Social Work Sonia Guide for Students

S u b m itti n g For questions and additional

ssw-practicum@uiowa.edu.

Timesheets

1 Log in to Sonia Online

e Make sure “Student” is selected for your role.
e You'll land on the home screen after logging in as a student.

Role: Student A University Sign In

Welcome to Practikﬁ?n Education with the University of lowa School of Social Work! Sonia is the

platform for organizing practicum placements. All steps in practicum placements will be completed
here.

2 Click on “Placements”

Placementsl§ Forms My Details Checks History Documents Sites Calendar R, Test, Emma Student @ E>

Welcome Test, Emr /\%I:i-m' Placement officers

Welcome to Practicum Education with the University of lowa School of Social Work! Sonia is e

the platform for organizing practicum placements. All steps in practicum placements will be e
completed here.

Documents.

o

» Learing Pian Resources

3 Click on “Timesheets”

¢ If you have more than one practicum in the system, make sure you are selecting
“Timesheets” for the current practicum.

Home [ Placements Forms My Details Checks History Documents Sites Calendar R, Test, Emma Student

Test Generalist Practicum

Test Site | 1/20/2025 - 5/16/2026 [Manday, Tuesday, Wednesday, Thursday, Friday)
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4 Adding a Timesheet Entry

Click on “+ Add new timesheet”

Home Placements Forms My Details Checks History Documents Sites Calendar R Test emma student §63 [

Test Generalist Practicum

Timesheet instructions: You will submit a “timesheet" for each activity type you completed in a day. Use your best
judgment for the activity category - you can use the comment to specify if you need.
Aggregate your time - if you attend a onboarding in the morning for 1 hour, then a supervision meeting for 1 hour, then a

training for 2 hours, you should submit 2 timesheets: one for 3 hours onboarding/training, and one for 1 hour supervision
meeting.

Your supervisor(s) are encouraged to approve your time every two weeks. You will not see your time accumulate until your
supervisor approves the time.
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@ Filter

Test Site | 1/20/2025 - 5/16/2026

Drag and drop the Timesheet Status column to group by it

4+ Add new timesheet ) Save X Cancel

© Refresh
Dusabon Attenclance Status

Timesheet Status Date Updated Updated By

e < > M Pagesze 25 ¥

0 items in 1 pages

Enter Correct Date

¢ Click on the correct date using the calendar or enter the date using the number keys on

your keyboard.

Test Site | 1/20/2025 - 5/16/2026

Dvag and drop the Timesheet Status column to group by it

+ Addnew timesheet  [@) Save X Cancel

Date ¥ Duration Unit

Activity Attendance Status Comment Timesheet Status

Hours None Selected Attended - On Site
September

2025

Duration
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Enter Duration and Activity Type
e It's common to have multiple entries per day to reflect time spent on different activities.
o For each type of activity you completed, enter a separate timesheet entry.
o Enter the number of hours worked using your keyboard.
e Use the dropdown menu to select the activity type that best describes the work you
completed during that time.

Test Site | 1/20/2025 - 5/16/2026

Drag and drop the Timesheet Status column to group by it
+ Add new timesheet [ Save X Cancel

Date ¥ Duration Activity Attendance Status Comment Timesheet Status

Attended - On Site

Hours

9/8/2025

Page size: 25 ¥

Supervision or
Liaison meetings,
learning plan
development

Totals

Research

QOutreach/Developm

Coordination/manac

Palicy
development/advoc
(organization,

local, state,
national)

Activity

No records to display.

COnboarding/Qrienta
Development

MNone Selected

4

Subactivity breakdown

Sub activity

Select Attendance Status

e Use the dropdown menu to select your attendance status indicating where you
completed the work.

Test Site | 1/20/2025 - 5/16/2026

Drag and drop the Timesheet Status column to group by it

+ Add new timesheet  [M) Save X Cancel

Date ¥ Dwration Attendance Status Comment Timesheet Status

4.00 Hours Direct service
Ar d-C
Page size: 25 W Attended - Rem
Absent - Excuse

Absent -
Unexcused

Add Another Timesheet Entry

Test Site | 1/20/2025 - 5/16/2026

Drag and drop the Timesheet Status column 1o group by it

+ Add new ti t [ save 3¢ Cancel
Date ¥ k Duration . Activity Attendance Status Comment Timesheet Status
9/8/2025 4.00 Hours Direct service Attended - On Site

LN . b M Pagesize 25 ¥
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Click “Save”

Test Site | 1/20/2025 - 5/16/2026

Drag and drop the Timesheet Status column to qroup by it

4 Add new timesheet E] Save X Cancel

Date ¥ d Unit Activity Attendance Status Comment Timesheet Status
9/11/2025 2.00 Hours Coordination/manageme:  Attended - On Site
" r r r r
9/11/2025 3.00 Hours Qutreach/Development Attended - On Site
r v v v
9/9/2025 180 Hours Seminar Class Attended - On Site
" r r r r
9/9/2025 3.00 Hours Research Attended - Remote
- r v r r
9/8/2025 1.00 Hours Supervision or Liaison Attended - On Site

meetings, learning

plan development

-
9/8/2025 400 Hours Direct service Attended - On Site

" 4 » M Pagesize: 25 V

Entries are Submitted

e You can edit your timesheet entry after you save, as long as the timesheet is in
“Submitted” status. Once it has been approved, you cannot edit it.

Test Site | 1/20/2025 - 5/16/2026

Drag and drop the Timesheet Status column to group by it

4+ Add new timesheet B Save X Cancel

Date ¥ Duration Unit Attendance Status Comment Timesheet Status

Thu - 9/11/2025 2.00 Hours Coordination/managen  Attended - On Site Submitted >
Thu - 9/11/2025 3.00 Hours Qutreach/Development  Attended - On Site Submitted >
Tue - 9/9/2025 1.80 Hours Seminar Class Attended - On Site Submitted >
Tue - 9/9/2025 3.00 Hours Research Attended - Remote Submitted >
Mon - 9/8/2025 4.00 Hours Direct service Attended - On Site Submitted »
Mon - 9/8/2025 1.00 Hours Supervision or Attended - On Site Submitted >

Liaison meetings,

learning plan

development

M 4 || » M Pagesizee 25 V¥
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6 Resubmitting Entries

¢ Important: The system does not allow supervisors to include a reason when selecting
“Resubmit.” If your supervisor chooses this option, be sure to follow up with them
directly to understand what needs to be corrected before resubmitting your timesheet.

Test Site | 1/20/2025 - 5/16/2026

Drag and drop the Timesheet Status column to group by it

+ Addnewtimesheet [ Save X Cancel

Date ¥ | Duration Activity Attendance Status Comment ] Timesheet Status

Sun - 9/14/2025 300 Direct service Attended - On Site Resubmit €

Sun - 9/14/2025 1.00 Hours Supervision or Liaison Attended - On Site Approved
meetings, leaming plan

development

Thu - 9/11/2025 200 Hours Coordina agemen ed - On Site Approved f
Thu - 9/11/2025 3.00 Hours Outreach/Development Attended - On Site Approved
Tue - 9/9/2025 1.80 Hours Seminar Class Attended - On Site Approved
Tue - 9/9/2025 3.00 Hours Research Attended - Remote Approved
Mon - 9/8/2025 400 Hours Direct service Attended - On Site Approved
Mon - 9/8/2025 1.00 Hours Supervision or Liason Attended - On Site Approved
meetings, learming plan
development
M 4| [ » M Pagesize: 25 V¥
—

Make Corrections
o After following up with your supervisor, make the appropriate corrections to the entry.

Test Site | 1/20/2025 - 5/16/2026

Drag and drop the Timesheet Status column to group by it

+ Add new timesheet [™) Save X Cancel

Date ¥ ‘ Duration Attendance Status Timesheet Status
Sun - 9/14/2025 . Hours Direct service Attended - On Site Resubmit €
Sun - 9/14/2025 1.00 k Hours Supervision or Liaison Attended - On Site Approved o/
meetings, leaming plan
development
Thu - 9/11/2025 200 Hours Coordinat er - On Site Approved
Thu - 9/11/2025 3.00 Hours Outreach/Development Attended - On Site Approved
Tue - 9/9/2025 180 Hours Seminar Class Attended - On Site Approved
Tue - 8/9/2025 3.00 Hours Research Attended - Remote Approved
Mon - 9/8/2025 400 Hours Direct service Attended - On Site Approved
Mon - 9/8/2025 100 Hours Supervision or Liaison Attended - On Site Approved

meetings, leaming plan
development

M 4 1| » M Pagesize 25 V¥
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Click “Save”

Test Site | 1/20/2025 - 5/16/2026

Drag and drop the Timesheet Status column 10 group by it

+ Add new timesheet  [¥) Save X Cancel

Date ¥ Dur U Activity Attendance Status Comment Timesheet Status
Sun - 9/14/2025 4.00 Hours Direct service Attended - On Site Resubmit <
Sun - 9/14/2025 1.00 Hours Supervision or Liaison Attended - On Site Approved
meetings, learning plan
development
Thu - 9/11/2025 200 Hours C - On Site Approved f
Thu - 9/11/2025 3.00 Hours Outreach/Development Attended - On Site Approved
Tue - 9/9/2025 1.80 Hours Seminar Class Attended - On Site Approved
Tue - 9/9/2025 3.00 Hours Research Attended - Remote Approved
Mon - 9/8/2025 400 Hours Direct service Attended - On Site Approved
Mon - 9/8/2025 1.00 Hours Supervision or Lisison Attended - On Site Approved

meetings, leaming plan

development

M 4 1 > M Pagesize: 25 V¥

Entry is Resubmitted
e The entry can still be edited until approved by your supervisor.

Test Site | 1/20/2025 - 5/16/2026

Drag and drop the Timesheet Status column to group by it

+ Add newtimesheet @) Save X Cancel

Date ¥ Duration Activity ‘ Attendance Status Comment | Timesheet Status
Sun - 9/14/2025 4.00 Direct service Attended - On Site Submitted >
Sun - 9/14/2025 1.00 Hours Supervision or Liaison Attended - On Site Approved
meetings, leaming plan
development
Thu - 9/11/2025 200 Hours Coordination/managemen  Attended - On Site Approved
Thu - 9/11/2025 3.00 Hours Outreach/Development Attended - On Site Approved
Tue - 9/9/2025 1.80 Hours Seminar Class Attended - On Site Approved o/
Tue - 9/9/2025 3.00 Hours Research Attended - Remote Approved
Mon - 9/8/2025 400 Hours Direct service Attended - On Site Approved o/
Mon - 9/8/2025 1.00 Hours Supervision or Liaison Attended - On Site Approved o/

meetings, leaming plan

development

4 4 1 > M Pagesize: 25 V¥

Updated November 2025 6



7 Entries are Approved

Test Site | 1/20/2025 - 5/16/2026

Drag and drop the Timesheet Status column to group by it

4+ Add new timesheet [@) Save X Cancel

Date ¥ Duration Activity Attendance Status Comment Timesheet Status
Thu - 9/11/2025 2.00 Hours Coordination/managem  Attended - On Site Approved
Thu - 9/11/2025 3.00 Hours Outreach/Development  Attended - On Site Approved /
Tue - 9/9/2025 1.80 Hours Seminar Class Attended - On Site Approved
Tue - 9/9/2025 3.00 Hours Research Attended - Remote Approved /
Mon - 9/8/2025 4.00 Hours Direct service Attended - On Site Approved
Mon - 9/8/2025 1.00 Hours Supervision or Attended - On Site Approved

Liaison meetings,

leaming plan

development

“ < > M Pagesize: 25 ¥

Updated November 2025 7



