
Experiences Overview for Faculty Internship Advisors 

Experiences is a function in Handshake that allows students, advisors, and employers to easily track 
internship experiences. The platform allows us to track the entire process from the initial approval 
through to reflection all online. The platform can include liability forms and assignments. The following 
demonstrates 
 
How it Works (the general process) 

1. Student requests the Experience in Handshake (there is an instructional video for students here) 
2. Courtney will review the experience submitted, assign to appropriate advisor and kick off the 

approval process 
3. You will then receive an email (from Handshake) that asks you to review the requested 

Experience. You will have 5 days to respond either approving or declining the experience. (see 
receiving email section below) 

4. Once approved, the intern site supervisor will receive an email from Handshake similar to yours. 
This is where they will answer the questions typically asked in your divisions forms and “sign” 
the MOU.  

5. Once the supervisor approves, the Experience is fully approved. Your division can elect to have 
mid-term and final evaluations go out automatically (they go out 14 days before respective 
dates) 

 
Receiving the Experience Email 

1. Once the approval process has been kicked off by Courtney, you will receive an email that looks 
similar to this: 

 

https://youtu.be/zrQSf8zVAu8


2. Clicking the “Review Experience Request” will take you to a page that looks similar to this: 

 
3. This is where you will be able to see the details of the internship and the student answers to 

questions your division asks 
4. If everything looks okay, you can click “Approve Experience” at the end of reviewing. 
5. If something is missing or you need more information, you can click “Decline” and leave a 

comment on what is needed of the student 
6. If you decline an experience, please email Courtney Robinson in the Student Employment 

Center. She will then reset the experience so the student can edit and resubmit their 
experience.  

7.  
Getting Started (the administration side) 

1. You will receive an email from Handshake asking you join. Contact Courtney Robinson in the 
Student Employment-Career Center if you have not received it. 

2. Follow the link in the email and get a profile set up. This will grant you access to Handshake. This 
will be where you can manage your students. 

3. Go to lcsc.joinhandshake.com and log in 
 
Managing Experiences 



1. Once logged into Handshake, click “Experiences” on the left side bar 

  
2. You will then see the following options: 

 
Pending: This is where you can review the students experience prior to starting the approval 
process. Note: currently, Career Services kick starts the approval process  
In Progress: Students are still in the approval process 
Needs Review: The approval process has expired and needs to be restarted  
Approved: All reviewers have approved the Experience. This is also where you can track who 
has submitted mid-term and final evaluations 
Completed: The term is over and the Experience is complete 
Assigned To: In any of the categories, you can select your name which will allow you to only see 
your students  



3. When selecting the category you want to view, you will see the list of students and a quick 
overview of where they’re at in the process: 

 
4. To examine a students file, you simply click on the students name, where you will see the full 

details of the Experience. 

 
Overview: The main point of this section is to see the timeline of the Experience and where it is 
at in the process 
Job Details: Shows the students responses to the questions asked by your division—the survey 
they submit when requesting an Experience. 



Approvals: You can view the details of what the reviewers said when approving the Experience 
Mid-Term Evaluation: Shows the responses submitted for the mid-term evaluation (more 
details on next page) 
Final Evaluation: Shows the responses submitted for the final evaluation 
 

5. If you wish to bulk download the results of your students files and responses, you simply select 
the checkbox by the names and select “Download Student CSV” (or approval CSV if you wish to 
get those results) 

 
6. You are also able to send emails to reviewers/students who need reminders to submit an 

evaluation or approval 

 

  



How to view evaluation responses in Experiences 

1. Log into Handshake and click “Experiences” 
2. Click on “Approved” 
3. To make it easier, you can filter so you only your students: 

 
4. If the supervisor has completed the mid-term evaluation, you will see this: 

 
If they have not completed it, it will show 0/1 

5. Click on the student you’d like to view, then click “Mid-Term Evaluation” 

 



6. You will now be able to review the responses.  
7. If a supervisor has yet to complete the evaluation, you can send them a reminder by selecting 

the box next to the students, clicking “Mid-term evaluation” on the bar that pops up, and 
selecing “Send reminder” 

This will resend the reminder email to the supervisors asking them to complete the evaluation 

If you would like to download the responses into an Excel spreadsheet, you can do that by selecting the 
boxes by the students who have an evaluation complete, clicking “Mid-Term Evaluation” again and 
selecting “Download Reviewer CSV”.   



Frequently Asked Questions 


