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About this Guide

The purpose of this guide is to provide details to Teacher 
Candidates about the Field Experience Online Portal, or Sonia 
Online.

Included in this guide are the following items:

● What is Sonia?
● Accessing Sonia Online
● Full description of each webpage of Sonia Online
● Signing reports from Associate Teachers
● FAQ



WHAT IS SONIA ONLINE?

Improving the Practicum Experience



What is SONIA ONLINE?

Sonia Online is a portal that allows key stakeholders to access 
and provide information about Practicum Placements.

Using Sonia Online, Teacher Candidates can:
● learn about, submit and manage mandatory checks for Practicum 

placements
● locate related documents, handbooks and guides specific to the Faculty 

of Education
● retrieve details about upcoming placements
● review the history of previous placements
● upload mandatory check documents
● submit and track the progress of their checks 
● download the Sonia for Students App
● access contact details, or complete necessary forms
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https://youtu.be/mI94etAnCik


ACCESSING SONIA ONLINE

Teacher Candidates and their UWinID



Accessing SONIA ONLINE

Teacher Candidates are able to access Sonia Online using their 
UWinID followed by @uwindsor.ca.

Links to Sonia Online will be posted in many places, including:

● Faculty of Education website - uwindsor.ca/education
● Brightspace Landing page - brightspace.uwindsor.ca

Or directly at: 
● soniaonline.eduspace.uwindsor.ca 

The Sonia for Students APP is also available for mobile devices
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https://www.uwindsor.ca/education
https://brightspace.uwindsor.ca/d2l/login?sessionExpired=0&target=%2fd2l%2fhome
https://soniaonline.eduspace.uwindsor.ca/School.aspx
https://apps.apple.com/au/app/sonia-for-students/id1013752612


Accessing SONIA ONLINE
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Choosing your Role

On the landing page, soniaonline.eduspace.uwindsor.ca, enter 
your credentials

STEP #1 - Be sure that you 
choose Student as your Role

STEP #2 - Click this button to enter 
your username and password

https://soniaonline.eduspace.uwindsor.ca/School.aspx


THE SONIA ONLINE WEBSITE

What can I do on each webpage?



The Landing page for TEACHER CANDIDATES

As a Teacher Candidate you will arrive at the webpage below…

NAVIGATION BAR PROFILE & SETTINGS

DOCUMENTS & LINKS

*This area is managed by the 
University of Windsor

Click any of the headings to 
explore in more detail.
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The PLACEMENTS tab

What is on this page?

● This is a listing of your current Practicum placements
● If you have any outstanding Checks (i.e., pre-requisite 

tasks), they will appear in a red-shaded area at the top 
of the screen.

● A calendar is also included at the right with any 
important dates highlighted.

What can I do on this page?

● For your current placement, you can:
○ view the details of your Practicum placement, 

including your Advisor and Associate Teacher to 
which you have been assigned.

○ complete relevant Timesheets.

● You can also review any checks that may be outstanding
○ Checks may only be edited on the CHECKS tab.

● You can also post notes and upload documents regarding 
your placement.
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The FORMS tab

What is on this page?

● This tab includes access to 2 different types of forms:
○ Forms assigned to you by the Placement Office -  

the name of the form will show on a blue 
horizontal bar.

○ Forms you may want or need to complete  
(eg. Practicum Absence Request Form).

What can I do on this page?

● If a form has been assigned to you, the name of the form 
will show on a blue horizontal bar.  Click the red ‘Edit’ 
button at the right end of the blue bar to complete the 
form.

● If the form has not specifically been assigned to you, but 
the form may be completed at any time, you can choose 
the form from the “Form Self Selection” dropdown and 
click ‘Add’. It would then appear with the assigned forms.
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DIGITALLY SIGNING A REPORT FROM YOUR ASSOCIATE

● Associate Teachers will complete Formative and Summative 
Reports during all Practicum placements.

● After the Associate Teacher and Teacher Candidate have 
reviewed the report together, the Associate will digitally sign it 
and then it will be revealed to the Teacher Candidate.

● Teacher Candidates will complete the process by digitally 
signing the report

More about FORMS



The MY DETAILS tab

What is on this page?

● The My Details screen is used to display additional 
information about you. Any information already on this 
page is what the University has on file for you; the 
University Field Experience Office may ask you to edit 
this information and/or fill in some of the blanks.

● Information on this page is only viewable by you and the 
Field Experience Office.

What can I do on this page?

● As a Teacher Candidate, some of the information on the 
My Details page may be editable, and you may be 
expected to fill in some of the details.  
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The CHECKS tab

What is on this page?

● This is a listing of pre-requisites that you must 
complete for the Placement Office or for a specific 
placement

● Your Checks may not all look the same nor have the 
same permissions. Be sure to pay attention to the 
instructions provided by the University.

What can I do on this page?

● Review all of the checks required.
● Mark some checks as complete.
● Upload documents required for completion.
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The HISTORY tab

What is on this page?

● This page lists any placements that you have done in 
the past.  Placements will only appear in your history 
once the Field Experience Office has marked the 
placement as completed.

● You can find a Placement Transcript here that lists the 
hours completed at each placement. Note that this is a 
summary and not a comprehensive list of all timesheet 
entries.

What can I do on this page?

● As a Teacher Candidate, you can review summaries of 
your previous placements.

● As you complete your Practicums, a separate line will 
appear in the history.

● You can review the full details of any placement by 
clicking the arrow at the right of each row.

● You will have the option to export any of these summaries 
as an Excel, Pdf, CSV, or Word doc.
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The DOCUMENTS tab

What is on this page?

● This page is a list of files and web links managed by 
you.

● These documents and links are only visible to you and 
the Field Experience Office, unless you mark that your 
placement site and university supervisor can see them, 
as well.

What can I do on this page?

● As a Teacher Candidate, you can upload documents 
(e.g., resume, personal statement) to your Sonia profile 
here.

● You can also add links to personal websites, such as your 
LinkedIn profile, or links to articles you found helpful or 
related organizations or associations you may wish to 
contact in the future.
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The SCHOOLS tab

What is on this page?

● This is a list of active schools with which the 
University’s Faculty of Education has a relationship.

● NOTE: This is simply a directory, not a list of available 
sites for placement.

What can I do on this page?

● As a Teacher Candidate, you can learn more about any 
school by clicking the white triangle to expand.
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The CALENDAR tab

What is on this page?

● This is an active calendar that is maintained by the 
University of Windsor to mark important dates.

What can I do on this page?

● As a Teacher Candidate, you can export events pertaining 
to you specifically to your Outlook Calendar and edit the 
event if needed.
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FREQUENTLY ASKED QUESTIONS

What else do I need to know?



FREQUENTLY ASKED QUESTIONS

QUESTION: Besides me, as a Teacher Candidate, who else will 
be able view my information, like reports and forms?

ANSWER: Access to SONIA ONLINE will also be given to 
different stakeholders, including Associate Teachers, School 
Principals, and Practicum Advisors. Each of these groups have 
different levels of permissions needed for their roles.

For example, your Associate Teachers will be able to upload 
Practicum reports but will not be able to view reports from other 
Associates or Advisors. 
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FREQUENTLY ASKED QUESTIONS

QUESTION: Where do I go if I need support?

ANSWER: 
1. ACCOUNT ISSUES: If you are having issues with your account 

(eg. a password reset), please visit UWin Account Services

2. SONIA RELATED SUPPORT**: If you have questions or issues 
related to Sonia Online, please send a message to: 
educforms@uwindsor.ca

3. Full Guide for Students (Teacher Candidates)

**NOTE: The Field Experience Office will triage these questions
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https://uwindsor.teamdynamix.com/TDClient/1975/Portal/Requests/ServiceDet?ID=53417
mailto:educforms@uwindsor.ca
https://community.lumivero.com/s/article/Student-Guide-A-quick-start-reference-to-Sonia-Online-for-students?language=en_US

