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Foreword 

 
Tevera is an online practicum platform used by the Department of Social Work to organize, track, and store all practicum 
documentation. In Tevera, students are required to submit their practicum handbook acknowledgement forms, resumes, practicum 
applications, employment-based applications, timesheets, learning contracts, midterm evaluations, final evaluations, and supervision 
logs.  
 
The purpose of the Tevera Handbook is to assist in preparing students to understand all how to utilize the Tevera online platform. This 
handbook will detail all practicum documentation that must be completed in Tevera and how to submit documentation correctly.  
   
   
 



BSW Practicum: Submitting Field Application 
Step 1: Login to https://uncp.tevera.app/ and you will see your student dashboard. Please click on My Site Placements. 

 

 

 

 

https://uncp.tevera.app/


Step 2: Please click on the tab labeled BSW Practicum then click Pre-application tasks. 

 



Step 3: You will see the pre-application tasks listed here to include Student Handbook and Field Manual Acknowledgement 
Form, Upload Resume tab, and BSW Field Application. 

 

 

 

 

 

 

 



Step 4: Select the Student Handbook and Field Manual Acknowledgement form and read/review both handbooks attached. 
After you have reviewed both handbooks, select the start button (see Figure 1). Review the acknowledgement form then sign 
and submit (see Figure 2). 

 

Figure 1 

 

 

 

 

 

 

 

 



Figure 2: 

 

 

 

 

 



 

 

 

 

 

 

Step 5: Select the Upload Resume option and select the start button (see Figure 1). Upload your current resume by selecting the 
browse button (see Figure 2). 

 

Figure 1: 

 



 

Figure 2: 

 

 

Step 6: Select Start BSW Field Application 

 



 

BSW Practicum: Submitting Learning Contract 
Step 1: From the Home screen, select Complete Assignments. Select Learning Contract, Not Started. This will then give you 
the option to select Start. See Figure 1. 

Figure 1: 

 

 

 

 

 

 



Step 2: Complete all required fields in BSW Learning Contract. Note: All required fields to also include Field Practicum 
Schedule are indicated in RED. See Figure 1. 

Figure 1: 

 

 

 

 

 



 

Step 3: Under Learning Contract Approval, select Sign Here for Student Signature, to sign electronically. See Figure 1. 

Figure 1: 

 

 

 

 

 



Step 4: Select reviewers for Learning Contract. Note: You should have options to select a person for Field Supervisor, Task 
Instructor, and Field Seminar Instructor. All BSW students are assigned field supervisors so students will skip the task 
instructor signature line. (Figure 1). Select Submit. 

Figure 1: 

 

 

 



BSW Practicum: Submitting a Cumulative Timesheet 
Step 1: From the Home page, select Assignments. Then select Not Start for the corresponding cumulative timesheet. 
Remember, cumulative timesheets include a 4-week period. (Figure 1). Select Start to begin the timesheet. (Figure 2) 

Figure 1: 

 

 

 



Figure 2: 

 

 

 

 

 



Step 2: Select your date range (4-week period), Field Supervisor, program Faculty/Staff (Seminar Instructor), Track, and Program 
(BSW). Select Send for Signatures. See Figure 1. 

Figure 1: 

 

 

 



BSW Practicum: Submitting Mid-Term Evaluation 
Step 1: From the Assignments Tab, select Mid-Term Evaluation, Not Started. This will allow the option to select Submit. Note: 
All information on the Mid-Term Evaluation will be pre-filled from the Learning Contract. Select Submit. See Figure 1. 

Figure1: 

 

 

 

 



 

Step 2: Select Reviewers for Mid-Term Evaluation. Select your Field Supervisor from the first drop down box. Select Skip this 
signature for the Task Instructor. Select your name as the Student Signature. Select Submit. See Figure 1. 

Figure 1: 

 

 

 

 

 

 



BSW Practicum: Submitting Final Evaluation 
Step 1: From the Assignments Tab, select Final Evaluation, Not Started. This will allow the option to select Submit. Note: All 
information on the Final Evaluation will be pre-filled from the Learning Contract. Select Submit. See Figure 1. 

Figure 1: 

 

 

 

 

 

 



Step 2: Select Reviewers for Final Evaluation. Select your Field Supervisor from the first drop down box. Select Skip this 
signature for the Task Instructor. Select your name as the Student Signature. Select Submit. See Figure 1. 

Figure 1: 

 

 

 

 



MSW Generalist (Foundation) Practicum: Submitting Field Application 

Step 1: Login to https://uncp.tevera.app/ and you will see your student dashboard. Please click on My site placements. 

 

 

 

 

https://uncp.tevera.app/


Step 2: Please click on the tab labeled Foundation Practicum then click Pre-application tasks. 

 

 

 

 

 

 



Step 3: You will see the pre-application tasks listed here to include Student Handbook and Field Manual Acknowledgement 
Form, Upload Resume tab, and MSW Field Application.  

 

 

 



Step 4: Select the Student Handbook and Field Manual Acknowledgement form and read/review both handbooks attached. 
After you have reviewed both handbooks, select the start button (see Figure 1). Review the acknowledgement form then sign 
and submit (see Figure 2). 

Figure 1: 

 

 

 

 



Figure 2:  

 

 

 

 

 

 



Step 5: Select the Upload Resume option and select the start button (see Figure 1). Upload your current resume by selecting 
the browse button (see Figure 2). 

Figure 1: 

 

 

 

 



Figure 2: 

 

 

 

 

 

 



Step 6: Select MSW Field Application, Not Started. This will then allow the option to select Start. See Figure 1.  

Figure 1: 

 

 

 

 

 



Step 7: Complete all required demographic information in the MSW Field Practicum Application. Review each practice area 
to inform the areas of interest you select. Note: The areas of interest are referenced by the Field Office when processing your 
application and networking to pair you with your preferred area of practice. See Figure 1. 

Figure 1: 

 

 

 

 



Step 8: Using the “Browse all program agencies” feature in Tevera, select your top 3 preferred agencies of where you are 
requesting your practicum site to be. Note: Please include the full agency name. See Figure 1. 

Figure 1: 

 

 

 

 

 



Step 9: Select “Yes” or “No” for whether you are pursuing your LCAS through the Criteria C program and whether you are 
pursuing your school social work licensure. See Figure 1. 

Figure 1: 

 

 

 



Step 10: Select “Yes” or “No” for whether you have been convicted or are currently charged with any crime other than a 
minor traffic violation. Review the MSW Field Practicum Application to confirm it is complete and accurate. Select the box to 
confirm this and acknowledge you understand you are required to arrange your schedule so that you are available to complete 
field hours and supervision. See Figure 1. 

Figure1: 

 

 

 



Step 11: Select Sign Here for Student Signature. Submit. See Figure 1. 

Figure 1: 

 

 

 

  



MSW Generalist Practicum: Submitting Learning Contract 

Step 1: From the Assignments Tab, select MSW Foundation I Learning Contract, Not Started. This will allow you the option to 
then select Start. See Figure 1. 

Figure 1: 

 

 

 

 

 



Step 2: Complete all required fields in RED to include Field Practicum Schedule and Supervision Day and Time. See Figure 1. 

Figure 1: 

 

 

 

 

 



Step 3: Once you have opened and completed the learning contract then you will select the submit button at the end of the 
learning contract. You will see the submission options below. 

 

 

 

 

 



MSW Generalist (Foundation) Practicum: Submitting Cumulative Timesheet 

Step 1: From the Assignments Tab, select the corresponding weeks Cumulative Timesheet. Select start to begin the 
assignment.  

 

 

Step 2: Select your date range (reminder: all cumulative timesheets are set up for four weeks). 

 

 

 

 



Step 3: Select which track you are in (it should only give you the option of the track that you are enrolled in). 

 

 

 

 

 

 

 



Step 4: Select your field supervisor here. If you have a task instructor and field supervisor, then you will be able to select both 
here (see image below). Note, Tevera does not have a distinction for task instructor and field supervisor on this cumulative 
timesheet so both the task instructor and field supervisor will be listed as a field supervisor. 

 

 

 

 

 

 

 

 



Step 5: Select your practicum seminar instructor here. 

 

 

 

 

 

 

 

 



Step 6: Select your Program (MSW) and Send for Signatures  

 
  



MSW Generalist (Foundation) Practicum: Submitting Midterm Evaluation  
Step 1: Select the start button to open the midterm evaluation. 

 

 

 

 

 

 

 

 

 

 

 



 

Step 2: If you have a task instructor, select that individual’s name as the person that completes the assignment. If you have a 
MSW field supervisor instead of a task instructor, then select that person as the person that completes the assignment.  

 

 

 

 



 

Step 3: If you have a task instructor, select that individual’s name as the person that completes the assignment. If you do not 
have a task instructor, then skip this signature.  

 
 

 



 

Step 4: The field supervisor will either be your MSW field supervisor at your agency or your assigned external supervisor.  

 

 

 

 



Step 5: Your name will be automatically selected as the ‘student’ then select submit. You will sign the midterm evaluation after 
it has been completed by the appropriate parties.  

 

 

  



MSW Generalist (Foundation) Practicum: Submitting Final Evaluation  
Step 1: Select the start button to open the final evaluation. 

 

 

 

 

 

 

 



Step 2: If you have a task instructor, select that individual’s name as the person that completes the assignment. If you have a 
MSW field supervisor instead of a task instructor, then select that person as the person that completes the assignment.  

  

 

 

 



Step 3: If you have a task instructor, select that individual’s name as the person that completes the assignment. If you do not 
have a task instructor, then skip this signature.  

 

 

 

 



Step 4: The field supervisor will either be your MSW field supervisor at your agency or your assigned external supervisor.  

 

 

 

 



Step 5: Your name will be automatically selected as the ‘student’ then select submit. You will sign the midterm evaluation after 
it has been completed by the appropriate parties.  

 

 

  



MSW Generalist (Foundation) Practicum: Submitting Supervision Log 
Step 1: Select the start button to open the supervision log.  

 

 

  



Step 2: After you have completed all required sections of the supervision log then you will select the submit button.  

 

  



Step 3: Your name will automatically be selected as the student then you will select either your MSW field supervisor or your 
external supervisor (if you have one).  

 

 

 



MSW Advanced Generalist (Concentration) Practicum: Submitting Field Application 
Step 1: Login to https://uncp.tevera.app/ and you will see your student dashboard. Please click on My site placements. 

  

 
  

https://uncp.tevera.app/


Step 2: Please click on the tab labeled Concentration Practicum then click Pre-application tasks. 

 



Step 3: You will see the pre-application tasks listed here to include MSW Field Application, Student Handbook and Field 
Manual Acknowledgement Form, and Upload Resume tab. 

 

  



Step 4: Select the Student Handbook and Field Manual Acknowledgement form and read/review both handbooks attached. 
After you have reviewed both handbooks, select the start button (see Figure 1). Review the acknowledgement form then sign 
and submit (see Figure 2).  

Figure 1 

 

 

 



Figure 2 

 

 

 

 

 



Step 5: Select the Upload Resume option and select the start button (see Figure 1). Upload your current resume by selecting 
the browse button (see Figure 2).  

Figure 1:  

 

 

 



Figure 2:  

 

 

 

 

 



Step 6: After you have completed the MSW field application, you can submit under pre-application tasks as shown in Figure 1, 
or submit at the bottom of the MSW field application as shown in Figure 2.  

Figure 1 

 



Figure 2 



MSW Advanced Generalist (Concentration) Practicum: Submitting Learning Contract  
Step 1: Once you have opened and completed the learning contract then you will select the submit button at the end of the 
learning contract. You will see the submission options below.  

 

 

 

 



Step 2: The field supervisor will either be your MSW field supervisor at your agency or your assigned external supervisor.  

 

 

 

 

 



Step 3: If you do not have a task instructor, then skip this signature. If you do have a task instructor, then please select that 
individual for this signature line.  

 

 

 

 



Step 4: Select your field seminar instructor for this signature line.  



MSW Advanced Generalist (Concentration) Practicum:  Submitting Cumulative Timesheet 

Step 1: Select start to begin the assignment.  

 
 

Step 2: Select your date range (reminder: all cumulative timesheets are set up for four weeks). 

 

  

 

 



Step 3: Select which track you are in (it should only give you the option of the track that you are enrolled in). 

 

 

 

 

 

 

 



Step 4: Select your field supervisor here. If you have a task instructor and field supervisor, then you will be able to select both 
here (see image below). Note, Tevera does not have a distinction for task instructor and field supervisor on this cumulative 
timesheet so both the task instructor and field supervisor will be listed as a field supervisor.  

 

 

 

 

 

 

 



Step 5: Select your practicum seminar instructor here. 

 

 

 

 

 

 

 

 



Step 6: Select the program that you are enrolled in (MSW).  

 

 

 

Step 7: Select send for signatures. 

 



Step 8: Electronically sign then select sign and send.  

 
 

  



MSW Advanced Generalist Practicum: Submitting Midterm Evaluation  
Step 1: Select the start button to open the midterm evaluation.  

 

 

 

 



Step 2:  If you have a task instructor, select that individual’s name as the person that completes the assignment. If you have a 
MSW field supervisor instead of a task instructor, then select that person as the person that completes the assignment.  

 

 

  



Step 3: If you have a task instructor, select that individual’s name as the person that completes the assignment. If you do not 
have a task instructor, then skip this signature.  

 

  



Step 4: The field supervisor will either be your MSW field supervisor at your agency or your assigned external supervisor.  

 

 

  



Step 5: Your name will be automatically selected as the ‘student’ then select submit. You will sign the midterm evaluation after 
it has been completed by the appropriate parties.  

 

 

  



MSW Advanced Generalist Practicum: Submitting Final Evaluation  
Step 1: Select the start button to open the final evaluation.  

 

  



Step 2:  If you have a task instructor, select that individual’s name as the person that completes the assignment. If you have a 
MSW field supervisor instead of a task instructor, then select that person as the person that completes the assignment.  

 

 

  



Step 3: If you have a task instructor, select that individual’s name as the person that completes the assignment. If you do not 
have a task instructor, then skip this signature.  

 

  



Step 4: The field supervisor will either be your MSW field supervisor at your agency or your assigned external supervisor.  

 

 

  



Step 5: Your name will be automatically selected as the ‘student’ then select submit. You will sign the midterm evaluation after 
it has been completed by the appropriate parties.  

 

 

  



MSW Advanced Generalist: Submitting Supervision Log 
Step 1: Select the start button to open the supervision log.  

 

 

  



Step 2: After you have completed all required sections of the supervision log then you will select the submit button.  

 

  



Step 3: Your name will automatically be selected as the student then you will select either your MSW field supervisor or your 
external supervisor (if you have one).  

 

  



MSW Advanced Generalist Practicum: Submitting Criteria C Learning Contract 
Step 1: Once you have opened and completed the Criteria C learning contract then you will select the submit button at the end 
of the Criteria C learning contract. You will see the submission options below.  

Figure 1.  

 

Figure 2.  



 

 

 

 

 

 



Step 2: The Criteria C supervisor will either be your CCS supervisor on-site at your agency or your assigned Criteria C 
external supervisor.  

 

 

 

 



Step 3: Select the Criteria C Coordinator (Dr. Shannon Cousineau) for this signature line.  

 

  



MSW Advanced Generalist Practicum: Submitting Criteria C Midterm Evaluation 
Step 1: Select the start button to open the midterm evaluation.  

 

 

 

 



Step 2:  Your Criteria C supervisor should be selected as the person that completes the assignment.  

 

 

  



Step 3: Your Criteria C supervisor should be selected as the person that signs as the Criteria C Supervisor signature line.  

 

  



Step 4: Your name will be automatically selected as the ‘student’ then select submit. You will sign the midterm evaluation after 
it has been completed by the appropriate parties. 

 

 

 

  



Step 5: Select the Criteria C Coordinator (Dr. Shannon Cousineau) for this signature line. 

 

 

  



MSW Advanced Generalist Practicum: Submitting Criteria C Final Evaluation 
Step 1: Select the start button to open the final evaluation.  

 

 

 

 



Step 2:  Your Criteria C supervisor should be selected as the person that completes the assignment.  

 

 

  



Step 3: Your Criteria C supervisor should be selected as the person that signs as the Criteria C Supervisor signature line.  

 

  



Step 4: Your name will be automatically selected as the ‘student’ then select submit. You will sign the final evaluation after it 
has been completed by the appropriate parties. 

 

 

 

  



Step 5: Select the Criteria C Coordinator (Dr. Shannon Cousineau) for this signature line. 

 

 

  



MSW Advanced Generalist Practicum: Submitting Criteria C Supervision Log 
Step 1: Select the start button to open the Criteria C supervision log.  

 

 

  



Step 2: After you have completed all required sections of the Criteria C supervision log then you will select the submit button.  

 

  



Step 3: Your name will automatically be selected as the student then you will select your Criteria C Supervisor then select 
submit.  

 

 


