
How to Log a Placement



Step 1: Login to SJS4

NOTE: Login will ask 

for your MySJSU ID & 

password

Log in via this link: https://app.calstates4.com/sjsu
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https://app.calstates4.com/sjsu


Step 2: Place
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Step 3: Search By Site
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Step 4: Click Site

NOTE: To find your 
internship site, type the site 
name. You don't have to 
select the program and 
organization type to find 
your site. 
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Step 5: Select This Site
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Step 6: Review Opportunities

NOTE: You may be asked to choose an opportunity, 

if  the opportunity does not apply, click Skip this step
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Step 7: Review Site Staff

NOTE: You may be asked to identify site staff, if  the 

person who appears is not your site supervisor, click 

Skip this step 7



Step 8: Review Health & Safety Info

Note: Click here to 

continue to the next 

page
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Step 9: Enter Term & Hours of Service
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Step 10: Complete Placement Forms

Note: You MUST

complete both forms 

before you begin 

working at your site.
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Step 11: Complete Learning Plan
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Step 12: Complete 

Participation Guidelines
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Step 13: Sign Release Forms

Note: Once you click 

‘submit’ it will lead you 

to a different page

13



Step 14: Finish Placement
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Placement Complete!

Note: At the end of  the semester 

you will be asked to log back into 

SJS4 to submit your final hours.
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