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● Click the “Edit Compliance/Immunization data” link located just beneath the blue strip to enter the 

effective dates for the immunization, training or screening items as required by your program. Click 
in the box to the right of the item for which a date is to be entered, and select the effective date from 
the pop-up 



CALIPSO Instructions for Students 
Page | 4 

 
 
 
 
 
● From the lobby page, click on the “Self-evaluations” link.  
● Click on “New self-evaluation.” 
● Complete required fields designated with an asterisk and press “save.”  
● Continue completing self-evaluation by scoring all applicable skills across the Big 9 using the 

provided scoring method and saving frequently to avoid loss of data. 
● Once the evaluation is complete, check the “final submission” box and click “save.” 
● Receive message stating “evaluation recorded.”   
● Please note: you may edit and save the evaluation as often as you wish until the final submission box 

is checked.  Once the final submission box is checked and the evaluation saved, the status will 
change from “in progress” to “final”.   

● To view the evaluation, click “Evaluations list” located within the blue stripe. 
 
 
 
 
● At Cal State East Bay, this should be done  

o Once at the end of each Treatment and Internship practicum experience. 
o If enrolled in Assessment clinic, after each diagnostic performed/assisted.  

● Click on the “Daily clockhours” link located within the blue stripe. 
● Select the record you wish to view (posted by supervisor, semester, and course) from the drop-down 

menu and click “Show.” 
● Check the box (located beside the entry date) for all dates you wish to submit for approval then click 

“Submit selected clockhours for supervisor approval.”  Clock hours logged for the dates selected 
will be consolidated into one record for supervisor approval.  The designated supervisor will receive 
an automatically generated e-mail requesting approval of the clock hour record.  

● Please note: Daily entries cannot be edited once approved.  However, if you delete the entry from the 
“Clockhour list” link prior to approval, daily hours may be resubmitted. 

● View consolidated clock hour entries by clicking “Clockhours list” located within the blue stripe. 
 
 
 
 
 
● From the lobby page, click on the “Self-evaluations” link.  
● Identify the evaluation completed at midterm and click on “Make a duplicate of this evaluation.” 
● The duplicated evaluation will appear in the evaluations list. 
● Identify the duplicate (noted as “in progress”) and click on the “current evaluation” link highlighted 

in blue. 
● Change “Evaluation type” from midterm to final. 
● Complete evaluation by changing and/or adding scores for applicable skills across the Big 9 using 

the provided scoring method and saving frequently to avoid loss of data. 
● Once the evaluation is complete, check the “final submission” box and click “save.” 
● Receive message stating “evaluation recorded.”   
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● Please note: you may edit and save the evaluation as often as you wish until the final submission box 

is checked.  Once the final submission box is checked and the evaluation saved, the status will 
change from “in progress” to “final”.   

● To view the evaluation, click “Evaluations list” located within the blue stripe. 
 
 

  
 
 
● At the completion of each clinical course or as directed by your Clinical Coordinator, complete 

feedback for each clinical supervisor.   
● From the lobby page, click “Supervisor feedback forms.” 
● Click “New supervisor feedback.” 
● Complete form and click “Submit feedback.” 
● Your completed feedback form will be posted for Clinical Coordinator approval.  Once approved, 

feedback will be posted for the clinical supervisor to view.  Until approved, the feedback may be 
edited by clicking on “View/edit. 

 
 
 
 
 
 
• At the completion of each clinical course or as directed by your Clinical Coordinator, complete 

feedback for each off-campus placement.   
• From the lobby page, click “Student Evaluation of Off Campus Placement.” 
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● Click on “Student Information” and then “Cumulative evaluation” to view a summary of your 

clinical competency across the 9 disorder areas. 
● Upon graduation, you must demonstrate competency for all clinical competencies listed on the form. 
● Please make note of any areas of deficiency which are highlighted in orange. 
 
 
 
 
 

 
● Click on “Clockhours” and then “Experience Record” in the blue menu bar.   
● Select “Printable View (PDF) to download your clock hour summary 

o Needed for Exit Interview to confirm minimum hours requirements have been met 
 
 
 
 
 
 
● Click on “Student Information” and then “Performance summary” to view a summary of your 

clinical performance across all clinical courses to date.  
 
 
 
 
 
 
● 


