps if the
final report submission is locked out. The student must submit the
and IR A T O IS to be able to submit their final

report.
=
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> Submit your final report

2T] Group self-selection

L2 . . . T
Engineering Discipline

i1e Questionnaire

=]

1=  Professional Experience Questionnaire

ENGG454 - Professional

['tj Assignment
Experience 1 . e
Final Report Submission
&
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Step 20 - Creating a Support Request for EIS PEXs

Student needs to navigate to the Forms section in the navigation menu via Sonia
Online Student Portal .

Home DlacementsMyDetails Checks History Documents Calendar

Step 21 - Support Request for EIS PEXs Form

Some forms are available for B ImEralelNtaaae. Students can self-assign a support
request form by using the drop-down menu to choose the form and clicking the add
button. Once the chosen form is successfully added, students can use this form as
required. Every student can add and edit a for EIS PEXs form to their
profile and use this form to request or ask additional questions about their upcoming,
ongoing, or past work placement experience to their allocated school admin.

Students can submit Support Requests via Sonia Online for:
e Modifying existing forms
e General inquiries about placements

e Technical issues with Sonia Online

Once submitted, students will receive email notifications when the request is
processed.

Formi Support Request for ZIS PEXs v I Successfully added form Name v A ascending [ Hiee compietec forms O

Support Request for EIS PEXs

Student can send a support enquiry to EIS PEX System Administrator
Date Added: 3/01/2025 438 PM

Date Updated: 3/01/2025 438 PM i=_ New
Completed (Mine): 0ot =

Completed (AID: 0of2 Form added on 3/01/2025

Student Details

This section is automatically generated by the system based on the student's details. It
provides a summary of the student's profile.

Student Name
Student (Test)

Email

hturfanda@uow.edu.au

Student Number
1234567

Course

Bachelor of Engineering (Honours) (Single Major)

Engineering Discipline

Civil Engineering
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https://studentplacementuat.uow.edu.au/SoniaOnline/School.aspx?SchoolId=11
https://studentplacementuat.uow.edu.au/SoniaOnline/School.aspx?SchoolId=11

Modify Existing Form

If the student has an BXEIseRietts, they can provide detailed information about
the issue or question for which they are seeking help.

Modify Existing Form Please give details of modifications required

Please indicate one or more modificatiens required
(] Modify Placement Start Date

(O] Modify Placement End Date P
D Modify Organisation Mentor Details
[[] other, please specify

New Form Required

If a student needs a [iENTRieas, they can explain the issue or question and why they
need this extra form for their work experience placement.

New Form Required Please explain why these new forms are required

Please indicate one or more new forms required
[ placement Requirements

(] Paid Work Experience Application y
[[] Unpalid Work Experience Application £
(] Student Weekly Diary

[[] Organisation Mentor - Certificate of Service

Other Issues/Enquiry

If there is common issue or that is not related to the form, the student can
provide more details about the issue or question in this section.

Other Issues/Enquiry Please give details.

Please indicate

[C] Not a member of a Placement Group
[[] Double Engineering Major, need to nominate one &
discipline for EIS PEXs Placement Group s

[[J Enquiry regarding progress of Approval Application

[[] Insurance has not been appraved for Unpaid Placement
[[] Other, please specify

General Enquiry

Students can use this section for ElAVAGIELeREglel¥IgAt hat is not specified in other
categories.

General Enquiry
Please specify

Save/ Submit Support Request

By clicking the SJ¥]ejgalidiSIelelolelgMREIe SIS button, this form will be automatically
forwarded to the EIS PEXs System Administrator for actioning. Please ensure you

have provided sufficient details. Alternatively, by clicking FENCEDEI, this form will
be saved as a draft to modify later for final submission.
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Submit Support Request

Submission

Once the student submits the support request form, a confirmation message will
indicate that the form has been successfully processed. Once this message is
displayed, students can close the form.

Actioned by Student (Test) (1234567) on 6/01/2025 2:31:18 PM

v Form successfully actioned

EIS PEXs Admin Comments

Initially, this section will be empty until the student submits their question, and the
EIS PEXs admin finalizes the student's request.

EIS PEXs Admin Comments

4
EIS PEXs Admin Attachment

Step 22 - Notification regarding support request

The student will receive a notification email regarding their support request once
the support request for EIS PEXs has been actioned by the EIS PEXs admin.

EIS Professional Experience - Notification regarding support request

° noreply@uow.edu.au
To

Hi Student,

Your support request for EIS PEXs has been actioned.
Please log on to EIS PEXs, navigate to the Forms tab to open the form and review the feedback.

This is an gutomated email from the University of Wollongong, Faculty of Engineering and Information Sciences, EIS Professional Experience System.
Please do not reply to this email.

Step 23 - Checking the Support Request for EIS PEXs

Student needs to navigate to the Forms section in the navigation menu via Sonia
Online Student Portal .

e
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Home DlacementsMyDetails Checks History Documents Calendar

Step 24 - Completed Support Request for EIS PEXs

Students can navigate to the Support Request for EIS PEXs to see the of
their request by clicking the edit button on the left side of the form.

Support Request for EIS PEXs

Student can send a support enquiry to EIS PEX System Administrator

Date Added: 3/01/2025 444 PM

Date Updated: £/01/2025 2448 PM i=. New °
Completed (Mine): 1 of 1 E— %

Completed (All): 2 of 2 E— (fErm ZiE = E ST/

Completed EIS PEXs Admin Comments

Once the EIS PEXs admin from the student, the EIS PEXs
Admin Comments section will contain the information provided by the EIS PEXs
admin. To see the outcomes, students simply scroll down to the
when they are in the completed Support Request for EIS PEXs.

EIS PEXs Admin Comments

Dear Student, -

In this section, students will find the answer to their question once their allocated EIS PEXs Admin provides information. If students have more questions or need further assistance, they must create a new
support request form.

Best regards,
EIS PEXs Admin

] »
EIS PEXs Admin Attachment
TESTING - Copy (1).pdf

Actioned by on 6/01/2025 3:04:35 PM

Once the support request is finalized by EIS PEXs Admin, students need to create
a [EWVASIV e elelg MRVt for EIS PEXs for further assistance or new requests.
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