(STEP 1) Student Profile Set-Up

1. Click the link to take you to the student home page: Login
2. You will be required to create a password. Fillin the green highlighted box with your
memphis.edu email

Login

Username *

dhoy2?

Password *

f you have forgotten your userame
and/or password, please enter your

account email address below 1o request
password resat instructions.

| Email Address
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3. You will see a pop-up confirming an email sent to reset password.

Password Reset X

We have sent you an email, which contains a link that will allow you to

4. You will then create a new password.

change your password.

Change Password 7+

New Password *

Change Password 2+e»

‘ New Password ‘

Confirm New Password * Your password has been successfully changed.

Confirm New Password ‘
Cancel

5. Once a new password is created you will see a pop-up box confirming a password

Return to Login

was created.


https://candidate.gradleaders.com/MemphisCHS/Candidates/Login.aspx?pid=5614

6. Ifthe system is unable to locate for some reason then you will receive a pop-up
indicating an account cannot be found.

Password Reset X

Unable to find account. Please check the specified email address and try
again.

Make sure the email was typed in correctly and if the alert still shows reach out to
the Internship Coordinator, Stephanie Chester: snnchols@memphis.edu.

Complete Internship Application and Setting up student profile

1. Once logged in you will be asked to complete your initial internship application:

' Intern Registration

In order to complete the registration, you must follow the steps listed below.

First Name Last Name
_SNC _Test

Address Line 1 Address Line 2

City State

- Select -

Postal/Zip Code Country

- Select -

Memphis Email Personal Email Address
snctest@test.org

Mobile Phone Receive Text Messages *

- Select -

2. There will be multiple steps and information that must be provided. The information

you provide will save as you go. The application must be completed entirely before
submitting.

a. The resume submitted will be viewable by employers so make sure thatitis
up to date and closely resembles the provided template.
https://www.memphis.edu/healthsciences/pdfs/sample_resumes_healthwe
lness.pdf

b. Ifyou have trouble or need assistance in capturing your UMDegree there are
additional resources found on the website and within GradLeaders under
resources. how_to_download_your_umdegree_worksheet.pdf



mailto:snnchols@memphis.edu
https://www.memphis.edu/healthsciences/pdfs/sample_resumes_healthwellness.pdf
https://www.memphis.edu/healthsciences/pdfs/sample_resumes_healthwellness.pdf
https://www.memphis.edu/healthsciences/pdfs/how_to_download_your_umdegree_worksheet.pdf

c. When asked if you are CPR certified, if you ARE NOT currently CPR certified,
you will select no. There will then be a reminder on your dashboard to

complete your certification prior to the start of the internship.

Completion of the student profile will grant you access to your student dashboard.

You will have limited access until you are confirmed eligible.

Interns

Dashboard

CPR Certification Required

My Profile
You are missing your CPR
Certification.

Click here to update your profile
“You willnot be able to partcipate in your internship il valid
certification is uploadied.
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Announcements

The list below contains 5 of the latest announcements. Click *View All
0 5ee the complete .

View All

Professional Development

Manage My Resume(s)

Important Dates - Mark Your Calendars!

College of Health Sciences Internship

Stephanie Chester Resume Feb Upload *

— Spring date is Feb 71,

The intership s the last step the o Attend Internship Meeting
College of Health Sciences. 2:00-4:00pm

The fundamental purpose of alllld experience activities supported by < Compl p App is
ine Colleg of el Scences (CHS) s o provide studnts i growtn Feb. 28th

of required be able
o make thetransiton from student to professionslor on to gracuate
College and function at an optima level of compstence in their future
professional career

Please see the Internship Expectations document for the detals.

© Complete Internship Interest Survey (Specific to UCH,
ROH, Methodist, and Cresthaven Center) -March 7

© Class Registration for Summer

© Site Confirmation -April 215!

~ Aprit 7t

4. Once confirmed eligible, you will receive an email notification and be able to submit
your site request form. (See instructions on Internship Site Approval Process)

5. Ifyou are in-eligible you will have Dashboard with limited access until eligibility

requirements are met.

E M PH‘IC’S Interns

Dashboard

)
)
B

Jree)

Not Eligible for Internships
My Profile

You are not eligible for the internship
program at this time.

Internship Sites

Site Offerings > X § o
Make an appointment with your advisor via Navigate for

Resource Library more information.

Internship Expectations

MEMPHIS

College of Health Sciences Internship

The internship i the last step for undergraduate students within the
College of Health Sciences.

The fundamental purpose of all field experience activities supported by
the College of Health Sciences (CHS) s to provide students with growth
and development opportunities in a field/lab-based setting.

Upon completion of required field experiences, students should be able
1o make the transition from student to professional or on to graduate
College and function at an optimal level of competence in their future
professional career

Please see the Internship Expectations document for the details.
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Featured Resources

Internship Program - Welcome!

@ How to download your UMdegree

Internship Expectations

Announcements

“The list below contains 5 of the latest announcements. Click "View Al
to see the complete list

View All

Professional Development

Important Dates - Mark Your Calendars!
Manage My Resume(s)

o Attend Internship Meeting — Spring date is Feb 711",

2:004:00pm Stephanie Chester Resume Feb Upload *
o Complete Internship Application — Spring deadline is
Feb. 26th

o Complete Internship Interest Survey (Specific to UCH,
ROH, Methodist, and Cresthaven Center) -March 711

o Class Registration for Summer — April 72

o Site Confirmation —April 215



(Step 2) Internship Site Approval Process
1. Students are encouraged to reach out to previously attended sites who are
approved by the University.
2. Previously attended site contact information can be found under Internship Sites-
Site Research

E R:lsé';:‘;fsl‘ql‘g Interns

oog
8388 Dashboard

Internship Site Request

My Profile >
Once a site have been found, please complete the Site

Acceptance Form for placement review. All placements must
Internship Sites ’ meet the University requirements and be OUTSIDE current place
of employment.

Site Offerings >

Click here to submit the Internship Site Acceptance Form for
review

Internship Records >

Resource Library

My Internship Status

|
|
|
Check on the status of your internship workflow (approval
process) and details for your submitted internship records.
|

Click here to view your internship record(s) and check their
status.

Students can search by specialty, location, or just a site name.

vl interns @ ® A& NC- g

Site Name Area of Interest Region city

SortBy [site (42| v

A Step Ahead Foundation - West Te Pxd x American Family Dentistry S
city: Area of Interest:
Jackson Dental Clnc

American Heart Associatiol Pid Pid Arlington High School w
Area of Interest
Communiy Heslth Pro

Back on Track W Ballet on Wheels Dance School & Company. g Bantist Memorial Desoto- Cardiac Rehab g

*If a site does not show up on this list, it does NOT mean they do not have an internship.
Students can find an internship outside of the site list. New Sites require an additional
review process.



3. If specific sites have posted internship opportunities, they can be found under Site
Offerings

E Hséﬁssﬁlcé Interns

BER Dashboard
ooa - .
Internship Site Request

My Profile >
Once a site have been found, please complete the Site
Acceptance Form for placement review. All placements must
Internship Sites » meet the University requirements and be OUTSIDE current place
- of employment.
>
Click here to submit the Internship Site Acceptance Form for
review
Internship Records >

Check on the status of your internship workflow (approval
process) and details for your submitted internship records.

Click here to view your internship record(s) and check their
status.

|
|
1 Resource Library My |nternship Status
|

4. Once a site has been confirmed for internship there is an Internship Site Request
form that must be submitted. This will take place directly from the dashboard at
Internship Site Request.

E ﬁEﬁESﬁIQSF Interns

oog
EEE Dashboard

Internship Site Request

My Profile >
Once a site have been found, please complete the Site
Acceptance Form for placement review. All placements must
Internship Sites > meet the University requirements and be OUTSIDE current place

Site Offerings
Click here to submit the Internship Site Acceptance Form for

review

Intemship Records

Resource Library My Internship Status

process) and details for your submitted internship records.

Click here to view your internship record(s) and check their

|

|

|

Check on the status of your internship workflow (approval
|

‘ status.

5. Once all site information is submitted the request will be reviewed. The status of the
internship placement request can be viewed under Internship Records.
My Internship Records

Your internship submission is found on this page. To submit a new internship application, click the +Add button above. Click the term to see the status of internship approval (workflow).

My Internships (0)

There are no records to display.

6. When aninternship placementis approved, it will appear on the students
dashboard and show APPROVED!



