
 

 

Slot Request Overview for Clinical Sites 
STEPS All 

 

Your school partner uses Exxat STEPS to manage clinical education. You’ll be able to easily access 
a slot request on our cloud-based system without a login to provide your school partner with 
slots. We hope you’ll find STEPS improves efficiency and promotes clear communication in this 
endeavor.  
 
Firewalls & Browsers 
 

Your school partner will send you emails via Exxat. We ask that you follow these instructions and 
add us to your safe list or white list. If you have any difficulty understanding these instructions, 
consult your IT department at your site. If further clarification is needed, please email 
support@exxat.com.  
 
1. Please ask your IT team to accept emails from “exxat.com” and “notifications@exxat.com” 

in order avoid this issue. 
2. We also request that you unblock the exxat.com domain and the IP addresses given below 

so you can further ensure your ability to receive these emails:  
3. Please ask your IT team to unblock these IP addresses: 

a. 54.240.31.22 
b. 54240.31.23 
c. 137.117.11.51 
d. 23.251.243.58 
e. 23.251.243.59 
f. Note: These IP addresses are subject to change in the future.   

 
It is best if you use Chrome, Safari, or Firefox browsers. Internet Explorer is a very limited browser 
and some features may not display properly and/or may not save your slot offers.   
 
Accessing the Slot Request 

1. Your school partner will send their slot request email right to your inbox. A sample email 
has been provided below. Your school partner may have customized their email and 
included attachments so you may see some variation than what is shown here.  
 



 

 

 
 

2. After reading the email and viewing any attachments, you’ll want to select the blue “click 
here” button in the email to begin the process. If clicking the button doesn’t work, copy 
and paste the URL link in a new window.  

 
 
 

3. You’ll be taken to the slot request landing page. Here you’ll find all the information you 
need from your school partner to offer slots. This page is also customizable by your school 
partner so you may see some variation of what is shown here.  
 

 
 



 

 

 
 

 
 
Completing the Slot Request 
 

1. Select a slot response for each site location. The responses my vary by school partner. 
Select the correct response & follow the prompts as needed.  
 

 
 

2. If you would like to offer a slot for a location not listed above, click the Add Slot button. 
You can enter the details about the new location and proceed with offering a slot.  
 

 
 



 

 

3. Be sure to also select the Update Site Information button to provide your school 
partners with updates to your site information, staff information, requirements and 
compliance documents.  
 

 
 

4. Once you are done providing your responses and updating your information, click the 
orange button to review and confirm your responses.  
 

 
 

5. This is the final step before your responses will added into the system for your school 
partner to view. Review all your responses and click confirm. If at any point you need to 
make changes, utilize the link in the slot request email to navigate back to the slot 
request landing page.  
 

 
6. If you experience any technical issues when completing or submitting your slot request 

responses, please email support@exxat.com for assistance. For all other questions, 
please contact your school partner directly.  


