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SSWiS Tutorial: 

Completing a SSWiS form (for Students) 

This tutorial will show you how to access, fill out, save and sign (submit) the following SSWiS forms: 

 Field Education Planning Guides (including Ad Hoc, Block and Employer-based Planning Guides) 

 Monthly Reports 

 Advanced Standing Pre-Concentration Learning Agreements (not for Full-Time or Distance Education students) 

 Advanced Standing Pre-Concentration Performance Evaluation (not for Full-Time or Distance Education students) 

For the Learning Agreement and Competence Evaluation (LACE) forms, please see the tutorial specific to them.  

To Begin … 

Step 

1 

Go to SSWiS at 
http://ssw.unc.edu/sswis.  Click on 
the purple “SSWiS” button. 

 

Step 

2 

Log into SSWiS using your ONYEN ID 
and password. 

 

Step 

3 

Use the left-hand navigation menu 
to access all of your SSWiS resources.  
This menu is identified by the red 
arrow in the screen capture to the 
right.  Your main menu items are:  

 My Student Information 

 My Plan of Study 

 Field Education 

 Help 

 

http://ssw.unc.edu/sswis
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Accessing a SSWiS Form 

Step 

4 

Using the left-hand navigation menu, click on “Field Education.”    

As a result, on the navigation bar, this 
will display a submenu (see the red box 
in the screen capture to the right) with 
the following: 

 “My Field Placements” 

 “My Field Documents” 

 “Search for Field Placements” 

Please also review on this page the 
“Student Announcements” section.  

 

Step 

5 

Using the left-hand navigation menu, click on “My Field Documents.”   

Your Field-related documents will now 
be displayed.  Locate the document with 
which you want to work.  To select the 
correct document, you can identify the 
document by: 

 Academic Year 

 Placement Type (such as 
“Foundation” or “Concentration …” 
or, for Advanced Standing students 
prior to their Concentration year, 
“Pre-Concentration”) 

 Agency name 

 Unit name 

 Form Name  

 

 
Please note that you may need to use the right-hand vertical scrollbar (see red arrow in the screen capture 
above) to see all of your documents. 

Step 

6 

Once you have identified the document 
with which you would like to work, click 
the “Open” button (see red arrow in the 
screen capture to the right) associated 
with this document.  
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Completing and Submitting a SSWiS Form 

Step 

7 

Once you have opened the desired form 
(Steps 1 - 6 above), you will be able to use 
textboxes, dropdown menus and 
checkboxes to fill-in the form.  (An 
exception to this is when you have already 
signed a form in which case you will no 
longer be able to edit the form.) 

 

Step 

8 

After you have completed part or all of the 
form, before you exit it, be sure to click on 
the “Save” button at the bottom (see the 
yellow arrow in the screen capture to the 
right); otherwise, your work will not be 
saved.  After you have clicked the “Save” 
button, you should see a green-lettered 
message above the “Save” button stating:  
“Form values have been saved” (see the 
green arrow in the screen capture).  

Step 

9 

After you are satisfied that you have 
completely filled in and saved your form, 
go to the very bottom of the screen and 
click the “Sign” button (see the red arrow 
in the screen capture to the right).  This will 
submit your form to your assigned field 
instructor, task supervisor (if appropriate) 
and field faculty.   

Note that, once you submit your form, the 
form will be “locked” and you will no 
longer be able to edit it. 

 

 
After you sign the form, a green-lettered 
message will display stating: “Form has 
been signed” (see the green arrow in the 
screen capture to the right).  In addition, a 
date and time stamp will display to the 
right of your name (see yellow arrow) 
indicating when your form was signed. 

You’re done!  Congratulations! 

 

Questions?  Errors?  If you have any questions about or find errors in this document, please contact Larry Rosenfeld at 

ljr@unc.edu .  Thank you! 

mailto:ljr@unc.edu

