


Tracking Hours and Evaluatons

1. Some programs may require you to track your hours in Career Launch. From the list of your Experiental Learning forms, click Track
Hours under the correct experience.

2. *You’ll need to scroll down slightly to see the blue buton that says Add Hours. Click that and then select the week start date, end
date, number of hours worked and a brief descripton of tasks done that week, click submit when you are done. Your hours will then
be logged with your Experiental Learning Record for that week.

3. Career Launch will keep a total of all hours you have worked for each specifc experience. Your hours can be viewed by Career
Services and your faculty internship advisor.

Additonal student resources included in Career Launch

» Search for and apply to internships and jobs targeted to USI students and graduates
e Career Fair maps and employer informaton

* Video mock interviews

« Pathways—online career planning tools

e On-campus recruitng interview schedules

e Schedule appointments with a Career Coordinator

There is a mobile app available that does not take the place of the desktop version but is an excellent add-on and includes most of the
main features. To download the app, search for “Symplicity Jobs and Careers” in the Apple or Google store.

To access Internships and Experiental Learning from the app, you will click on “More” on the botom navigaton menu and then
“Account”. You will see several menu optons horizontally across the top, scroll untl you see “Internships and Experiental
Learning”. Then follow the desktop instructons found earlier in this document.

The USI Career Services staf will be glad to answer any questons you may have about how to use Career Launch or report an
internship. You can call or drop-in during ofce hours Monday-Friday 8 a.m.—4 p.m., we are located in the Orr Center room 074. You can
also email us at career@usi.edu or call 812-464-1865.




