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Introduction 
 

The Department of Social Work and the Office of Field Education are excited 

to welcome you to the MSU Denver internship process. Sonia is a third-party 

database, used to collect student and internship details, expedite the 

internship process by providing a framework for student and agency contact 

interaction. We use it to keep track of all our students, contacts, FFLs, sites, 

forms, internship descriptions, and documents in one place. By the end of 

this guide, Site Contacts should understand how to use Sonia to update 

agency information, review and approve internships, and provide feedback 

on student skill-building.  
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Starting Sonia 
Signing In & Setting Your Password 
 

To access Sonia, you will need a web (internet) browser (e.g., Chrome, 

Firefox, Internet Explorer) and internet access. 

 

Navigate to the Sonia Online homepage for MSU Denver at the following 

link: https://metro.sonialive.com. 

 

At the top of the page will be three boxes that need to be filled out “Role”, 

“Username” and “Password”.  

 

Use the same email that you have provided the Field Education Office as the 

Username to log in to your SONIA account. (ex. John Smith’s email address 

is jsmith@msudenver.edu  Username is ‘jsmith@msudenver.edu’) 

 

To set up your password, click on “Forgot Password?” You will be asked to 

submit a request for a password reset. 

 

 

You will be brought to the page below: 

 

https://metro.sonialive.com/
mailto:jsmith@msudenver.edu
mailto:jsmith@msudenver.edu
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Select your Role as Site: 

 
 

Once you have selected your role, enter your username and put in the 

Captcha code to confirm you are person, then press “Submit” when you are 

finished putting in your information.  

 
 

An automatic email will be sent to your email address with a link to set your 

password. Note: Check your spam/junk mail folder if you do not see the 

message in your inbox. 
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Once you have set your password, you will be directed to the home page to 

login. 

 
 

Select your Role as “Site”. 

 
 

Use your User ID and the password you just created and click ‘Sign In’. 

 

The Tabs  

 
 

The screenshot above shows the sections of SONIA which you will primarily 

be using:  

-  This is where you can see students with placements to your 

site.  

- This is where you will let the Field Office know how many 

student interns you would like at each student level (i.e., BSSW, MSW 

Foundation, MSW Concentration). 

-  This is where you can access forms you have yet to 

complete and review forms you have already submitted.  
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-  This is where you can upload documents about your site 

and the programs your site offers. 

-   This where you can reference the resources that 

MSU Denver provides to sites about student and university 

expectations and requirements.  

- This tab provides information about your Agency and 

about the internship. You can use this section to change or update 

information about your agency at any time. 

 

You can sign out of Sonia by clicking the exit door (the rectangle with the 

right arrow) on the right side of the screen. 

 
 

Updating Agency and Internship Details 
 

 

To change details for your agency or submit an updated Internship 

description click on the “Site Details” tab at the top of the SONIA home 

Page. 

 

 

From this page you can update all information that students will see when 

requesting your Agency for an Internship  

 

Underneath the SONIA Tabs there are tabs that relate to information that 

can be edited for the Agency information.  

 

The Main Tabs that you will be able to access and adjust are:  

 

General Details: This tab will allow you to update information that 

students will see about your Agency and Internship available. You can 

update information on: 
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- Agency Address 

- Telephone number  

- Field Instructor availability 

- Hours offered  

- Bilingual ability needed  

- Internship description 

- Agency description 

 

Attributes: This tab will allow you to update Agency Information for: 

- Site Type 

- Population  

- County 

 

Notes: Allows you to add additional information about the site that 

you would like to share with MSU Denver and Students.  

 

Documents and Links: This section allows you to upload internship 

descriptions and review your site’s Affiliation Agreement and the 

applications student’s send into your site.  

 

 

If you need to remove a document, please notify the Field Office at 

field@msudenver.edu. 

 

Offering Student Internships through SONIA 
 

To officially offer a student the internship in SONIA goes to the Placement 

tab. 

 
 

mailto:field@msudenver.edu
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Select the placement group for the student that you are offering the 

internship to (BSSW, Foundation, or Concentration). Click on the “Student 

Rankings” button to the right of the placement group. 

 
 

 
 

In Student Rankings you will see a list of students that have been 

referred to your agency to apply for internship positions.  

 

Click on the “Edit” button associated with the student that you 

would like to offer the internship for. 

 
 

A Student Details pop-up will appear. Use the slider on the pop-up 

to scroll down to where the status of the student is listed.  
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Change the student’s status from “Referred” to “Agency - offers 

pending student decision”. 

 
 

NOTE: Please do not select any of the other options. The changing 

of the status to “Agency - offers pending student decision” allows 

the student to accept the offer from their account and notifies the 

Field Office that an offer has been made. 
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Once you have changed the student’s status click the save button on 

the bottom left-hand corner of the Student Details box. 

 
 

If you have any questions or concerns about this process, please contact the 

Field Office at field@msudenver.edu. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

mailto:field@msudenver.edu
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Learning Agreement and Evaluation 

Instructions 
 

Accessing a student’s Learning Agreement 
 

After students complete the Learning Agreement and submit the form for 

review, both the Field Instructor and Task Supervisor (if applicable) will 

receive an automated notification via email that contains a link to take them 

directly to the Learning Agreement.  

 
Supervisors can also access the Learning Agreement to review and/or make 

suggested edits through their Sonia account. 

 

Your learning agreement should look like this: 
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Filing a Learning Agreement 
 

1. Click on the “Forms” tab at the top of the page. 

 
2. The supervisor(s) will see a list of student forms.  

 
3. You can use the search boxes at the top of the list to filter the forms 

according to: 

i. Form Name 

ii. Placement Group 

iii. Site 

iv.   The Student’s first and last name 

 

4. Click on the file icon to the right of the form to open the form.  
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Completing the agency portion of the Learning 

Agreement 
 

a. The Learning Agreement contains the nine Council on Social 

Work Education competencies and the listed practice behaviors 

that students are expected to exhibit throughout their internship. 

Under each competency, students will write out their proposed 

learning activities that they plan to complete to meet the listed 

practice behaviors. These outlined learning activities will help 

both student and you as supervisor in completing the field 

evaluation later in the semester. 

b. If there is more than one supervisor working with a student (e.g. 

student has both a Field Instructor and Task Supervisor), 

supervisors will work together or take turns to review the 

different learning activities that students have added to the 

Learning Agreement.  

c. Optional: As an agency supervisor, you can also make 

suggestions in the designated sections of the Learning 

Agreement. Please click on the “Save Draft” button at the 

bottom of the form to save your responses while both 

supervisors add feedback. 
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i. NOTE: Please do not submit the form until both 

supervisors have had a chance to review the form.  

 

d. Once the supervisor(s) have reviewed the information and added 

their own feedback to the Learning Agreement, you will check off 

that you have reviewed the form and indicate that you either 

approve of the form or request updates for the student to make.  

  
e. After both the Field Instructor and the Task Supervisor (if 

applicable) have reviewed and approved of the Learning 

Agreement, you should click on the Supervisor Learning 

Agreement Submit button to send a notification to the student to 

review their feedback.  
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Notes: 

1. You can track the progress of the form by looking at the “Completed 

Steps” indicated next to the Learning Agreement Form. 

2. You may review the student’s Learning Agreement at any time by 

going to the Forms tab in your Sonia account. 

3. ***The evaluation portion of this form will be activated towards the 

end of the semester so that you as supervisor(s) and the student may 

evaluate them on their progress towards demonstrating mastery of the 

competencies and practice behaviors.  

 

Please contact the Field Office at field@msudenver.edu if you have any 

questions or issues with the form. 

 

Completing the agency portion of the Field 

Evaluation 
 

a. The guidelines for completing the supervisor portion of the 

evaluation are outlined in the far right, green column in the 

instructions table on the form.  

 
 

b. Agency supervisor(s) will rate the student’s performance on all 

practice behaviors associated with the nine social work 

mailto:field@msudenver.edu


   
 

  17  
 

competencies set forth by the Council on Social Work Education 

(CSWE). 

c. If there is more than one supervisor working with a student (e.g. 

student has both a Field Instructor and Task Supervisor), 

supervisors will work together or take turns to review the 

student’s progress on each of the competency’s practice 

behaviors.  

i. NOTE: Please do not submit the form until both 

supervisors have had a chance to review the form. 

Supervisors can continue to use the save button at 

the bottom of the form until after the evaluation 

conference with the student.  

 
d. If a supervisor gives a rating of Does Not Meet Expectation (DE) 

or No Opportunity (NO), they must provide a comment in the 

comment section beneath each of the competency practice 

behaviors. 

 
e. NOTE: Supervisors should use the Learning Agreement sections 

listed above the ratings as a guideline for rating their student’s 

progress in field.  
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Field Evaluation Conference 
 

f. After both the Field Instructor and the Task Supervisor (if 

applicable) have reviewed and approved of the student’s 

evaluation, the student and their supervisors will meet for an 

evaluation conference to discuss the results.  

g. Supervisors will finalize their ratings for the student’s evaluation 

and check off that they are ready to submit the form. 

 

Submitting the Field Evaluation  
 

h. Supervisor(s) can click on the “Supervisor Evaluation Submit” 

button to finalize their portion of the evaluation. This 

automatically sends a notification to the student to finalize their 

evaluation.  

i. We strongly recommend that supervisors wait until after 

the Evaluation Conference to click on the Supervisor 

Evaluation Submit button in case, they would like to make 

any changes prior to finalizing their ratings. 

 

 
 

NOTE: If you have any questions or concerns about the student’s 

performance, please contact the student’s Faculty Field Liaison (FFL). If you 

have any questions or concerns about the Field Evaluation form, please 

contact field@msudenver.edu. 

mailto:field@msudenver.edu

