Faculty/Staff Approval Steps:

e The first time a faculty/staff member is asked to approve a document, an automatic email will include a
hyperlink and instructions to create a password for your account.

ELA Approval Request © Inboxx

College Central Network <mail@collegecentral.com= Tue, J
tome

This email was sent on behall of pkelly@ccce.edu by College Central Network.

Dear Christina Piard,

The Experiential Learning Agreement for Patrick Kelly requires your review and approval.

Please go to Career Services Central Administration site for Central Carolina Community College and enter your User ID / Password to sign in.

You can review the Agreement by selecting the Experiential Learning Manager on the the Modules tab and clicking the Review My Experiential Learning Agreements link.
The final deadline for all approvers is 06/16/2021.

Contact us if you have any questions. You will find our contact information at the top of the school page.

e After you have entered a password and confirmed the password, you will be directed to an Administrative
Dashboard.

Central Carolina Community College

DASHBOARD STUDENTS ~ ALUMNI ~ EMPLOYERS & JOBS ~ ANNOUNCEMENTS ~ EVENTS ~ MODULES ~ TOOLS ~

‘™l Special Announcement x
July 24, 2021: PLAN EARLY: Manage all of your fall on-site or virtual job fairs with LEM. Return to in-person job fairs, offer virtual job fairs, or mix
and match!

Take advantage of every tool we provide for your success. If you haven't already done so, attend one of our Live Event Manager (LEM) webinars
listed on your Dashboard—or review the On-Demand Video Tutorial. We'll help you get your events up and running in no time.

Note: An in-person job fair cannot be converted to a virtual job fair once you begin to register employers. Do not launch an in-person job fair if
there's a significant chance that you will need to offer it virtually.

Attend our August webinar to learn more: Monday, August 23, 2:00 pm EDT.

e You will find the link for the Experiential Learning document, which has not been reviewed, in the Attention
Items of your Administrative Dashboard after logging in.
| Attention: There is 1 Experiential Learning Agreement which you hawe not approved, |

e Selecting the student name, will allow the you to review the Experiential Learning information and document for
approval.

e You are able to see all other approval signatures that have been provided prior to them in the Current Work
Flow box.

o If Approved, you can select the radio button and browse the completed document.
o It Not Approved, you can select the radio button and include Comments, which will be provided to the
Administrator.
= The Experiential Learning Manager will be able to select a person to address the problem from
the list and can email that person on how the issue can be rectified. The work flow will be
restarted from the step that person is responsible.

o After all steps of the work have been completed, the EL Administrator will receive an automatic email notifying
them of the date all steps were completed for a specific student. The EL Administrator will mark the Work Flow
as Finalized.

e Once the work flow has been marked as Finalized, an automatic email is sent to the student and all work flow
participants including the final EL document as an attachment.



STUDENT PERSPECTIVE

e Once a student has submitted a new document, an additional link will be available in the Experiential Learning
box. Students can select Manage My Experiential Learning Records to remain updated on the approval process.

e For those documents that are currently in the approval process, the student will see "Completed" in the status
column of Manage My Experiential Learning Records and for those documents that are approved and finalized,
student will see "Finalized."

Experiential Learning Agreement Manager

Please review your Experiential Learning records below.
Type Company Term UploadDate Status

Internship Minneapolis Institute of At Summer 2014 07/07/2014 Mot Approved | Update

Internship Walker Art Center Fall 2014 07/07/2014 Finalized Review

e For those documents that are marked as Not Approved, the student will be able to view the
Comments/Suggestions from the EL Administrator. Students can make changes to the information and a new
document can be uploaded. Students also have the option to Delete an Experiential Learning Agreement that
has been marked as Not Approved.

Experiential Learning Agreement
Instruction text

Documents available for download:
Internship Agreement Form
Internship Agreement Instructions

1f you need information on how to properly scan a document and save it as a POF file, view the Scanning Instructions.

Please complete the form below. Fields marked with an asterisk (*) are required.

Status Not Approved

The deadline 1o begin a Summer 2014 Intemship has passed.
Please contact our office about how we can assist you with a Fal
12014 expenence.

Comments/Suggestions
Term* Semester| Summer :| Year| 2014
Major® | History

Job Title® | Musaum Intem
Company Name* | Minneagclis Institute of Art
Supervisor Name* | Shelly Roberts
Supervisor Email* | hrichardson@ccilegecentral.com
Supervisor Phone | 111-111-1111

Faculty Advisor Rhonda McQueen

Re-Upload Document*

| Submit Experiential Learning Agreement |

Delete Experiential Leaming Agreement |

e Note: Although the student is able to delete the document, the EL Administrator is still able to access the deleted
information and document from Manage Experiential Learning documents.



