Reporting Experiential Learning in Handshake

1. Access Handshake using the button in the mySLU “Tools” tab.
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2. Click here to access the New Experience Request Form (you must be logged in to Handshake to
access the form).

3. Select the appropriate experience type for your college ending in “Experiential Learning Report” from
the “Experience Type” drop down list. Select the appropriate term from the “Term” drop down list.

%Details

»Experience Type

| Saint Louis University Experiential Learning Report

*Term

‘ Fall 2021

4. Complete all fields on the form.

Handshake will autofill the name of the employer as you type it. Please use the name of the employer
as it appears in Handshake. If the employer is not listed, please enter the full name of the employer.


https://app.joinhandshake.com/experiences/new

Employer

: Employer

Boeing

Boeing

Boeing Intelligence & Analytics

Boeing Helena

The Boeing Company
Boeing Distribution Services

Aviall Serviees (Boeing Subsidiary)

Employer Phone Number

Employer Email Address

After selecting the employer name, you will need to fill in the additional employer details.
Location - The city and state where your experience will be taking place.

e Industry - Employer industry.
e Employer Phone Number - Your learning experience supervisor business phone number.
e Employer Email Address - Your learning experience supervisor business email address.
& Employer

‘ Bosing x - ‘

Location

‘ St. Louis, Missouri, United States ‘

Industry

‘ Agrospace X v ‘

Employer Phone Number

‘ 314.5551212

Employer Email Address

l Jo.XYZ@boeing.com

Handshake will autofill the job title connected to the employer.

the full title. Please complete the remaining fields on the form.

N Job

zJob

If the job title is not listed, please enter

‘ Social Media Intern

If you do not see your job please type your own

Department

[ warcening ana communieanon

Date

[“zoz1-orcn [ @ ]>[ 2020801 [&]

Job Type

‘ Intemship

Employment Type

‘ Part-Time

salary

(]

Offer Date

| 20210721

Offer Accepted
® ves

O No

O unaecided

Add experience to profile?

Date Offer Accepted

2021-07-21




Please select the appropriate experiential learning type from the “Job Type” field.

Job Type

Internship x

Graduate School =
Volunteer

Cooperative Education

Internship

On Campus Student Employment

Job

5. Complete the “Approvers” section. This will route your submission to the appropriate faculty advisors
for verification.

Enter the email address for the faculty advisor awarding you credit for this learning experience. If this is
a non-credit experience please enter career_services@slu.edu.

e Approvers

Faculty Advisor (If non-credit, please enter career_services@slu.edu.)

: Email Address

Experience Site Supervisor

* Email Address

6. Enter the email address for your learning experience site supervisor.

) Approvers

Faculty Advisor (If non-credit, please enter career_services@slu.edu.)

: Email Address

Experience Site Supervisor

* Email Address

7. Complete all fields in the section labeled “General’.

You will need to select your experience type a second time. The second list is inclusive of all
experiential learning opportunities available at SLU.

If this experience is not for credit, please enter “Career Services” in the “Faculty Advisor Name” and
“Faculty Advisor Academic Department” fields.


mailto:career_services@slu.edu

General

Page 1

* Please indicate your specific experience type:

@ Internship

o]
O Undergraduate Research
O Field Placement

*1s this experience being completed for credit?
O Yes
@ nNo

* Faculty Advisor Name

‘ Career Services |

* Faculty Advisor Academic Department

‘ Career Services |

* Employer Supervisor Name:

‘ Jo Smith |

* Employer Supervisor Title:

‘ Director of Marketing and Communication |

* My learning site has made me aware of their photo/videography policy and how it applies to the use of my likeness inimages.
® Yes
O No

* 1 have signed a copy of the photo/videography policy at my learning site.

® Yes
O No

* My learning site has informed me that | will be required to provide my own transportation.

® Yes
O Neo

8. Click the “Request Experience” button.

Request Experience

Your experience request will be routed to Career Services Staff, your Faculty Advisor (for credit only), and your
site supervisor for review. Once your submission has been reviewed and verified, you will be able to include it
in your Handshake profile.

Thank you for sharing your experience with us.



