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HOW TO COMPLETE A SOCIAL WORK FIELD PLACEMENT APPLICATION 

When using Tk20 to complete your Social Work Field Placement Application, we recommend using 

either Google Chrome or Safari as your internet browser.  DO NOT use Internet Explorer.  PLEASE NOTE: 

You DO NOT have to purchase a Tk20 account to complete your Social Work Field Placement 

Application. 

1. First, you will need to create an Admissions Application account.  To do so, go to 

https://wcupa.tk20.com. 

2. Click on the ‘Admissions’ tab.  

 

 
 

3. Then, click on the blue ‘Click here to create your account’ link. 

 

 
 

4. Complete the fields marked with an asterisk (*) and fill in the CAPTCHA word as directed. 

https://wcupa.tk20.com/
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5. Then, click the green ‘Submit’ button.   

6. A confirmation pop up will appear.  Remember your Tk20 admissions application username 

and password! You will use these credentials to log in to your new admissions application Tk20 

account.  You will NOT log into Tk20 with your WCU email and password.  Click the blue ‘Back 

to Login’ link. 

 

 
 

7. Enter your Tk20 admissions application username and password at the top of the page and then 

click ‘Log into your account’. DO NOT log in using the Faculty and Student Log In below. 

 

 
 

8. Click on the green ‘Create New Application’ button 
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9. From the Application Type dropdown menu, select the application you want to complete and 

then click ‘Next’. 

 

 
 

Note: If you do NOT see the name of the application you need to complete, you may be 

attempting to complete the application AFTER its due date has passed, or the application may 

not be active yet.  Contact your field director for assistance. 

10. Click ‘Next’ again. 

 

 
 

11. Complete the application as directed.  All fields marked with an (*) are mandatory and must be 

completed in order to submit the application. 

 

12. Once you have started an application, click either: 

o Save: To save your work and come back to it later.  

o Submit: To submit your completed application for review. 

o Close: Exit the application without saving or submitting any changes. 
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HOW TO RETURN TO A SAVED APPLICATION (NOT SUBMITTED) 

1. Log into Tk20 with your admissions application username and password. You will NOT log in 

with your WCU email and password. DO NOT log in using the Faculty and Student Log In 

below. 

 

 
 

2. Click on the blue name of the application you want to edit. 

 

 
 

3. Click the green ‘Next’ button. 

4. When you have completed your edits, click either ‘Save’ or ‘Submit’. 
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HOW TO RECALL A SUBMITTED APPLICATION 

If an application has a picture of a lock to the left of the name, the application has already been 

submitted.  If you need to edit your application or re-upload a file, you will need to recall your 

application.  Note: If you are unable to recall your application, this means it is in the review process. 

Please contact your field director for assistance. 

1. Click on the blue name of the application you wish to recall. 

 

 
 

2. Click the ‘Recall’ button on the top right of the page.  Note: If you are unable to recall your 

application, please contact your field director for assistance. 

 

 
 

3. To edit your application or re-upload a file, click on the name of the recalled application in blue. 

 

 



8 
 

4. Click the green ‘Next’ button. 

5. To re-upload a file, click the X on the far right of the title of the file you previously uploaded.  

This will remove the old file from the applications.  Then, upload the new file. 

 

 
 

6. When you have completed your edits, click either ‘Save’ or ‘Submit’. 

 

HOW TO RESET YOUR PASSWORD 

1. If you forgot your password, first click on the ‘Admissions’ tab. 

 

 
2. Then, click on the ‘PLEASE CLICK HERE TO RESET YOUR PASSWORD’ link in red.   
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3. Enter the email address you used to create your account, then press the green ‘Submit’ button. 

4. Answer your security question that you set up when creating your account.  Then click the green 

‘Submit’ button. 

5. You will receive an email from tk20@wcupa.edu confirming that your password has been reset 

and instructions on how to log in. 
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