SSWiS Tutorial:
Getting Started (for Field Instructors and Task Supervisors)

This tutorial will show you how to:

e Review your current contact information (page 2)

e Upload your résumé (page 2)

e View your assigned student’s information (page 4)

e Email your student and download your student’s résumé (page 5)
e Contact your assigned field faculty member (page 6).

To Begin ...

Ste  Go to SSWiS at http://ssw.unc.edu/sswis. On the
p1 right-hand side of the page, under “Field
Personnel,” click on the blue “login” button.

S5W Information System

Welcome to UNC's
SSW Information System (SSWiS)

& Students

e EE“% “» r ‘

Ste Log into SSWiS using your username and
p 2 password.

SSWis Field Agency Portal

If you are a current field instructor or task sessard
supervisor and you do not have a SSWiS S
username and password, register for SSWiS at
https://sswis.unc.edu/affiliateportal/Account/Reg

ister . e e o
If you have forgotten your password, reset it at | ! L?:;".if;“,.fﬁ*’““'m-
https://sswis.unc.edu/affiliateportal/Account/For SR st
gotPassword .

Ste  yse the left-hand navigation menu to access all of =3 UNC
p 3  your SSWiS resources. This menu is identified by SRR
the red arrow in the screen capture to the right. = o

Your main menu items are: SCHOOL OF SOCIAL WORK /

e My Information INFORMATION SYSTEM /.
e Field Education L T
e Help
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https://sswis.unc.edu/affiliateportal/Account/Register
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Reviewing your contact information

Using the left-hand navigation menu, click on “My e
Information.” Here you will find:

p 4 T T kil S
e your name e
e your email address Pratret Wit St
e demographic information “,i‘;:":l:ﬁ °"'°"‘°::‘;"§5
e your mailing address and phone numbers atsumés Liain e
e your availability (in terms of the number of e 225 pitibors 8¢
students you can instruct/supervise) s o s

Availabiity
AgEncy Acadamic Yaar Student Capaci
123 Test Agency for  Test Ut for 2016-2017 1
Demonstrabion Demanstrabon
Foundation Eithar
Pré-Concentration Bath 1

If you need any changes to any of the above information, please contact the UNC-CH School of Social Work
Field office.

Uploading your résumeé

Step On the “My Information” page (see
Step 4), in the “General” section,

) locate the “Résumé” prompt e - -
— - First Mame: Frda Middle Name:
(highlighted in the screen capture to LSttt e et CRLLRHES
E-Mail: sEwis-mis@unc edy
the right). Click on the “Update” _ Binbus; ACd
. . 1
button to upload your résumé. Preferred Nome: Sulfix:
Date of Birth: Gander:
, , Sexual Orientation: Other Not Listed:
(If you have no résumé currently e Ty S
stored in SSWiS, then you will simply : LR
see an “Update” button next to the e e
, , . Address:
“Résumé” prompt. If you previously city: chapal il State: e
, . A Zip: 27589 Country: United States
uploaded your résumé, then you will e — e —
also see a “Download” button which = Ttmu. Toat Ut m T
you can click on to see your currently PraConcaniratin 8o, :

stored résumé.)
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Step

After you click the “Upload” button,
you will be shown a “File Upload’ file
explorer (see the screen capture to
the right). With this file explorer,
locate your resume on your
computer. (As an example, see Arrow
1 to the right.) Click on the résumé
file you wish to upload. Next, click
on the “Open” button (Arrow 2). This
will upload you résumé to SSWiS.

UN Wetcome Erida Tes-Instrusior Logout

SO, O SOTIAL WIKK

Date moddied

Microgatt Otfce

M Adebe Acrobst D,

& Pactures
Fltutarist
imges
Pucdles
TurtsTax

i OneDrive
T This PC
B Desitep e
File name | resurrse. pf

ks
Cancel M
Yes

"—[ Demonstration ?nm:nkp:ﬁm - n
brus Conscarbration Both 1

Step When ,SSW|§ has fln!shed uploading S— —
your résumé, you will see your Date of Birth: Gender:

7 , sy . . Sexual Orientation: Other Not Listed:
résumé’s file name displayed to the . Race:

MSW: Year obtained MSW:

left of the “Upload” button (as Résume: i Photo:

illustrated in the screen capture to
the right).

Mailing Address

Agency Name:
Address: 325 Pittsboro St

Address:
City: Chapel Hill State: NC
Zip: 27599 Country: United States

Phones

Step

Once you have uploaded your
résumé, be sure to click on the “Save”
button on the bottom of the screen
(see yellow arrow in the screen
capture to the right); otherwise, your
uploaded file will not be saved.

L

Preferred Name: Suffix:
Date of Birth: Gender:
Sexual Orientation: Other Not Listed:
Personnel Type: Race:
MSW: Year obtained MSW:

Résumé: resume.pdf Update Photo:

Agency Name:
Address: 325 Pittsboro St
Address:
City: Chapel Hill
Zip: 27599

State: NC
Country: United States

Agency
123 Test Agency for
Demonstration

Student Capacity Accepting Students
Test Unit for Yes

Demonstration
Foundation
Pre-Concentration

ilding | 325 Pittsboro St CB #3550 Chapel Hill, NC 2759

9-3550 | (919) 962-1225 | ssw@unc.edu |

Step

Once you have saved your uploaded
résumé, you will see a green-lettered
message at the bottom of the screen
confirming that your record has been
saved. (See Arrow 1 to the right.) In
addition, you will now see a
“Download” button after the
“Résumé” prompt (Arrow 2). The
Download button is used to
download your résumé.

You’re done! Congratulations!

Preferred Name: Suffix:
Date of Birth: Gender:
Sexual Orientation: Other Not Listed:
Personnel Type: Race:
MSW: Year obtained MSW:
Résumég Downloadupdate Photo:
g Add
Agency Name:
Address: oro St
Addre:
City: State: NC

] 2

Ag A
123 Test Agency for Test Unit for 1 7 1 Yes

Country: United States

Demonstration Demonstration
Foundation 1
Pre-Concentration 1
Y
I Test-Instructor, Frida has been saved. I

Save | Back
lding | 325 Pittsboro St CB #3550 Chapel Hill, NC 27599-3550 | (919) 962-1225 | ssw@unc.edu |
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Viewing your student’s information

Step  From your main menu (see Step 3),
10 click on “Field Education.”

eld Instructor [ Task Supervizor Announcements
Welcome!
Totsl hours in field placement for scademic yede 20162007 are an follows:
CONCENTRATION STUDENTS - 680

FOUNDATION STUDENTS - 448
ADVANCED STANGING STUDENTS - complate an acdieronal 184 hours during the Susmer 2016

Step Next, to see your assigned students,
click on “Assignments.” (See Arrow 1,
11 . _
right.) This page has two components:

| Field Personnel Last Hame: |
Student First Name: | | Fild Personnal First Name: |

e search filters (Circle 2) T . -
Placement Type: | a1 ~| Academic Years: [ 30162017
e alist of your assigned students b s [aceee

faraduation Semester: |

,
|
‘

(Arrow 3)

The search filters are an advanced

feature’ usefu' for When you have had Test-Student, 2016-2017 P Conc: !r!llnﬂlZJl( Test Unit § ||DL1; i
many students assigned to you over o gt he Dy ek

multiple years.

Step To view a student’s information, click on ™ [ UNC e e e e
the “View” button to the extreme right- :
12 hand side of the student of interest (see . T p— T
the arrow on the screen capture to the i u':w:--z ——
right). Fiscement o 3 T cademicenrn [T 7

Graduation Semester: (] 5pong 1998 - Concentration: |21
|O First Summer 1998
|0 Second Summer 1998 «
| b 1000

Stident Home Academic Year Placement Typs e
Tast-Student, 7016-2017.  Pre-Concentration 123 Test Teat Lnit for T
Genege Gary

Step You will now have access to your
student’s information including their S ——
13 name, email address and résumé. To . e e
learn more about these features, continue

" Course: 522 - Pra-concentration Program: Advanced $1andng
with the steps immediately below.

| Resume: Doesicad

Practicum
Start Date: D6/21/2016
Ened Dote: 10/21/2016

Agency Name: 123 Test Agency for Demonstration
301 Ptsboro St
CBe3ss)

Chapel 1, NC 275993550
Linted States

Flnld Faculty: Brgham, Rebecca Burgess

Privhary Works (9191 pe2-6532
Tate-Turrier-Kurakt Biokiing | 325 Pittsboro St CF #1550 Chapsl Hil, NC 27599-3550 | (219) 962-1235 | sswiunc.edu |
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Emailing your student and downloading their resumé

Pre-requisites: This section starts with your student’s “Field Placement” record, continuing directly from
Step 13 above. If you are beginning from a different place, please first proceed through
Steps 1 through 3 and 10 through 13 above.

Step Emailing the student:

14  Fromyour assigned student’s “Field

| UNC

SCHENSL OF SOCIAL WORK

Placement” record, you can email ' e e TSR Geoe oay
the student. To do so, you can T B e
either: i
e click on the student’s email riaecem i w
address, if your computer oency Nome: 133 Test apency fo Damanscasn
supports this; or, e
e right-click on their email Uelt fmme: Eml‘ft;:f“l““
address, select “Copy Email Fluld Tnsiructor: ﬁm;
Address,” and then paste the sk supervisor:
email address in the appropriate " sty At ot o
place in your preferred email Tate-Turner-Kuralt Bulding | 325 Pittsboro St CB N--zssmmq) 962-1225 | sswiunc.edu |

application.

Step Downloading a student résumé:

15 Inthe upper section of the page,

Iy e Mama: Test-Student, George Gary

H " n Phone(s): E-Maill: Jriwnc edy
find the “Resume” prompt. If miackssdas vy v oncuniation At oo P16 T087
Course: 522 - Pre-concentration Program: Advanced Standng

Practicum

your student has uploaded their
résumé, you’ll see a “Download” e,
button. If this is present, click on o e 216018
. Agency Name: :'H ;p—.r agrn:\« for Demonstration
it to download your student’s pereen

, , L::)DC' EM, NC 27599-3550
résume. Uk o T W Vi

Chapel i,
Fleld Instructor: Test-Instructor, Fnda
EWiS- MISENG So)

Bisums
Task Suparvisor:
Placement Model: Concurent

Field Facully: Brgh. BCCa Burgess
Lrt

: [919) 962-6532

g | 325 Pittshoro St CB #3550 Chapel Hill, NC 27599-3550 | (919) 962-1225 | sswiaunc.edu

TatE-Turner- Kurait Bi
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Contacting your field faculty member

Pre-requisites: This section starts with your student’s “Field Placement” record, continuing directly from
Step 13 above. If you are beginning from a different place, please first proceed through
Steps 1 through 3 and 10 through 13 above.

From your assigned student’s

Step “Field Placement” record, you will

16 find contact information for your
assigned field faculty person.
Typically, this information includes
the field faculty person’s name,

s mEmmemees Hame: Tast-Student, George Gary
Phone(s): E-Mail: Hofunc. oy
Placement Type: Pro-Concen tration Academic Year: 2016-2017
Program: Advanced Standing

Rasuma: Download

Start Date: 06/21/2016

email address and phone number. O

Agency Namae: 123 Test Agency for Damonstration
0] Pittsboro St

RE0
Chapal HillNC 27599- 3550

Task Supervisor:
cement Model: Co
Field Faculty: Brigham, Rebecca Burgess
kogham@email. unc. ad
Prmary Work: [910) 962-6512
ing | 325 Pittshoro St CB #3550 Chapel Hill, NC 27599-3550 | (919) 962-1225 | sswilinc.edu |

Tate-Turner-Kuralt B

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

lir@unc.edu . Thank youl!
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