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

On-Line Database – Log In 

 

2. Click on ‘SOWK 

Database Online 
 



You will be directed to the SOWK Online Application Page. 
Select ‘Students’ 

On-Line Database – Log In 



• Enter your student No. 

 

•Enter your password 

 

• Select MSW or BSW 

Student 

 

•Click on ‘Submit’ 

 
•Register New Account for first time 

access 

 

•Click on Forgot Password to reset 

password 

 

 

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

 

On-Line Database – Log In 



 

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. 

Online Database – My Profile 

If the information is incorrect, please change it through the Registrar’s Website 



On-Line Database – Changing Your 
Information 

•        YorkU Passport Instructions: 

 

http://www.yorku.ca/computing/students/accounts/signupinstruction

s.html  

 

•        Once your YorkU Passport is set up, Open Internet Browser  

 (Firefox) 

•        On Address Line Type:  http://www.yorku.ca  

•        Click on ‘Current Students’ 

•        Click on ‘LOGIN’ under my.yorku.ca 

•        Click on ‘Course’, then My Student Profile 

•        Click on the information you need to change such as address  

         and contact information, emergency contact information, etc. 

 

 

http://www.yorku.ca/computing/students/accounts/signupinstructions.html
http://www.yorku.ca/computing/students/accounts/signupinstructions.html
http://www.yorku.ca/


 

Type in your old password, your new password, and click on “change 

password” 
 

 

If you click on the “Security” tab, you can change your practicum database 

password 

Online Database – My Profile 



If you click on the “My Courses” Tab, you can see the courses you are enrolled in 

Click on the different page numbers to see the different courses you are in 

on different pages 

Online Database – My Courses 



 
Learning Contract 

 
 



On-Line Database – Learning Contract 
Process 

Step one – Student initiates the process 

 1.  Student logs on database (http://www.yorku.ca/laps/sowk), go to Learning Contract 

 **Firefox performs better than Internet Explorer or Google Chrome 

 2. Student Input information on Learning Contract (admin, goals, plans for goal) 

      ** draft a copy in word document, then copy & paste the content over to the database, (save data every 10 

minutes, data can’t be saved though it’s  shown on the screen) 

 3. Student ‘Submit’ (button at bottom) the Learning Contract to Field Instructor  
 

Step two -- Field Instructor   

-- Field Instructor logs on database  My Student  Review (no input required)  Submit 

(button at bottom) Learning Contract to Faculty Advisor 
 

Step three – Faculty Advisor 

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

Learning Contract 
-- Student inputs  

Info (Learn’ Goals  

N Plans for Goal) 

in Collaboration  

with Field Instructor 

 Student  

  Submits to 

Field  

Instructor 

Learning Contract 
 

-- Field Instructor  

   reviews 

    

Learning Contract 
 

-- Faculty Advisor 

  Reviews 

Field 

Instructor  

Submits 

to Faculty 

Advisor 
 

 

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


MSW Students:  Scroll over the “Learning Contract” Tab with your mouse 

and click on the program you are in for your learning contract.  Please make 

sure you have clicked on the right program and right learning contract. 

BSW Students:  Click on the “Learning Contract” tab 

 

On-Line Database - Learning Contract 



You will be directed to your Learning Contract Page 

On-Line Database - Learning Contract 

This 

information 

will be filled 

in already 



Learning Contract - Administrative 
Agreement 

Talk about this with your field instructor and input this information 



Learning Contract – Educational 
Agreement 



If you scroll over the “ LEARNING GOALS” and the “PLANS FOR GOAL 

ATTAINMENT” with your mouse, you will get a brief description of what is 

being asked 

On-Line Database - Learning Contract 



You can print the 

contract by clicking on 

“Print Form”  

On-Line Database - Learning Contract 

If you want to save your information and 

come back to it, click on “Save”.  Your 

information will be saved but won’t be 

submitted until you click on submit 

Once you 

are 

completely 

done, click 

on 

“Submit” 

 



 
Submit this online to your 

Faculty Advisor 
 

On-Line Database - Learning Contract 



 
Mid-Point Progress 

Review 
 

 



Step one --  Student initiates the process 

1. Student logs on database, go to Mid-Point Evaluation 

2. Student Check to see if update is needed for Learning Goals, Plans for Goal  

  **click on the check box ‘do you want to change data from Learning Contract?’ to do updates 

3. Student ‘Submit’ (button at bottom) Mid Point Evaluation to Field Instructor 

       ** student cannot put in ratings 

4. Student also submit Midpoint Log of Hours online for Field Instructor’s approval 
 

Step two -- Field Instructor  

1. Field Instructor logs on database  My student   

2. Go to Mid-Point  input Rating and Comments 

 ** if Learning goals are blank, student hasn’t submitted their Mid-Point 

3. Field Instructor ‘Submit’ (button at bottom) Mid Point Evaluation to Faculty Advisor 

4. Field Instructor will approve Mid Point Log of Hours online 
 

Step three --  Faculty Advisor 

Faculty Advisor logs on database  My student  Midpoint Evaluation Review only  

Student updates  

Mid Point  

Evaluation info 

if needed in  

Collaboration with  

Field Instructor 

 Student  

  Submits 

Midpoint Eval 

& Log of 

Hours  

To Field  

Instructor 

Field Instructor  

puts in Rating &  

Comments in  

Collaboration with  

student for  

Evaluation 

Faculty Advisor 

  Reviews 

On line Evaluation Process – Mid-Point Review & Log of Hours 

Field 

Instructor  

submits 

evaluation & 

Log of 

Hours to 

Faculty 

Advisor 



On-Line Database - Mid-Point Progress 
Review 

MSW Students:  Scroll over the “Mid-Point” Tab with your mouse and click 

on the program you are in for your learning contract.  Please make sure you 

have clicked on the right program and right learning contract. 

BSW Students:  Click on the “Mid-Point” tab 

 



You will be directed to your Mid-Point Progress Review Page 

Click on this box TO INPUT STUDENT’S REFLECTION IN EACH SECTION or if you and your field 

instructor have agreed to change the learning goals/plans for goal. 

This is the only way you can edit your goals. 

You can change goals after you have submitted the learning contract, up until you have 

submitted the mid-point 

On-Line Database - Mid-Point Progress 
Review 



Student’s put in Reflection, can change the learning goals and plans but 

the field instructor gives the rating and input Feedback on Progress 

On-Line Database - Mid-Point Progress 
Review 



On-Line Database - Mid-Point Progress 
Review 

If you want to save your information and come back 

to it, click on “Save”.  Your information will be saved 

but won’t be submitted until you click on submit 

Once you 

are done, 

click on 

“Submit” 

 

You can 

print the 

evaluation 

by clicking 

on “Print 

Form” 

Input your future plans/goals 



 
Final Evaluation 

 



On-Line Database - Final Evaluation 
Process 

Step one --  Student initiates the process 

1. Student Logs on database, go to Final Evaluation 

2. Student Check to see if update is needed for Learning Goals, Plans for Goal 

 **click on check box ‘do you want to change data from Mid Point Review?’ to do updates 

3. Student ‘Submit’ (button at bottom) online to Field Instructor, also print out hardcopy & submit to 

Faculty Advisor (with student & Field Instructor signatures) 

 

Step two --  Field Instructor   

1. Field Instructor logs on database  My student   

2. Goes to Final Evaluation  input Rating and Comments 

3. Field Instructor ‘Submit’ (button at bottom) Final Evaluation to Faculty Advisor 

 

Step three -- Faculty Advisor 

Faculty Advisor logs on database  My student  Final Evaluation  Review only 

 

Final  

Evaluation 
-- Student updates  

Info if needed in  
Collaboration with  

Field Instructor 

 

On line Evaluation Process – Final Evaluation 

 Student  

  Submits to 

Field  

Instructor 

Final  

Evaluation 
-- Field Instructor  

  puts in Rating  

& Comments in  

Collaboration with 

student 

Field 

Instructor  

Submits 

to Faculty 

Advisor 

Final  

Evaluation 
-- Faculty Advisor 

Reviews 



On-Line Database - Final Evaluation 

MSW Students:  Scroll over the “Final Evaluation” Tab with your mouse and 

click on the program you are in for your learning contract.  Please make sure 

you have clicked on the right program and right learning contract. 

BSW Students:  Click on the “Final Evaluation” tab 

 



Click this box to input Reflection or if you and your field instructor have 

agreed to change the learning goals and/or plans to achieve them 

This is the only way you can edit your goals 

You can change goals after you have submitted the mid-point, up until you 

have submitted the final evaluation 

On-Line Database - Final Evaluation 



Student’s can change the learning goals and plans but the field 

instructor gives the rating and input Feedback section 

On-Line Database - Final Evaluation 



On-Line Database - Final Evaluation 

If you want to save your information and come back 

to it, click on “Save”.  Your information will be saved 

but won’t be submitted until you click on submit 

Once you are 

done, click on 

“Submit” 

 

You can 

print the 

evaluation 

by clicking 

on “Print 

Form” 

Input summary of placement 



On-Line Database - Log-Out 

Make sure you Log Out at the end of each session 



On-Line Database - Log-Out 

This screen will appear when you log-out 



• Change any information that is incorrect in your student profile 
through the Registrar’s website. 
 

• Please ensure you have clicked on the right learning contract, 
mid-point progress review and/or final evaluation 
 

• The Field Instructor cannot input their information until the 

student Submits the documents on-line.  Please click on 

“Submit,” even if  you have no changes to make to your mid-

point review and final evaluation and then your Field Instructor 

can input their information. 
 

• Only click “Submit” when you are done.  You cannot change 

any information once you have clicked “Submit”. 
 

• The Field Instructor Submits the final documents on behalf of 

the students.  It is the student’s responsibility to ensure the 

Field Instructor does this. 

 

 

 

 

On-Line Database – Important Points To 
Remember 



Q:  Can’t open the Learning Contract form or nothing to select 

when I’m at the Learning Contract/Mid-Point  

A: Try to log on the website through Firefox instead of Internet 

Explorer, sometimes Firefox works better in certain computer 

systems.  

 Refresh you computer, switch to another computer, or try at 

different sites (home or placement office) may help too  

Q: Student can’t save or only partially saved for the Learning 

Goal or Plans for Goal? 

A: Need to keep saving the content every 10 min., the system 

can’t save data after 15 min. There is limitation on the number 

of characters (approx 500 characters) in each field, try to make 

it short. 

 (Suggestion: after discussion with field instructor, do up a draft 

in word document & copy it onto the online evaluation form) 

Frequently Asked Questions 



Q: How do I make sure the Learning Contract is sent? 

A:  There is a ‘Submit’ button at the bottom, after you submitted 

the Learning Contract, the button will become in-active and you 

will receive an email generated by the system saying that you 

have submitted the Learning Contract. 

Q:  I hit the ‘Submit’ button by mistake, what can I do? 

A: Call Esther Ng at 416-736-2100 x 20662, we will need to ask 

tech support team to reverse on this.  Esther Ng is the contact 

for all online database tech-support related questions. 

Q: How come there is no Learning Goals, Plans for Goals 

when I open the Final Evaluation?  

A: Usually, it is because your Field Instructor hasn’t submitted 

your Mid-Point Evaluation yet. 

Q:  How do I print the Learning Contract? 

A: There is a ‘Print form’ button at the bottom.  Make sure the print 

setting is ‘Landscape’. 

Frequently Asked Questions 



Trouble-Shooting and Help? 

 

Any questions on the database 

 

Please contact  

 

Esther Ng   

 

Email: estherng@yorku.ca 

 

Phone: 416-736-2100, ext. 20662 

 

      
 

mailto:estherng@yorku.ca

