SSWiS Tutorial:
How to Complete a Learning Agreement and Competency Evaluations (LACE)

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

e Generalist Learning Agreement and Competence Evaluations (GLACE)
e Specialization Learning Agreement and Competence Evaluations (SLACE)

For instructions on completing other SSWiS forms, please see the general “How to complete a SSWiS form” tutorial.

Please note: Only one person should edit a SSWiS form at a time. If two people try to save changes to the same form
(such as a LACE) at the same time, one person's changes will be lost. (This can also occur if one person has the same
form open in two different browser tabs simultaneously on their computer.) If this happens to you, you will receive an
on-screen notification indicating that you need to re-open and complete your changes again. To avoid this situation, you
should not have open the same specific form as another person at the same time. For instance, a student and a field
instructor should not edit the same LACE on two different machines simultaneously.

To Begin ...

Step  Go to SSWis at
1 http://ssw.unc.edu/sswis.

Students: On the left-hand side of the g o
page, under “Students & Faculty,” click on
the green “login” button.

Welcome to UNC's
SSW Information System (SSWiS)

Field Personnel: On the right-hand side of
the page, under “Field Personnel,” click the
blue “login” button.

StepP  Loginto SSWIS using your username ) .
2 and password.

Onyen -or- UNC Guest ID

Students: Use your ONYEN username and ‘BeHappy

password_ .Password

Field Personnel: If you have not registered
to use SSWiS before, follow the instructions
beneath the “Sign In” button to do so.

StepP  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:

e My Student Information
e My Plan of Study

e Field Education

e Help

Welcome to the
SCHOOL OF SOCIAL WORK
INFORMATION SYSTEM

B T s E——

Vate- FLrTer - Kursit Biding | 335 PHshoro St CH #3550 Chiapsl Hl, NC 27599
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Accessing a LACE form

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

4 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 UNC s S
following: A e oo

Student Announcements

e “My Field Placements” (for Field
Instructors [FI], Task Supervisors
[TS] and Field Faculty [FF], this is
labelled, “Assignments”)

e “My Field Documents” (FI/TS/FF:
“Documents”)

e “Search for Field Placements”

Welcome!

Total hours in fleld placement for academic year 3016-2017 are as follows:

CONCENTRATION STUDENTS - 680
FOUNDATION STUDENTS - 448
ADVANCED STANDING STUDENTS - complete an additionsl 184 hours during the Summer 2016

Please ses the Field Fducation wabsite for access to additional information regarding Field Education:
hittp:fissw.unc edu/programs!masters/fieldeducation

Education
submenu

** To experience optimal catabase functionality, users should access this database using the latest
varslon of the Firefox browses, **

Tate-Tumer-Kuralt Bullding | 325 Pittsboro St CB #3550 Chapel Hill, KC 27599-3550 | (919) 962-1225 | sswi@unc.edu |
Please also review on this page the
“Student Announcements” section.

Step Using the left-hand navigation menu, click on “My Field Documents” (FI/TS/FF: “Documents”).

5 Your Field-related documents will now be
displayed. Locate the desired LACE (either
Generalist or Specialization) by searching
the form titles listed in the “Form Name”

Welcome Aloe 1est-Student! Logout

thees BsbdCbesthn

atal: &

06/20/2016 Unopened Open

Acgdemic Yeor Placement Type
2016-2017 Pro-Concentration Advanced

column. b
2016-2017 Pre-Concentration UNC Fatherhood  Learning 07/01/2016 Unopened Open
School  Research Agresmaent -
Note that, by default, these forms are ! st daiiliiovan
. 2016-2017 irat UNC Parf - 07/28/2016 Unopened Opan
ordered by their due dates so the next Foll ok PR
. Work  Network Stoadi p
form that IS due Should be after the Iast 20163017 Pra-Concentration UNC Fatharhood l:omo:".!:.lller 06/30/2016 Unopened Opan

Schoo!  Research Monthly Report

form you completed. (To change this ety e ettt © O [scrollbar
default ordering of forms, click on a column o Socil o practice 1 Dty

Work Network

header, such as “Academic Year,” - = = =
ate-Turnaer-Kurait Bullding | 325 Pittshorn 5t CB &3550 Chapel Hill, NC 27599-3550 | (919) 862-1225 | sswiimunc edu
“" ”n u ” “" ”
Agency,” “Form Name” or “Status.”)

Please also 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.

Homs Sekd Bheation

Tatal; &

Step Once you have identified the LACE with

6 which you would like to work, click the iy e P
. standing
“Open” button (see red arrow in the screen s g ey e e
. . . . School  Research Agraement -
capture to the right) associated with this of Socal and Proctice. Advanced
¥ y Pre-Concentration :}‘:{'ﬁ :‘:rlwa'“od ::tir,'llnﬁr:.o'nce 07282016 Unopened Open
LACE. ey - ' Schaol «e;:a}:\ '::alua‘tlo-n P nomened Gust
of Soclal and Proctice  Advaaesd

Work  Network Stan
20162007 Pre Concontration UNC fatherhood  Con

School  Research Mon|

of Social and Practice [ (1M

work  Network
2016-2017 Pre-Concantration UNC Fatherhood Concentration 07/31/2016 Unopened Opan

School  Research  Monthly Report

of Social and Practica 1 {luly)

Work Network
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Completing a LACE form

Step Once you have opened the desired LACE
v form (Steps 1 - 6 above), the first page you I N R )

will see is entitled, “Student Information.” e s .
This page contains information regarding e Py
the placement’s student, agency, unit, field = .
instructor, task supervisor (if present), and Lo e L R
field faculty member. Comrrt S B i ek Z
The information on this page is s R T
automatically populated from other parts e Pt Covered by I Armemant o L2815 o 021t
of the SSWiS system. If you find any errors e A
on this page, you may need to edit your e
personal information on SSWiS or in @
Connect Carolina (students) or contact your
field faculty member for assistance.

Step Over all, a LACE has fourteen sections, S I
starting with “Student Info” and ending L T back button snstrate Etnial next button =

with “Signatures.” In between are fields
for students and field personnel (FI/TS/FF)
to complete regarding the field
placement’s “Schedule,” “Instructions” for
filling in the form, nine “Competency”
sections, and “Summaries” of student’s
strengths, limitations, directions and goals.

To move through these various LACE
sections, there are two methods:

1. The left-hand navigation bar (see the
green arrow in the screen capture to
the left)

2. “back” and “near” buttons (see the
yellow arrows in the screen capture)

InsTRCTIONS.

ComeErency 1

‘ Learaing Agreement Activiies far ltem 12

Iearning activities andfor add additional Check all that apply |
activties i the other” bax. o P

Ravm agency whntdm wﬁdﬁﬁ ralyie sedanties
e iy

Identdy ettecal concerns and explas how the NASW Code of Ethcs guades.
your Tesponss in chents and dient prmtems.

Identy how your secdl
| values and develop plan for gadit vour pritee.

Revem and discuts wih FUTE agency pobioes related to conhdertably,

ComeErency 2

COMPETENCY 3

CorrErERcT 4
Comprmncy §
Comprmncy &

Comeerency 7

COMPETERCY B

ComPETENCY 9
SUBMUATES
Ssonarunts.
]

v S

et rightz, and seial work daclose

ot the tme of
spersgnaiely with the guidence of the LTS,

Dibcuss croas-cultural issues with FI 80d sther agency professionsls.

#nd resche

Step

SSWiS Tutorial:

Each “Competency” ability (or “indicator”)
has its own section which is comprised of
three parts:

1. Learning Agreement Activities (the top
half of the section, with light grey
headers as shown in the screen capture
to the left)

2. Afirst-semester Competency
Evaluation (either 520 or 820, with
yellow headers)

3. Asecond-semester Competency
Evaluation (either 521 or 821, with

green headers)

How to Complete a SSWiS LACE

ComerTincy 2

Comermincy 4
ComprTENCY 5

Foundation Student Learning Agreement & Competency Cvaluation

= back| Core Ci 1-D ate Ethical and I Behavior et >

% Agraemasi Activities for Tiem 1a

amd e 2 adinional
abdaty tec activities in the “other” bax,

e all that apply
or | cwep

Ravien agen P —

and
Iearishy athucal concarms and aepian how fhe NASW Cide of (e gudes.
youe responae o chents and chert aystemi.

dncuscnmanng, | 18ertly haw you paracnal vahues may corfiet wih socsl werk trefestrinal
wirucal conduct of rassarch, | values and develop plen for gusdng yoor pracios.

v il ol i L7 u-nwh-m»m
e ——

‘ot the tena of ocumence and reschve
mem puddence of the FUTS.

First Evaluation: SOWS 520
Sudant Sell-Assessment ok Tastractor Axsassmest
3 s+ 5 M 1 B

T
R ' 2 3 A s
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Step Each Learning Agreement part includes
multiple activities. Students and/or field
10 personnel indicate which activities are
available to a student by checking the “DP”

< back Core Competency 1 - Demonstrate Ethical and Professional Behavior (et ]

Learning Ayreemenl Aclivilies for Ilem 1.1

This student demorstrates e Select appropriale kearning attivities and/or add aibfitional Check all thal apply
(Direct Practice) and “CMPP” (Community, by b Ay e othetiban oo | awr
. . 1.1 - Understand and Faplore exhical implizatinns of the nrganization's intemal policies (2.9,
Management & Policy Practice) boxes to axwoinely use gobel, | persaninel and fnanci) as well s xternal plicies (e, proceses fox
. .. regional and setting £ngaqing organization and community partners in decsion making].
the right of an activity. Speahe 1egubans 3nd (G, e U Hunan Rights Caunal it o ear haw the ter g
pelsces for afiective gevernmental body strengthens the promobion and protection af human
. . acice; fights 2raund the glabe. Liscuss with your FL/IS haw your placement
On each Learning Agreement section, a5y o iy 0 e Ipacte by il regdators
ke
several activities are already written out. R b i wihsfery plicy nd procedures of e sgency.
. . .. Complete lhe Workplace Violens Checdag wilh fel] indrcor.
To write out additional activities, use the e
“Other:” fields (shown at the bottom of the other

screen capture to the right).

Note that, in Competency 1, most of the activities are required and thus, by default, are already checked
when you first open the document. These cannot be unchecked.

Step Below the Learning Agreement part are the
Competency Evaluations. These are

11 broken into two color-coded pairs of boxes. m

The yellow pair of boxes are for the first = 3 I b

semester and the green pair are for the s [+ 2 3 « s m|[1 2 3 « 5 m
second semester. In each pair, the left- 35:;?&?;““” TR : ‘
hand side is to be completed by the NA ik mrktie R— | R —
student and the right-hand side by field , o

instructors. (Student will not be able to use
the Field Instructor buttons and vice-versa.)

To choose a rating, click on the rounded button (known as a “radio button”) beneath the appropriate
number. The assessment associated with each number is idenfied by the “Rating Criteria” to the right of
the color-coded boxes. For more information on the rating criteria, click on the “Help” button next to the
words “Rating Criteria.”

Step For each Competency, the last section is for : SR AR R
<back| Core Competency 4 - Engage in Practice-informed Research and Research-  [nast »
“Comments” (see the screen capture to the :

12 right). These are color coded by semester
as well. For each semester, the Field
Instructors comments go on top and the
student’s comments below. (Field
Instructors cannot enter text into the
student’s fields and vice-versa.)

Informed Practice

n Practice misrmed Bescarch snd Bescarch- Infsrmed Pracisce:

Field Inatructor Commants: Data:

Studest comments: Date:

SOW0 831 - wides a speciic, e of ol - Engage
n d Practice:

sowo Bl Fiedd Instructor Comments: Date:

DMher i5 @ soore of 3 or

Studest Comments: Date:
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Saving, Submitting and Printing a LACE form

Step After you have completed part or all of the
form, before you exit it, be sure to click on

13 the “Save” button at the bottom of your
screen (see the yellow arrow in the screen

< back Core Competency 1 - Demonstrate Ethical and Professional Behavior it >

Learning Agreement Activities for Item 1.2

This student demonstrates the | Select learning and for add Check all that apply
. . ability to: activities in the "ather” box. oe cHpp
capture to the rlght), otherW|se, your Work 1.2 - Damanstrata the abilty to | Discuss and the use of self-disch wich FL/TS or
. mamntan professicnal and i""’“’ agency persannel.
will not be saved. persnsl boundaies, v | Congitetly Gaplay jons 0d parsone when
— s o !-vhur-ﬂlnp with FU/TS, agency personnel, and/or other community
regulate perscnsl L -

After you have clicked the “Save” button, bl || ol st et B bt
you should see a green-lettered success
message above the “Save” button stating:

“Form values have been saved” (see the Fedine e i R

green arrow in the screen capture). e o ;. o . a2y s
A :“"'c':"m" Final Evaluation: SOWO 821

Please note that if you do not see the i el B R S S S I ————

above-mentioned success message then : =il

you may have to click on the “Save” Form valuar bave boun soved. @

button a second time (once to save your Save button

text to your browser and once more to
store it in the actual SSWiS database).

Please be sure you see a success message each time you save

If you click “Save” a second time and still do not see the success message, then you may no
longer have a connection to the SSWiS database. (This may occur if you session timed out due
to a lack of activity or if your Internet service was disrupted for some reason.) You can test to
see that you still have a connection to the SSWiS database by clicking on your name (next to the
word “Welcome” and before “Logout”) in the upper right-hand corner of your browser window.
If you still have a connection to the SSWiS database then you should see a “Personal
Information” tab displayed with your name and email address. You can click on the “Back”
button to return to you LACE.

If, however, you have lost your connection to the SSWiS database, then when you click on your
name (between the “Welcome” and “Logout”) you will instead be shown an ONYEN login
screen. In this case, you will need to log back into SSWiS in order to saving your LACE data to
the SSWiS database; your LACE will show your data from the point at which you last saved and
were shown a success message.

If after these steps you still do not see a success message after you click the “Save” button, then
please contact SSWiS help using the instructions provided on the SSWiS Help page at
https://sswis.unc.edu/ssw/Home/Help . If you do not see a success message after clicking the
Save button, then you cannot be certain your data is being permanently saved.
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Step After you are satisfied that you have
completely filled in and saved your form,
14 go to the “Signatures” section and click the
appropriate “Sign” button (see the purple
buttons in the screen capture to the right).
For each signatory, each LACE has three
“Sign” buttons:

1. one for the Learning Agreement
(beneath the light gray instruction box)

2. one for the first semester (either
SOWO0520 or SOWO0820, beneath the
yellow instruction box)

3. one for the second semester (either
SOWO0521 or SOWO0821, beneath the

- instruction box)

Each section is to be signed at a different
time during the academic year.

For students, clicking a “Sign” button will
submit your LACE to your assigned field
instructor, task supervisor (if one is
assigned) and field faculty.

STuomT Invro

GCHEDULES

InstrucTions | |

Comperency 1

COMPLTINCY 2

COMPETENCY 3

Comperency 4
COMBETENCY 5
Comperencr 6
CompETENCY 7
Compeiency B
COMPETENCY 9

Summaries

Secw s Semcny

Buee Scane | |

Concentration Student Learning Ag B v E
p Signatures
LEARNING AGREEMENT SIGNATURES

Whenever you make modifications to thie document, be sure to click the Save button below. When you
have compleled the Learmng Agreement, please sign below, When the hehd Tacully member signs below,

| Fisld tnesrustor

the Learning Agreement portion of this document will become read-only.
Student George Test:Student (emai: [ Bunc s} @

Frida Tegt-instructor (emad: g tegtiOSunc.edy)

| Thsk: Supenaisar

Rebecon Brgham (emad: b

Freld Faculty

Lewrerce Rosenfed {emai:

| Field Instructer

S50W0 820 SIGNATURES

Whenever you make modifications to this document, be sure to click the Save button below. When you
have completed the SOWO0320 Competency Evaluation portion of this document, please sign below.

When a student or held mstructor signs below, he or she will no fonger be able to edit the SOWOBZD
Competency Evaluation portion of this document. When the field faculty member signs below, no one will
be able ta edit the SOW08B20 Competency Evaluation portion of thia document, [If you signed this
document prematuraly, submit a technical help request using the instructions on the Help screen.)

<

Sudent Gearge Test-Sudent (emnd: [2@unc.edu)

Frida Test-Instructor (amal

| Task Supervisor

| Rebecca Engham (ema

| Field Faculty

Lawnence Rosenfeld (email:

document prematurely, submit a technical help request using the instructions on the Help screen.)

SOWO 821 SIGNATURES
Whenever you make modifications to this document, be sure to click the Save button below. When you
have completed the SOWOA21 Competency Evaluation partion of this dacument, please sign below.
when a student or ficld instructor signs below, he or she will no longer be able to edit the SOWO0621
Competency Evaluation portion of this document. When the field Taculty member signs below, no one will
be able to edit the SOWO821 Competency Evaluation pertion of thes document, (If you signed this

Student George Test:Student {emal: [r Guncelu) @

Field Instructer | Frida Test-instructer (email:

| Task Supenaser

| Rebecen Brgham {ema

| Field Faculty

| Lawrersce Rosenfeld {emaf:

Note that, for the LACE’s “Learning Agreement” sections, when your field faculty member signs, the
Learning Agreement sections will be “locked” and you will no longer be able to edit it. For each of the
“Competency Evaluation” sections, when either you or your field faculty member signs, the pertinent
section will be locked. For more details, see the LACE’s “Signatures” page.

After you sign the form, a green-lettered
success message will display stating: “Form
has been saved” (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 LACE
form was signed.

You’re done! Congratulations!

« ik Signatures

RMING AGREEMINT STGN * TURES

araing Agraamas

1l Bacame rend:

| e Tt sieca omat- dzte-and-time stamp

Frids Tt-1etructis [amads

" ol
| owowanie aoem

@

elan. Whan vou have

EOWOB20 oy

GHATURES

sawoRi; Sa

success

ramaturaly,
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Step Printing your LACE forms is recommended.

15

To print any LACE section, simply click on
the “Print Screen” button at the bottom of
the left-hand navigation menu.

To print your entire LACE, first click on the
“Show All Sections” button (the second-to-
last button on the left-hand navigation
form) and then the “Print Screen” button.

Foundation Student Learning Agreement & Competency Evaluation
Core C i- Ethical and Pr Behavior i >

| Selact appropriste learieg sctivetios and/or sdd sdstional  Chack a8 that apply
activities in the "other” bex. o enpp

To print the entire

LACE, click on "Show
All Sections" and then
on "Print Screen."

Ty

3 4 5 M 1 3 3 5 A

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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