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Instructions  
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On-Line Log of Hours Process 

Step one – Student Must Log the Hours Daily  

1. Student must log into database through Firefox  (http://www.yorku.ca/laps/sowk),  and 

      go to ‘Log of Hours’ tab  

 2. Student must Add hours, Date, and Activity information  

 3.  Student ‘Submit’ (button at bottom) the Log of Hours before they submit their Midpoint 

Evaluation and Final Evaluation to their Field Instructor  
 
 

Step two -- Field Instructor   

--   Field Instructor logs into the database  My Student  Review  Approve & Submit  OR 

push back by selecting ‘Request students to make necessary changes’  

  

Step three – Faculty Advisor 

-- Faculty Advisor logs into database  My Student  Review (no input required) 

Log of Hours 
 

-- Student records  

log of hours daily  

with brief Information 

About the complete  

activities   
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Open Internet Browser through Firefox 
On Address Line Type:  http://www.yorku.ca/laps/sowk  
 

On-Line Log of Hours – Log In 

http://www.yorku.ca/laps/sowk


 

Click on “Database Sign In” 
 

On-Line Log of Hours – Log In 



 

You will be directed to the SOWK Online Database Page. 
Select “Students” 
 

On-Line Log of Hours – Log In 



• Enter your student  

 ID 

•Enter your password 

 

• Select MSW or BSW 

Student 

 

•Click on “Submit” 

 

Contact Esther 

(estherng@yorku.ca) if 

you can’t reset your 

password after several 

try 

This will bring you to the SOWK Online Database – Students Page. 

 

On-Line Log of Hours – Log In 

mailto:estherng@yorku.ca


Once you login you will be directed to your student profile where you can see your contact information, 

academic information, program, emergency contact information and employment information etc. 

On-Line Log of Hours – Log In 

If the information is incorrect, please change it through ‘My Student Record’  



Scroll over and click on the ‘Log of Hours’ Tab; (MSW students  will need to 

select your program at the drop down box when you scroll over to Log of Hours’ 

Tab.   Please make sure you have clicked on the correct program. 

On-Line Log of Hours – Log In 

Please note: we use color code to identify your accumulative hours.  

Red -- Number of hours at Midpoint Evaluation 

Green -- Number of hours at Final Evaluation 

Blue -- Total hours at placement  



Add Hours or Entering new records: 

--  Click on the ‘Add Hours’ button to input new hours/records    

-- Type in ‘Activity’ field;  click at the ‘Placement Date’ field and a drop down Calendar will 

allow you to select the date; Type in ‘Number of Hours’ field 

-- Click ‘Add Hours’ button to save the record 

On-Line Log of Hours – Add Hours 

Please note: we use color code to identify your accumulative hours.  

Red -- Number of hours at Midpoint Evaluation 

Green -- Number of hours at Final Evaluation 

Blue -- Total hours at placement  

This information 

will need to fill in 



This information will 

be filled in already 

and you may make 

changes 

On-Line Log of Hours – Edit Hours 

Please note: we use color code to identify your accumulative hours.  

Red -- Number of hours at Midpoint Evaluation 

Green -- Number of hours at Final Evaluation 

Blue -- Total hours at placement  

Edit Hours: 

-- Click on the ‘Edit’ (in red) next to the record that needs to be updated  

-- Make necessary change at ‘Activity’, ‘Placement Date’, or ‘Number of Hours’ fields 

-- Click ‘Update Hours’ button to save the changes 

    
  



On-Line Log of Hours – Delete Hours 

Delete Hours -- Click on the ‘Edit’ (in red) next to the record that needs to be 

deleted 

Click ‘Delete Hours’ button to delete the record 

  
  

Please note: we use color code to identify your accumulative hours.  

Red -- Number of hours at Midpoint Evaluation 

Green -- Number of hours at Final Evaluation 

Blue -- Total hours at placement  



On-Line Log of Hours – Submitting Hours 

Keep logging the hours daily , when the number of hour reaches Mid Point 

(e.g. 225 hours for required 450 placement hours of MSW Part Time Program) 

Click ‘Submit Mid Point Log of Hours’ button at the bottom to submit to the 

Field Instructor.  AFTER submission, records of hours CANNOT be edited 

  



 After student submits the Log of Hours, Field Instructor and 

Faculty Advisor will receive a notification email to review the  

submitted Hours 

 Field Instructor will ‘Approve’ or ‘Push back’ to student IF 

Field Instructor is asking student to make changes in their 

Log of Hours.  

 Student should also submit the Mid Point Evaluation to Field 

Instructor for Rating. 

 When student completes the required placement hours (e.g. 

MSW Part Time Program student, will need to finish 450 

placement hours); student will submit the Final Log of Hours 

by clicking the ‘Submit the Final Log of Hours’ button at the 

bottom. 

 Student will also submit the Final Evaluation to the Field 

Instructor for Rating. 

 IF student log their hours & submits online, no need to submit 

hardcopy of Log of Hours anymore. 

 

 

 

 

 

On-Line Log of Hours – Highlights 



On-Line Log of Hours – Log out 

                     Remember to log out of the session 



On-Line Log of Hours – Log out 

This screen will appear when you log-out 



Trouble-Shooting and Help? 

 

Any questions on the database 

 

Please contact  

 

Esther Ng   

 

Email: estherng@yorku.ca 

 

Phone: 416-736-2100, ext. 20662 
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