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Getting Started  

Welcome to NSCC’s Work Experience Portal! 

The Work Experience Portal has been introduced, first and foremost, to ensure student safety and 
well-being. In the event of a natural disaster, fire, major accident, pandemic, etc. at a work site, the 
College must be able to quickly identify students who may be at risk and respond to their needs, as 
well as the needs of their families and the College community. 

These tracking systems also enhance the College’s ability to: 

• Monitor student placements 
• Report on and understand student and employer engagement and outcomes 
• Collect and store information using industry standards 
• Use the data to project future placements including cluster opportunities 

 
 

Where to Find NSCC’s Work Experience Portal 
https://workexperience.nscc.ca/ 

 

How to Login 
Use your NSCC Username (W9999999) and password to access the portal. 

If you are having trouble accessing the site, please follow the standard procedure for changing your password, 
unlocking your account, or forgetting your password by using NSCC’s Password Reset Tool: 
https://ournscc.nscc.ca/pwreset/ 

https://workexperience.nscc.ca/
https://ournscc.nscc.ca/pwreset/
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Navigating the Work Experience Portal  
Work Experience Main Page 
Once logged into the portal you will be brought to the Work Experience main page. This page contains different 
information based on your role (Faculty or Academic Chair/Admin Assistant), the sections below outline what is 
visible from each perspective. 

Work Experience Main Page for Faculty 
This screen is separated into three sections: Work Experience; Courses/Programs; and Important. 

Work Experience 
A summary of all students in your WIL classes for the full academic year (these number will increase each term 
once block enrollment occurs). 

• # of Student Experiences 
• # of Students Placed 

Courses/Programs 

• # of Students Unplaced 
• # Completed 

Each class that you are attached to in the current academic year (new courses are added each term through 
block enrollment). This information is integrated through PeopleSoft and classes are only listed once block 
enrollment has occurred. 

Important 
Shows your total number of active and unplaced students. 
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Work Experience Main Page for Academic Chairs & Administrative Assistants 
This screen is separated into three sections: What’s Active; Course/Program Progress; and Look-up. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

What’s Active 
A summary of all courses, students and placed or un-placed students in the current academic year (these 
number will increase each term once block enrollment occurs) 

Course/Program Progress; Opportunities; Students 
This section displays a pie chart of current statistics for reporting purposes 

Look Up 
This section allows you to search for courses, opportunities (not currently in use) and students. 
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Dashboard 
The Dashboard is where you will find the Work Experience Guide for faculty. There is a Notice 
Concerning COVID-19, a Checklist, as well as pages outlining Work Placement Procedures, Health & 
Safety, International Placements, International students, Exceptional Circumstances and Resources & 
Training 

 

Staff 
In the staff section you will find sub-pages for Contacts Database, Interaction Tracking and Email. 
NOTE: The Interaction Tracking and Email pages are not currently being used. 

 

The Contacts Database includes all Organizations, Division, students, employers and staff that are in 
the Portal. 

Logout 
This is the link for logging out of the portal. 
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Searching for an Organization and Division  
You must search for an Organization and Division in the system prior to adding any new Organization or placing 
a student. 

1. In the menu on the left-hand side of the screen select “Staff” and “Contacts database”. 

2. On the “Overview” tab click on the total number of Organizations to see all organizations in the portal. 
 

3. From here select “View Criteria” to advance to the search screen. 
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Next Step 
-If the organization you are looking for is on the list continue onto step 6. 

-If the organization you are looking for is not on the list advance to Creating an Organization 
and Division. 

4. In the “Organization Name” enter the organization you are looking for (i.e. Nova Scotia) and click next. 
 

5. You will then see a list of all organizations with your search criteria (i.e. Nova Scotia) in the name. 

 
 

6. “View” the specific Organization details on a new tab or in the current tab. 
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-If the division appears on the list advance to either Placing a Student (for Faculty) or Placing a 
Student (for Staff/Administrators). 

-If the division is not on the list, advance to Creating a Division. 

Next Step 

7. Select the “All Divisions” tab to see which divisions currently exist (i.e. Natural Resources – Jeddore) 

8. You will then see a list of all organizations with your search criteria (i.e. Nova Scotia) in the name. 
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Creating an Organization and Division  
When an organization does not exist in the portal you must create a new organization. In doing so it is it is 
important to properly identify the organization at the highest level (i.e. Province of Nova Scotia). The division is 
the equivalent of the “office/branch”. The table below provides some examples. 

 

Organization Size Organization (Company Name) Division (Department – City) 

 

Small 

Oxford Frozen Foods Oxford Frozen Foods – Oxford 

Bridgeway Academy Bridgeway Academy – Stellarton 
Bridgeway Academy – Truro 

 
 
 
 
 
 
 
 
Medium & Large 

Government of Nova Scotia Natural Resources – Halifax 
Natural Resources – Bible Hill 
Access Nova Scotia – Kentville 
Justice – Digby 
Public Service Commission – Halifax 
*Labour & Advanced Education – Halifax - Summit 
Building 

Government of Canada Department of National Defense – CFB Greenwood 
Natural Resources – Ottawa 
Parks Canada – Halifax 
Environment - Dartmouth 

NSCC Akerley Campus 
Burridge Campus 
Kingstec Campus 
Pictou Campus 

 
 

Creating an Organization 
1. Select the “Staff” link from the left-hand menu 
2. Select “Contacts Database” 
3. Select “Create An Account” 
4. Select “Organization” 
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- You have created a new organization, advance to Creating a Division. 

Next Step 

5. In this section you will provide information on the organization such as name, description and sector 
details. Additionally, please ensure that you select yes or no based on the employer’s answer to the 
consent question listed on the work experience agreement. The Name should be the company name at the 
highest level (i.e., Province of Nova Scotia). The description field is now mandatory.  

 

6. Select “Next” 
 

Creating a Division 
If a division does not already exist within an organization, or if have just created a new organization you must 
create a new division. 

 
1. Select “Create New Division” 
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- You have created a new division, advance to either Placing a Student (for Faculty) or Placing a 
Student (for Staff/Administrators). 

Next Step 

2. Enter Division Details using the following naming conventions for the ‘Office/Branch’ then click “Next” 

 
3. Review the division details then click “Next” 
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Placing a Student  
Faculty and Academic Chair/Admin Assistant enter student placements details in different ways. The sections 
below outline the steps from each perspective. 

Placing a Student Using a Class List 

There are several ways you can place a student, either from a class list, from a list of unplaced 
students, or by searching for a specific student. Regardless of which method you choose you will start 
from the Work Experience view: 

1. FOR FACULTY: To place a student from a class list, find the course in the list of courses/programs 
on your main screen and select View then skip to #3. 

2. FOR AC’S & ADMINS: To place a student from a class list, 
• Select Courses/Programs from the Work Experience Screen 
• On the Active Courses/Programs Page click on the FILTER on the right-hand side of the screen 
• In the Filters menu: 
o click Load Options next to Section and select the class number 
o click Load Options next to Term and select the appropriate term 
o Finally, click Apply Filter 

• In the search results, VIEW the class list you are searching for and continue to #3 
 

3. You will then see details on the particular class. At the top section of the screen select the number 
of students at the top part of the screen 
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4. You will then see a lit of students in that class, choose a student from the grid and select View – 
New Tab; by selecting new tab you can easily return to the tab with your full class list 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5. This page will provide a summary of the student; here you will select “Place” under “Record” 
and you will be asked if you want to create a blank record for this student. If you know the 
placement details and are ready to enter them select “Confirm” 



Faculty & Staff User Guide NSCC’s Work Experience Portal Page 14 
 

6. You will then receive a Success message that you have created a blank record and you can 
proceed with entering the placement details as found on the Work Experience Agreement 
form. First, attach the Organization, Division, by selecting the company from the drop-down 
list and set Current Status to Approved. If the organization or division are not appearing on the 
list you must create a new organization and/or division before proceeding. 

 

 
7. Next, enter the Supervisor Information 
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8. If you have properly attached the Organization and Division the Placement Details should pre- 
populate, you will only need to add the work placement details (dates, hours, etc.) and click 
Save. 

 
9. Review Placement Details and upload signed Work Experience Agreement; you have placed a 

student! Now you can return to the previous tab that shows your class list to place your next 
student. 
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Placing an Individual Student 
There are two ways to place a student, either by individual student or by class list (above). 

1. To search for an individual student using the search box; start typing the students name and then 
select them from the list. 

 
 
 
 
 
 

2. View the students Experiential Profile 
 

3. Select Create a Record for the appropriate course from the list of experiences 
 

4. You will them be brought to the placement and step screen, select place in the Create a Record 
section 
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5. This page will provide a summary of the student; here you will select “Place” under “Record” and 
you will be asked if you want to create a blank record for this student. If you know the placement 
details and are ready to enter them select “Confirm” 

 
 
 
 
 
 
 
 

6. You will then receive a Success message that you have created a blank record and you can proceed 
with entering the placement details as found on the Work Experience Agreement form. First, 
attach the Organization, Division, by selecting the company from the drop-down list and set 
Current Status to Approved. If the organization or division are not appearing on the list you must 
create a new organization and/or division before proceeding. 

 

 
7. Next, enter the Supervisor Information 
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8. If you have properly attached the Organization and Division the Placement Details should pre- 
populate, you will only need to add the work placement details (dates, hours, etc.) and click 
Save. 

 
9. Review Placement Details and upload signed work experience agreement: you have placed a 

student! 
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Need Help  
 

Should you experience any difficulties and require assistance please submit a help request through 
NSCC’s Technology Service Desk, your single point of entry for technical support. 

• Sign In 
• Select Create a New Request 
• Under Categories select Applications 
• Then select Work Experience Portal 


	Getting Started
	Where to Find NSCC’s Work Experience Portal
	How to Login

	Navigating the Work Experience Portal
	Work Experience Main Page
	Dashboard
	Staff
	Logout

	Searching for an Organization and Division
	Creating an Organization and Division
	Creating an Organization
	Creating a Division

	Placing a Student
	Placing a Student Using a Class List
	Placing an Individual Student

	Need Help

