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How to Make a Placement 

Press space bar to advance slide



Login to the database
app.calstates4.com

Sign in using your campus SSO function. 

Note: the above screenshots are of examples of campuses SSO screens. Your screen may look different.

Step One

https://app.calstates4.com/


  You should see the classes (or program) you are enrolled in 
which require a placement.

Step Two
Select your course



If you want to see all options, search by site. If you know exactly 
where you want to place, search by opportunity.

Step Three

Search by site or opportunity



Step Four

Click the name of the site 
you want to place with

Your professor may designate specific sites that they want you 
to sign up with, or let you choose from the list of approved sites



Step Five

Click “select this site” to 
create a placement



Step Six

Select the “opportunity” or specific 
program you are going to volunteer with. If 

you do not want to select an opportunity, you 
may skip this step.



You may be asked to:

Step Seven
Follow other sign-up steps

● Select a Site Staff Supervisor
● Estimate your number of service hours
● Fill out or download necessary forms
● Agree to specific site requirements



Step Eight
Finish Placement

After you have completed all required forms, the 
“Finish Placement” button will change from red 

to green. Click this button to finalize your 
placement.



 Finish Placement. 

Congratulations, you did it!

Step Nine



 You can always view your placement details

If you had a problem...



Troubleshooting
“It says I can't sign up for a placement.”

If you have recently signed up for a course which requires a placement, it may take up to 24 
hours for that course to appear in the system. 

“It won’t let me sign up at the same site for multiple 
courses.”

That’s true. It won’t. Contact a program administrator or your faculty to authorize and sign you 
up at a single site more than once in the same term.

“Oops! I didn't mean to place there.  How do I delete?”
To delete a placement and start over you will need to contact a program administrator on your 
campus, or your Faculty.

“I don’t see my site staff listed.”
That’s okay, there’s a button to skip that step.

“I want to work at such-and-such organization, but they 
are not listed as a site choice.”

You need to make sure that your organization of service has an active contract with the 
University. Contact your Program Administrator for help.

OR…



Still having Trouble?
For more help:

1) Contact the Program Administrators on your campus 

(usually a Community Engagement Office or 

Internship Office)

2) Contact your faculty.


