
Field Placement – Hours Tracking 
 

1. Open Chalk and Wire. 
2. Click the Menu button  Work  My Field Placements. 

 

 

 

 

 

 

 

 

 

 

 

 



3. Your field placement will appear on the right side of the screen. 
4. Click the assignment under Journals. 

 

5. Click New Journal Entry. 

 



6. Enter the number of hours that you have completed in your placement (WHOLE NUMBERS 
ONLY!). 

7. Click Save, then Close. 

 

8. If you made a mistake entering your hours, you can click Edit to make changes. 

 

 

 

 

 



9. Click Return to go back to your Field Placement page.  
10. Your Completed Hours will now be updated. 

 

 

At the end of the semester, you will complete this again. Be sure to create a new journal entry for the 
2nd half of the semester. Do not edit the existing entry. 

 

IMPORTANT: Candidates with two placements will enter all of the required hours to complete the first 
placement at mid-term and will submit the final required hours to complete the second placement at 
the end of the semester. 
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