Registering for an elective internstigr-credit

Congratulations on accepting your internship! If you are also planning to earn elective credit,
please follow these steps:

Collect information on your internship site/employer and faculty sponsor
a. Name and contact email of your internship site supervisor,
b. Internship/employemphysical address (even if working remotely)
c. Name and contact email of your faculty sponsor/instructor

d. Faculty sponsoracademic department

e



Select the Experiences option
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Selecteither option labelled Request an Experience to start the process. Any current or past
experience requests will appear on this screen as well.
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Experiences Request an Experience

Beginby selecting your school or college and the term in which the internship is taking place
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As you fill in the Experience Request form, it will collect employer information first (internship
site/company info)

Emblover . R
*Employer
Example Employer
loyer please type your own f you do not see your emp
Location
:d States St. Louis, Missouri, Unite
Industry
r Employer Phone Numbe
1234567890

Employer Email Address

Then jobspecific information

Experiential Learning Intern




And finally approer (faculty sponsorinformation:
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Instructor Of Record
Title
D

Phone Number

8876543210

The survewill start at the bottom of the page with the General Info section.

General Info
General information on your internship
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If you indicate that the internship is for credit, Handshakk prompt you to enter information
on class and instructor.

If you indicate that the internship is not for credit, it wiis to the last page of the survey



If your internship is focredit, youdll enter class and instructor information on thpgage of the



Youll receivethe below confirmation message as well as an email to your SLU account:

& Experience was successfully created.Successfully added work experience to profile.

[External] Your experience request for Example Employer

To Margaret McGuire

o Handshake <handshake@notifications.joinhandshake.com >
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Experience for Summer 2022

Experiential Learning Intern at Example Employer

If you have a copy of your offer lettbandy, please add it as an attachment to your experience
request:

' Experience was successful Iy created.Successfully added work experience to profile.




Next stepsr editing
If you need to add comments or contons, use the Comments and Activity tab

v Experience was successfully created.Successfully added work experience to profile.

Details Comments and Activity Learning Objectives
TERM

Summer 2022

TEMPLATE

Arts & Sciences Experiential Learning

Report s

REATE You created experience for Margaret McGuire - Staff at Example Employer Cl

Armaret MeGuire - Staff - Wedngsdav . luna 16th 2099
fnn e E

If you have draft learning objectives, you can add them under the Learning Oégetetiv I
you haven't yet discussed learning objectives with your instructorjthtasgood time to start
that conversation!

Keepin mind that only your instructor will have access to enter learning objectives in the
learning contract, which is what formally registe/ou for the internship cours&o dort worry
if the learning objectivegou enterarent yet finalized or approved.
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What to expect next

Yourinstructor will sign off on the Handshake experience, and then C&ervices will send
you the learning contract via the DocuSign system, which allows you fill out and sign the
document fully online.

You will alsweceivea liability waiver ia DocuSign

Once the learning contract is signkg you, your site supervisor, and your instructor, you will
be registered for the class. Congratulatiomgmi on your internship!

Please dott hesitate tosend quesons to Career_Servicesi.edu
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