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Experiential Learning in Career Launch – Faculty Information
Career Launch is the official University database for Experiential Learning, Internships, and Co-ops. The Career Success Center asks that you encourage students to report both credit and non-credit experiences on Career Launch as soon as they accept a position.

Student Self-Reporting
1. When students are instructed to report their internship on Career Launch, they can access it through their MyUSI dashboard. The Career Success Center provides step-by-step instructions which can be uploaded to Blackboard for your students. Contact career.center@usi.edu to request a copy. 
2. After signing into Career Launch, students will click Experiential Learning and Internships and then complete the form for their new experience. 
3. Student should submit a new Experiential Learning form each semester/each experience, even if it is with the same employer. 
4. After the form is submitted, the Career Success Center will review the information to confirm that it is complete. The internship will be matched to the existing employer account. Employers not currently in the system will be added to the university employer partner database within Career Launch. 

Faculty Access and Options
1. Faculty can access Career Launch through your MyUSI dashboard. 
2. Viewing Experiential Learning Records – faculty can log in to view the Experiential Learning records submitted by your students. In order to do so, each semester, email a list of your student interns to Danielle Bonczewski at dbonczewsk@usi.edu. We can then designate you as the internship supervisor in Carer Launch for those specific students. 
3. Evaluations – you also have the option to use electronic mid-term and final evaluations. Notify the Career Success Center at dbonczewsk@usi.edu if you would like to use the online evaluations and we will send email reminders to students and employers to complete their mid-term and final evaluations. 
4. Internship Hours – students can also track their internship hours on Career Launch. Space is also provided for weekly duties/tasks to be logged and included in the Experiential Learning record. 



Viewing your Students Experiential Learning Records 
1. Login to Career Launch. Click Experiential Learning Records. You will see a list of current students assigned to you. If your student records are not visible, email dbonczewsk@usi.edu. 
2. Click More Filters to filter students by major, work term, class level, etc. 
3. Use the Sort Feature to change the order of internships on your screen. They can be sorted by employer, work term, job title, etc. 
4. Click the students’ name or work term to open the Experiential Learning record.

Importance and Benefits
1. Eliminates keeping track of student internships on paper. Faculty can quickly and easily see what students have submitted. Evaluation forms are consistent across programs and experiences. 
2. The university and departments can begin to share more complete data about how our students are learning outside of the classroom. Data can be used for more marketing and recruitment purposes. 
3. The university needs complete and accurate information to generate reports and data on our students’ Internships and Experiential Learning. The Experiential Learning form in Career Launch contains all fields necessary to generate these reports. 
