How to Locate and Review Internship for Credit Applications in Career Link

1. This is the faculty home screen in Career Link. The Application for Academic Credit can be accessed
from the menu on the left, as the fourth option from the top.
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Looking for guidance on how to navigate the approval process for the internship application
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To start, click “Application for Academic Credit” in the sidebar to the left. Links
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2. After clicking “Application for Academic Credit,” you will see any pending student applications. Access
any application by clicking on the student’s name.
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3. Tothe right of the application, you will see the status of the application approvals and who is still

needing to approve the application. You can access and review the application at any point in the
process; however, you will not be able to officially approve or deny the application until the application
is approved by the C2Hub and the onsite supervisor. You can track where the application is in the
approval process by referring to the “List of Approvers” section on the right side of the screen. As the
professor of record for the internship course, you are the final approver.
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Once have reviewed all submitted details of an application for academic credit, you can approve or
deny the application.

a. If you approve the application, the C2Hub will send an approval email to the student and to the
department, with a final copy of the application.

b. If you deny the application, you will be prompted to provide details about what needs to be
changed for the application to be approved. The student will receive an email with this
information, and they can resubmit the application for credit once requested changes have
been made.
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