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Follow the Directions below when initially accessing S4: 

 
 

 
Logging in 

1.​ Go to https://app.calstates4.com/humboldt 
2.​ Click the Community Partner Login button 

https://app.calstates4.com/humboldt


3.​ Provide your log in information. Click the “Request new password” link if you 
have forgotten your password or if you did not receive the initial set up email from 
S4 Notifications. 



4.​ Click “View/Manage Students” to see all current and previous interns. 
 

 
 

 
5.​ Click the placement number hyperlink to access an individual student’s 

placement page. 
 

 



6.​ All forms under the “Signup Forms” header must be completed by the 
student. You will receive an email when the learning agreement upload is 
ready for your approval. The document uploaded should already have been 
approved by you during supervision. Follow the next steps to sign the learning 
agreement. 

 



 

 
7.​ When a student submits a form, an automatic email will be sent by S4 

notifications to the main site supervisor prompting them to click a link in order to 
review the form and submit their electronic signature. Click the link to sign the 
form. 

 

 

 
 

 
8.​ In addition to the email link, you can access student form submissions directly 

from their placement page by clicking the “View Submission” button to the 
right of the form name. 

 
 
 



 

 
9.​ When you are viewing a form, you can look in the upper right of the page to 

see which signatures have been submitted (in green) and which signatures are 
still needed (in red). 

 

 

 

 
 
 
 

 
10.​In addition to the student’s signature, student forms require 2 signatures 

a.​ Signature 1 - Faculty Field Liaison 
b.​ Signature 2 - Community Field Instructor (You) 

You will click on “Primary Supervisor Learning Agreement Signature” to sign the 
document. Once signed, your signature field will appear in green. 



Reviewing student’s timelog: 
11.​​You will receive an email request to review the timelog for your student. Click the 

link to approve the student’s timelog. 
 
 

 
12.​​You will be taken to the website where you can “Review and Approve Entry” next 

to each entry. You can also Review multiple entries at once by clicking “Bulk 
Review Entries” at the top of the timelog. 



13.​​When approving the time entry, you will be able to leave notes for your student 
about each entry. Be sure to include notes if you do not approve the entry, and 
select “Needs changes”. Otherwise, select “approve”. 

 



14.​​Once approved, you will be taken back to the timelog page where you will be 
able to see the updated status of each timelog entry. 

 

 

 
15.​​You will also have access to approve timelog entries from the student placement 

page containing the “Signup Forms”. From here, you can follow steps 12 - 14. 

 

 

 
If you have any problems navigating S4, please don’t hesitate to contact us 
at the Social Work Placement Office at swplacement@humboldt.edu. 

mailto:swplacement@humboldt.edu


Evaluations: 
At the end of each term, you will fill out an evaluation form for each of 
your students by following the directions below. 

 
1.​ Complete steps 1 through 5 at the beginning of this document to login and 

navigate to the placement pages for each of your students. 
 

2.​ ​ 



3.​ Complete the evaluation for each student. Remember to leave comments! 

 

 



4.​ Finish “Mid Year Evaluation” question, type name, signature, and then 
click the “submit” button. You may also “Save Draft” if you have more to 
complete in the evaluation. 

 

 

5.​ Once you “submit”, you will be taken back to the student’s placement page, 
where you can view your submission. If you have more students to submit 
an evaluation form for, click the “Home” button to navigate to the next 
student. 
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