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Submitting 
Timesheets 

 

Log in to Sonia Online 

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

 

 

Click on “Placements” 

 

 

Click on “Timesheets” 

• If you have more than one practicum in the system, make sure you are selecting 

“Timesheets” for the current practicum. 

 

 

 

 

 

For questions and additional 

troubleshooting, contact 

ssw-practicum@uiowa.edu. 
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https://socialwork-uiowa.sonialive.com/School.aspx
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Adding a Timesheet Entry 

Click on “+ Add new timesheet” 

 

Enter Correct Date 
• Click on the correct date using the calendar or enter the date using the number keys on 

your keyboard. 
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Enter Duration and Activity Type 
• It’s common to have multiple entries per day to reflect time spent on different activities. 

• For each type of activity you completed, enter a separate timesheet entry. 

• Enter the number of hours worked using your keyboard. 

• Use the dropdown menu to select the activity type that best describes the work you 

completed during that time. 

 

Select Attendance Status 
• Use the dropdown menu to select your attendance status indicating where you 

completed the work. 

 

Add Another Timesheet Entry 
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Click “Save” 

 

 

Entries are Submitted 

• 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. 
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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. 

 

Make Corrections 
• After following up with your supervisor, make the appropriate corrections to the entry. 
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Click “Save” 

 

Entry is Resubmitted 
• The entry can still be edited until approved by your supervisor. 
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Entries are Approved 
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