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Student IRAMS Instructions

Accessing the Internship Application Home Page

Students may access the home page of the IRAMS internship application through
variety of methods listed below.

*  Open the intern.byu.edu homepage and click on the students in the navigation
bar or scroll down and click on the students tile.The student’s page will open.

Click on the Internship Application icon at the top of the page.

*  Open the intern.byu.edu homepage, scroll down, and click on the Apply button
underneath “Want to Enroll?”.
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IRAMS Instructions for Students

* Login to myBYU and type “Intern01” in the Quick URL box on any page on
the BYU website.

Quick URL!
> Communication (6)
> Miscellaneous (11)
> School (21)
> Work (27)

|
Nnype INTERNO! in the quick

URL box from the MyBYU page.

(Students may access\
the Internship Application

by clicking on the hyperlink
in the header.

( A Permission—to—Add—\
Code is not needed when

a student has an approved
Internship Application.

Page 2 of 26 |

*  Open MyMap and the AIM registration system; a link to the internship
application should be in the header for the course.

e sl P | FE=Ey )
¥ MhMAP: AcsduicPlaring = | Y betpcyy Qffwinggi % | b
| W retpey By ey pecet e Rtten/ e gl GO Enngs.cg ¢ | [@, seamn A 3 kA0S =
D CED
Fall 2015 - Co Al -2 STOEV - Stwdem Dewelopment - C0 195R - Acadessic Inpemship - o

Caourse Cataleg Informatian

Dsciption
Cradit Hown

Cepartrant internshio CoGLANSDCs Lonsent

Hora

Hoee
Falt Wisder; Spring; Summer.

[ Woan Tauges

Semester Fall 2015 (31 Aug 2015 - 10 Dec 2015 ReQ & 10169 Title Code: 0BD

Available Secrigns Only Al Sections  Order By Section  Order By Day/Time  Owdered By Time /Day  Help =

P - Fermision-to-add Code  *=A - Add Class WL - Walthist  **Term - Term Descriptions

AT MOoTe Sec Term™* Seq Sears Class Wi L Hrs  Class Days Room Bldg H Sec  insrucios Beg  Emd  Class
TYpe  Awall Size  Size 1) Paiiod [ame [iale Fes

¥ ool i ) [] R D 001 | Burton, Jarwes R
v L] 1 o w310 | THA THA Th& THA 005 | Cheiwterwan, , Linm Tannar
¥ ood 5 3 o wi3.0| THA TEA | TE4 THA G4 | Windham, irens

] oS 5 5 ] D TEA | TRA THA 005 | Hammack, Watier K

4 [ 5 L 0 vim| TEA Toa [ TR | ThA 006 | S

¥ il EVENING | 7o i ] 30 | sd0p-7008) Th E114 | MARE 002 | Caandar, Danic Aaade

F - Parmizsion-to-add Code

wep - Add Class WL - Waitlist  *""Term - Term Descriptions

(" Until a student has an approved lntemship\
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IRAMS Instructions for Students

Student’s Internship Application Home Page

If a student would like to receive academic credit for their internship they must
enroll in an internship course. Before a student is allowed to enroll in an internship

(For more detail regarding
d course they must have an approved internship application. Once the application

particular internship’s statun

o ,appllcatlog, ,_OEem the has been submitted, it will need to be approved by your internship coordinator
aﬁp 'faior:c yh ClIckiNg 97 3nd the Academic Internship Office. After the application has been approved, the
the finic for the  appropriate = ¢ dent will receive an email informing you to add the course.

semester/term.

BYLY Intesnship C

Hioame:

e INTERNSHIP APPLICATION HOME PAGE
INTERNSHIP

Peronal Information

PPLICATION

crsd i 5 IT yaur pereonal nformation shown hare has changad, plesss update it on FMyBYLl,
DOA: 24 May 1907

BYU ID: 0000000

Mame: Marmesan, Maman Robert

olF personal nformation MetlD: theduke

pme: Marisan, Marian B Major: Theater and Film Emall: john_rayne@byu.edu
tID: theduke Citizenship: United States View Studant’s Acadamic Record
ajor: Theater and Film
tizanship: United Stato

In‘.-:r":-"\-i:! Policy I
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d, meview and acoepl the tams of the Soudant agresment, Fourth, entar all the information

ha application has been submitbad it will nead to ba approved by your Department Internship Ofaﬂ app“catiom iS ShOV\/ﬂ hel’e_
9 beaen approved you will receive an emall infamming yol (o add the course

Application

Fametar/Term Intermship Provider(s) Cless Dapartment Intermhip Coordinatar Sheun

Fal Semagtar 2015 | Pride Rock, Inc. EXSC 359k 001 5 Margarst Frances Shibla TBO1Y 422- 2670] Submitted
Exarcise B Walnass mapgie_shiblaihs astg. byu,edu 105 SFH
nt=rreship

Fal Semastar 2015 | Thimble Theatsr STOEY 199K 002 5 Jamas A Burton (801} 922- 3680) Submitted
acadamic Internchip james_burtongeaskg. byu.edu 2520 WaC

- meSIudems should select the year and term \

they wish to complete their internship. Press
the Add New Application button to proceed.

If wou ara complabing an ntemshp with an Intarrshp Prowvidar that has & lmited Inbarnship Mastar Agreamant, you must complete and submit to the
Incemship Office avidence that the atudent obligations for that Intemahip Provider have baen met prior to the [ntermship Office approving your applicatan,

Student Obligation Docurment:

ance the intamship coondnator has approved an appkcation you wil be infarmed of any student chigatian requirements wa amail. 4t any tima during the
intemship apphkcation process you hawa the capablity of upleading a pdf of decumants such s drug scresns, background chacks, iImmunizations, etc. o your
intemship application on the Student Chligation ocuments page. Onoe you have uploadad to your spplication evidence of meeting the student cbigations,
tha [ntarnship OMice will approve your appkcation,

(" If astudenthasinternedinthe )

past with an internship provider
who has requested student
obligations and the student has
submitted  these  documents,
they are accessible on the
Student Obligation Documents
page. For more information see
the “Students Interning with
a Llimited Internship Master
Agreement” section.

Students will be notified if they
are interning with an internship
provider that has a limited
Internship  Master  Agreement
after the internship coordinator
has approved their application.

Personal Information section

The student’s Name, NetlD, Major, Citizenship, Date of Birth (DOB), BYU
ID, Email, and a link to the Academic Record is shown here. If the personal
information displayed in this section of the application has changed, please update
the information on MyBYU.

Revised December 17, 2018 | Page 3 of 26



IRAMS Instructions for Students

i e Relevant Information section

Student faguirements The relevant information section displays information regarding general student
riamational intemships requirements, international internships, international student requirements, full-
time internship scholarship credit load, and the general internship policy. Click on
the links in this section to expand.

rizemational Sudent Reguimments
Full-time Intemmbip Sdholorbip Credd Lead

Intermship Policy

Application

Semeiter Term Intermship Provider(s)  Cless Diepeartment Intermhip Coordinetar Shestin

Fal Semegter 2015 Pride Rock, Inc. EXSC 353R 001 5 Margar=k Frances Shibla (A1) 422- 2670 Submithed
Exarcise B Walness mapgie_shitlzihaas g, byu,edu 105 S5FH
nt=rreship

Fal Semester 2015 Thimble Theater STOEY 1%4R 002 5 Jamas A Burion (A01) 422- 2660 Submitied
acadamic Internship jamaes_burtonfisaskg. byu.edu Z5ED WSC

i [ 1 o Appiicxtion |

Applications section

The applications section displays an overview of a student’s internship applications.
Each one of the columns headers is explained below:

* Semester/Term: For more detail regarding a particular internship’s status
or application, open the application by clicking on the link for the appropriate
semester/term.

* Internship Provider: The internship provider (as stipulated by the student
in the internship application) will display in this column.

* Class: The class selected on the internship application, including the
department, course number, section number, semester/term type, and title/
description. A separate internship application is required for each class.

* Department Internship Coordinator: The contact information for the
internship coordinator for that specific class. If there are problems with an
application, please contact the internship coordinator before contacting the
Academic Internship Office.

*  Status: A quick review of the status of an application is shown here.View the

Application Process and Status section of the internship application for more
detail regarding the status of the internship application.
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IRAMS Instructions for Students

Student Obligation Docurnent:

If wou ara complkating an intemship with an Intarmship Providar that has a imited nkarnship Master Agresmant, you must complete and submit to the
Intemship Office avidence that the student obligations for that Intemship Provider have been met prior 0o the Intemship Office aporeving your applicatian,
Once tha namahip coordinator has approved an appkcation you wil be infarmed of any siudent cbigatan requirements wWa amal. A any tme dunng he
internship apphcation process you hawa tha capablity of uploadng a pdf of documants such &= drug screens, background chacks, iImmunizatons, etc. ba your
intemship appication en the Student Chligation Boouments page. tnoe you have uploadad to your epplication evidence of meeting the student cbigations,

tha [nrarnship OMice will approve your appboation,

Student Obligation Documents section

If a student is completing an internship with an Internship Provider that has a
limited Internship Master Agreement, students must complete and submit to
the Academic Internship Office evidence that the student obligations for that
Internship Provider have been met prior to the Academic Internship Office
approving the student’s application.

Once an internship coordinator has approved an application, students are informed
of any student obligation requirements via email. At any time during the internship
application process students and coordinators have the capability of uploading a
PDF of documents such as drug screens, background checks, immunizations, etc.
to the student’s internship application on the Student Obligation Documents page.

For further information regarding student obligations and limited agreements,
please refer to the “Interning with Student Obligations” on page 2.
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IRAMS Instructions for Students

Creating a New Internship Application

For every semester or term that a student wishes to receive internship credit an
internship application must be completed.

Add New Application

I.  Open the Internship Application Home Page (see “Accessing the
Internship Application Home Page” on page | of this document).

Spring Term 2015
Spr/Sum 2015
Summer Term 2015
Fall Semester 2015
Winter Semester 2016

IEIEIEIEIHn

2. Click the black down arrow in the gray field in front of the green
Add New Application button. A list of the available semesters or term
will be in a drop-down menu. Select
the semester/term for the internship.
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IRAMS Instructions for Students

Duplicating or Repeating a Previous Internship

If students are repeating a previous internship across semesters they can use the
Copy Info from Previous Internship functionality when they select the semester/
term for the new internship application.

13!

el e

Spring Term 2015

Spr/Sum 2015

Summer Term 2015

Fall Semester 2015

Winter Semester 2016

Copy Info From Previous Internship
Pride Rock, Inc.

Thimble Theater

Add New Application |

Open the Internship Application Home Page.

2. Click the black down arrow. A list of the available semesters or
term will be in a drop-down menu. Select the semester/term for the
internship.

3.  In the Copy Info From Previous Internship section of the drop-

down menu, select the name of the internship provider where
the student will be repeating the internship. Multiple internship
providers may be selected if the student is repeating more than
one internship opportunity during a particular semester or term.

4. Click the Add New Application button. The Student
Agreement will pop-up.

Eabuzi the approorale

Dk Hicas Lrmt

5. Click the | Accept button on the

Irsmabip O

wherraiug Saw [ereelni vl by s adeble alber sppenaal b
wour Daprtrsenl Intwrrshp Coordnater o e Intemsbp Gifce

Addne
cay ——— ;
el S ., .... B Student Agreement pop-up window.
. : The internship application page for

AT M b . .
- S the particular semester or term will
Phane I oo [ = . . . L
e T s = open in the window with a duplication
Tt spprmoracs vare I T S pop-up message.
Eriapnant Tyrs =] son NS |
M COAf gt R vty T -

w7 e 6. Click OK on the duplication

ary nom

Jatpend am pop-up message. Please note that
i ey RUTI Eud : the Internship Residential Contact
Clom Creatt s Information, Start/End Dates, Total

Approximate Hours, EmploymentType

& Status, Monetary Compensation,

and Internship Class fields will not be
duplicated from a previous semester and will need to be updated before a
student will be able to submit the application.

Explaining the Student’s Internship Application

After clicking the Add New Application button on the Internship Application
Home Page and accepting the Student Agreement pop-up, students will be taken
to the internship application. Students must fill out the entire application before
they are allowed to submit the application. If there is information that the student
does not have upon initially filling out this form, they may save changes and then
return to the application later. A student cannot submit an application until all
of the information is provided. Once students have the adequate information to
finish completing the application, they may return to their application to update it
by clicking on the Semester/Term link on the Internship Application Home Page.
Until a coordinator approves the application, students may change the information
in the application excluding the class information. After an application has been
submitted students cannot change class information in the application.
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Internship Residential Contact Information section
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Students should fill out their residential contact
information for the duration of the internship.
This information will not be shared with anyone
or used for any purpose except in the case of an
emergency.This will not change students’ personal
information in myBYU; that is a separate process.

(" Ciick the add icon (@) )
to add multiple internship
providers to an application.

Internship Provider Information section

This section requires students to enter various pieces of information regarding the
internship opportunity.All of the information must be entered before a student is
allowed to submit an application.

The add icon (E3) allows students to enter the information for multiple internship
providers if students will be interning with multiple providers during the same
semester or term.
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The delete icon (W) at the top of the internship provider
information will delete all the internship provider
information in that section.

Internship Provider: Name of the company or
organization that is providing the internship opportunity.

Address/City/State/Zip Code: The address information
of the facility where the student will be participating in the
internship opportunity.

Start/End Dates: Select from the calendar or type (MM/
DD/YYYY) the start and end dates of the internship.
However, the hours worked prior to the student’s official
internship course enrollment will not be counted towards
their required work hours per credit enrolled. Students
must fill out a separate application for multiple semesters
or terms if the internship extends beyond the final day of
the semester or term for which they are filling out the
application.

The earliest start date allowed \ Total Approximate Hours: The approximate number of hours that will

by the system will be the day
semester’s

after the previous
discontinuance deadline.

be completed in the internship during the semester/term of the internship
application.

Contact Name/Email/Phone: List the main person to communicate with
regarding the internship. Please provide accurate information in this section.

Greploymark Typs =] T =]
PR EE Iy DO e A Fears iy + LN ]
| praranen ' oo
Sy L non
Spal % [
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IRAMS Instructions for Students
Type: A student is either an employee or a volunteer for the internship provider.

Employee: An employer-employee relationship exists between the student
and the internship provider when the intern receives some form of monetary
compensation.

Volunteer: The student is working in an unpaid capacity for the internship
provider although some type of stipend may also be provided by the internship
provider.

e Status: A student is either working part-time or full-time at an internship
opportunity.

Part-time: Anything less than 30 hours a week.
Full-time: Anything more than 30+ hours a week.

* Monetary Compensation: Select the types of monetary compensation
that apply including the accompanying amounts.

Internship Description: Students are required to provide at least a ten-word

Passa deocribs Hhe
nSETENp PR TR

description of their internship for their internship coordinator.
O Expand this section by clicking and dragging the bottom right

corner of the text box.This field has no character limit.

Class Credit section

Students will need to select their internship class from the drop-down menu (by
clicking the arrow and selecting a course).The selected class will be posted in the
Internship Class field.

B Save changes to the student’s internship
o e vl sl g el el application by clicking the save icon (B).
sty Clec E

B Feculby enbor

seberet dppd bmaitan

The home icon (#) at the bottom of the
application will open the student’s Internship
Application Home Page.

(" Afteran application hasbeen )
submitted  students  cannot
change class information in the
application. If a student submits
an application for the wrong
class then the student has two
options:

al Contact the internship
coordinator for the course
and ask them to change it to
the correct course and then
resubmit the application.

b) Contact the internship
coordinator for the course
and ask them to delete the
application. The student wvill
then need to create a new
application.

BYU Faculty Mentor: If the student is working with a professor who is not
their department internship coordinator, the student will provide the name of the
professor here.

If the student is enrolling in another BYU course—which is not another internship
course—for this same internship they will select the Yes radio button. After
selecting the Yes radio button the Course & Section # and Professor fields will
automatically expand for the student.

BYU Faculty Mentor |
Are you enrolling in another BYU course for this same internship?

Course & Section # professor

The Submit Application button will submit the application to the internship
coordinator for the first step in the internship application approval process. After
an application has been submitted students cannot change class information in
the application. An application cannot be submitted until all the information in
the application has been entered. If a student attempts to submit an application
without all of the information, an error message pop-up will inform the student
of the fields that are missing and those fields will be highlighted in the application.

Revised December 17, 2018 | Page 9 of 26



IRAMS Instructions for Students

The save icon () will save any changes to the student’s internship application.
Students are able to save and return to an application by clicking the semester/
term hyper-link on the homepage.

The home icon (#) at the bottom of the application will open the student’s
Internship Application Home Page.

The delete icon (W) will obliterate the entire internship application. The icon will
not be available to students after the application is submitted.

Verify that the
course and section
number are correct Submitting an Application
before submitting an I
application. After an
application has been
submitted  students
cannot change the

On the student’s internship application, click the Submit Application button (

e ill). If a student has entered all the required information on the
internship application, a message will pop up requesting confirmation of the
student’s desire to submit.

course information. 2. Click Yes.All the fields in the application will be saved and the application will
route to the internship coordinator for review. The student
Message and the coordinator will receive emails notifying them that

an application has been submitted. The student will see the

Internship Application Home Page with a pop-up message

[ vs || m ||| containing the semester/term of the application, name of the
internship coordinator, and the class information.

“Your application is ready to be submitted. Do you want to submit it for consideration? (0,0}

Term Internship Provider(s) Class Department Internship Coordinator Status

Message

our internship application for Fall Semester 20115 has been =submitted to Charlene C Clark, Primary Coordinater for SOC W 855R 001 S-Field Internship 2. Please check your email for further information. (0,0}

[ ok |

s Wasatch Mental Health SOC W 654R 001 1 Charlene C Clark {801) 4227438 Submitted

4. Click OK to close the message pop-up. On the Internship Application Home
Page the Class, Department Internship Coordinator and Status columns will
be updated with the internship course, coordinator’s contact, and application
status respectively.

Application

Semeiter Term Imtermship Providsr(i)  Cless Diepertrnant Intermbhip Coordinetor St

Fal Semeater 2015 Pride Rock, Inc, EXEC 303R 001 & Margaret Frarces Shibla [B01) 422- 2670 Submitbed
Exarcisa B Walnass maggke_shitladsastg. by, edu 106 SFH
Int=rrship

Fal Semester 2015 Thimbde Theater STDEW 199R 002 5 Jamas /BN (A01) S22- 2660 Submitted
Acadamic Internship james_burtongbeastg. byu.edu I520 WS

§ [ 7dd o Amplcatacn

Please note that a student’s application can only be submitted after all the required
information is entered. If all the required information has not been entered,
an error message will pop up and the missing fields will be highlighted in the
application.

Page 10 of 26 | Revised December 17, 2018
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Viewing the Application Approval Status

On the Internship Application Home Page, the Status column will reflect if the
application has been approved or denied by the internship coordinator and the

Academic Internship Office.

Apglication
Semanter Term

Fal Semagtar 2015 Pride Rock, Inc.

Fal Semastar 2015 Thimbde Theatsr

Intermship Providsr(i) Cleass

EXTT 309R 001 &
Exarcise B Walnass
Int=rrship

STDEY 1%9R 002 5
Acadamic Internship

Margarek Frances Shibla

Jamas A Burton

Diepartrment Intermbip Coordinatar

maggie_shitlahesastg. byu.edu

jamas_burtongsastg. byu.edu

Shedun
TAOLY 422- 2570 Submitbed
104 SFH

(801} 9222660 Submitied
2520 WSC

n el you ol bm g whila

e plsieng
G Ty MEETLELE 1] &7 of e Daadsy
yEE I apdang &

| Rip Coade B

| ] :- ! r.- 1rrrarr rﬂ'_-'-.- T
LU Ry
okt @ bt 12 add ol i
ae
Iz] mp o Dz2E

2015 | INTERNSHIP APPLICATION

Bl e Approesnl Frosed and Sinta

To view further detail open the
internship application by clicking on the

(" Type INTERNI3 in the )
quick URL box from the
MyBYU page.

Communication (6)

>
> Miscellaneous (11)
> school (21)

>

Work (27)

e O M@ G [T 0 DTl S et o s 8L T
b appreeved by b folieeang pepopls n e chronoleopc gl ardar In
besbe . When your departreans Dntemmhip: Coordinetor e oppes
s g REE p e ies SLa0cnl Clialed T jp i
uplagd belore Hw b Olcs ol aoperes v sppbcatior
iy Wnderabip Loordhocd =4

Masgerat Froncan Thibla | 10€ &FH

3 et SRS 3 . ey 40 AL | ALY Sa
O reerraibip (e

54715 HE tsreshin albcsftraysdu | JBE1 4331177
rou il b= sble o =dd He class aBar Hha eroh 0fEca has
B ] T el
St Duta & Tirvek Pt

BT e Dol Pe  Jom Sisdant

semester/term link. On the right of
the internship application information
the Application Approval Process
and Status section provides details
regarding the status of the student’s
internship application.The green check
mark (v) signifies that an application

has been approved. A red exclamation (@) signifies that an application has been
denied or no decision has been made. Status, date, time, and person are shown in
the table below the Academic Internship Office contact information.

If a student wishes to complete a new application for an additional semester or
term, return to the Internship Application Home Page.The student can select the
semester/term and click on the Add New Internship button.

Revised December
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IRAMS Instructions for Students

Interning with Student Obligations

When a student interns with an internship provider who has entered into a limited
agreement with BYU (a limited agreement is a customized internship agreement
with unique obligations of students and departments), the unique obligations of
the student must be met prior to the student beginning their internship. Students
will be apprised of these unique obligations when they meet with the coordinator
to review the student’s IRAMS application and/or through an email sent to the
student once the coordinator has approved the application. Before beginning an
internship, students can verify whether an IMA is limited on the Internship Master
Agreement Database Search page in the IMA type column. Further information
about the agreement is available by clicking the information icon on that page to
open the Internship Master Agreement detail page for that internship provider.

Student Obligation Status section

( 1o expand this section ) Once an internship coordinator has
click the “Read more.” saved or approved a student’s internship
putton. application with an internship provider

who has signed a limited agreement with
Information  regarding BYU, the Student Obligations section

a particular  document will be on the left side of the student’s

internship application.

Student Obligation Status
Per BYU's agreement with your Internship Provider(s)
Intermountain Healthcare Health Services you were eg
your informational requirements. You may also revieg
informational requirements below.

Informational Requirements

Tuberculosis screening reg
required:

Read more...

ent. One of the following is

Requirement requirement will appear in
:::;:ii“kmdm ::::Z:::: a hover when you mouse Ifthereareanyinf tional i t
| o e over the information icon yintormationairequirements
o .. N @ These documents that need to be communicated to
Y TrE—— T need to be uploaded on the §tudent or.the depart‘m'ent,‘thos.e
| e the Student Obligation requ.lrements. w!ll also be visible in this
© Jueparits 8, 3-dose series Not Sulifiies Documents Page section by clicking on the Read More...
i\mmunewVaricel\atchickenpDX) Not submitted button. These obligations will also be

included in the automatic email sent to
the student when the coordinator approves the application.

Until the coordinator approves the application the student has not been informed
about any requirements. It is the responsibility of the coordinator to be familiar
with these obligations.

Information regarding a particular document requirement will appear in a hover

when the mouse is on the information icon (@). These documents need to be
uploaded on the Student Obligation Documents Page.

Page 12 of 26 | Revised December 17, 2018
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Accessing the Student Obligation Documents Pag_e

The student obligation documents page can be accessed by clicking on the links in
Student Obligation Documents section of the student’s home page, clicking on the
Student Obligation Status header once an application has been approved or saved
by the internship coordinator, and by clicking on the Student Obligations link in
the Application Approval Process and Status section of the student’s application.

Or, students may access the page by logging in to myBYU and typing “Intern13” in
any Quick URL box.

INTERNSHIP APPLICATION HOME PAGE

Personal Information Relevant Information

If your personal information shown here has changed, please update it on MyBYU. Student Reqguirements

Name: Morrison, Marion Robert DOB: 26 May 1907
NetlID: theduke BYU ID: 00000000 = 5
Major: Theater and Film Email: john_wayne@byu.edu Intemattional Student Requirements
Citizenship: United States View Student’s Academic Record

Intemnational Internships

Full-time Internship Scholarship Credit Load
Internship Policy

If you would like to receive academic credit for your internship you must enroll in an internship course. Before you are allowed to enroll in an internship course
you must have an approved internship application. First, select the semester/term wherein you would like to receive credit. Second, click the Add New
Application button. Third, review and accept the terms of the Student Agreement. Fourth, enter all the information into the Internship Application and submit
the application. Once the application has been submitted it will need to be approved by your Department Internship Coordinator and the Internship Office.
After the application has been approved you will receive an email informing you to add the course.

Applications

Semester/Term Internship Provider(s) Class Department Internship Coordinator Status

Fall Semester 2015 Pride Rock, Inc. EXSC 399R 001 S Margaret Frances Shibla (801) 422-2670 Submitted
Exercise & Wellness maggie_shibla@sastg.byu.edu 106 SFH
Internship

Fall Semester 2015 Thimble Theater STDEV 199R 002 S James R Burton (801) 422-2680 Submitted
Academic Internship  james_burton@sastg.byu.edu 2529 WSC

- Add New Application

I Student Obligation Documents

If you are completing an intermship with an Internship Providerfghat has a limited Internship Master Agreement, you must complete and submit to the
Internship Office evidence that the student obligations for thaf@Internship Provider have been met prior to the Internship Office approving your application.

Once the internship coordinator has approved an application y@u will be informed of any student obligation requirements via email. At any time during the

internship application procesgaibaye the copsbiliby of ynlos@ng a pdf of documents such as drug screens, background checks, immunizations, etc. to your
internship application on the pad. Once you have uploaded to your application evidence of meeting the student obligations,
the Internship Office will approve your applicatiorn.

Application Approval Process and Status

Per BYU's agreement with your Internship Provider(s)
Intermountain Healthcare Health Services you were emailed
your informational requirements. You may also review your
informational requirements below.

Once you have submitted your internship application it will
be approved by the following people in the chronological ordr lis
below. When your department Jofergshin Cogrdinstor has apjrovy

your application you may have]Student Obligations

! Informational Requirements
upload before the Internship Ofhce will approve yo

Tuberculosis screening requirement. Cne of the following is

(1] Internship Coordinator required:

James R Burton | 2529 WSC | james_burton@sastd :

(801) 422-2680

o Requirement Stotus
o Int hip Office @ criminal Background Check Not Submitted
5435 HBLL | internship_office@byu.edu | (801) 422-333 © Tdap Dose WA UL
® influenza Vaccine Not Submitted
You will be able to add the class after the Internship Office hy © saM s Drug Screen Notsubmieed
approved the application.
@ MMR iImmunization Not Submitted
Status Date & Time Person
Lil v Screening Not Submitted
04/21/15 01:19 PM  Dagmar Samom
S /21/ oa (1] Hepatitis B, 3-dose Series Not Submitted
Submitted 04/21/15 01:51 PM  Dagmar Samorn ® mmune to varicella (Chickenpox) Not Submitted
Approved 04/21/15 02:52 PM  James R Burton

Clicking any of these links will open the Student )
Obligation documents page.

Revised December 17, 2018 | Page 13 of 26
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BYLT Irersedip Oeticee

Ohbligotion
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Student Documents | Sally Maorie Student | 9999999999
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& B Heparins B, 3-tose S P Saibavsn =l [
o 1] inurmine i Varcells (T hicksnpoad iy Saibasi ")

E»rTo upload one document for\

a requirement, click the upload
icon (&). A File Attachment

Ife  Documant Tyme Orgiration Dedn  Linkad Dt _ window to browse the PDF will
@ D Cripssal Bacegoend Check o111/2013 oy 12003 s:p0:53eM | B open

L Tdap Dowe L2 L 282 DS - |:l1-'IF-'2:li'.| 2 08; 14PN L p ’

a B irflmnes Vaccin rRaanig 0L 200 1322 Mk =

T —— el ] To upload one documentw
W s e - " (for example, an immunization
& B ueE mssnase TTERY 4 [01/1&/ 203 z:56:aamM | W documeﬂt) that fulfills multlple
* B reseesing D1/140201 A pafiazonn zazasm | W requirements, click the Upload
& I pcpanins §, 3-tocs S 0B/ 182008 "M [oyuefzo0a zETaTeM | B New Documents button.
B B e o varkslla (Chicke ez Lif2m2niz o |-'I:I-'IF~.'E:I1'.I 2393 4TPH )

A Document Type pop-up
window will open.

fCHck the Return to\
Application button to
return to the student’s
application.  Changes

not saved will be lost.

Click the save icon to save allw
changes to this page including
uploaded and deleted
documents, notes written in the
Question and Answers section,

or changes to the origination
date for the documents.
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(" Forthe Origination Date type in )
(MM/DD/YYYY| or select the date
on the calendar that the required
immunization obligation occurred.

To completely delete an
uploaded document click the
delete icon (). Documents
that have been approved in the
Required Documents section
cannot be deleted.

Student Obligation Documents page

All documents required by the Internship Provider’s agreement with BYU are
uploaded, reviewed, and stored on the Student Obligation Documents page.
Students, coordinators, second approvers, and the Academic Internship Office
may upload documents on this page by selecting the required document type
from the Upload New Documents button or clicking the upload icon (&8) in the
Required Documents section.All uploaded documents must be in a PDF form.The
Academic Internship Office will review the documentation and either approve or
deny a document submission. Students will receive an email from the Academic
Internship Office once a document has been accepted. Students may review the
status of internship requirements documents in the Status column of the Required
Documents section.

17, 2018



IRAMS Instructions for Students

Required Documents section(s)

The header in these sections will automatically update with the semester/term and
the name of the Internship Provider according to the application. The Academic
Internship Office will review and verify all the uploaded documents to certify
that the documents fulfill the requirements outlined in BYU’s agreement with the
Internship Provider.

The double arrow down (¥) or double arrow up (&) icons in the Required
Documents header will expand or collapse that section.

Clicking on the Student and Department Obligations link will open the
informational requirements in a new pop-up window.

# Required Documents for Fall Semester 2016 with Mountain View Hospital

Please view the Student and Department obligations.

Info Document Type *Status *Origination Date Upload Date

e A Criminal Background Check |N0t Submit E| [=] a ¢ w
® [ & ExhibitA 'Not Submit [<]| =l a @
® [ & Exhibits 'Not Submit [<]| ] a © B8
o [ MMR Immunization |Not Submit [~]| [~] a ©w
e B TB Screening |Not Submit E| [~] a o
® [B  Hepatitis B, 3-dose Series |Not Submit [~]| [~] a ©®
e A Varicella (Chickenpox) |N0t Submit E| [=] a - w

Each of the columns in this section is explained below.

The information icon (@) will display the particular document requirements in a
hover window.

The PDF icon (I8) will open a PDF of the uploaded student obligations document
in 2 new window. Students and coordinators are able to print or save this PDF.

The download icon (&) will appear when a blank document has been uploaded
for that requirement. It is usually used when there are exhibits that the student
needs to sign and upload on this page.

Document Type column displays the name of the document type that is required
in BYU’s agreement with the internship provider.

The Status column is reviewed and modified by the Academic Internship Office.
The following are the possible status types and their meanings:

*  Not Submit: No documents have been uploaded that fulfill this requirement

* Pending: The document has been uploaded but not yet reviewed by the
Academic Internship Office. The Academic Internship Office will review a
document within the business hours of the same day it has been uploaded.

* Accepted: The Academic Internship Office has reviewed and accepted that
document as fulfilling the requirement outlined by BYU’s agreement with the

Revised December 17, 2018 | Page 15 of 26
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| File Attachment

| Upload || Cancel |

internship provider.

* Denied: The Academic Internship Office has reviewed and denied the
document.An explanation may be in the Questions and Answers section.

* Expired: The document does not show valid dates to fulfill the requirement
outlined by BYU’s agreement with the internship provider.

* Exempt: The student is exempt from that particular requirement.
Documentation of that exemption may or may not be required.

The Origination date column has a drop-down arrow which will allow the student,
coordinator, or Academic Internship Office to select the origination date of the
document that applies to that particular semester.The origination date is entered
in the documents on file section of this page.

The Uploaded Date displays the date and time that the document was uploaded.

The upload icon (&) will open a File Attachment window with a Browse button.
Click the Browse button to select the PDF that fulfills that specific requirement.
Once the student clicks the Upload button, that document will be visible in the
Documents on File section.

Documents on File section

This section of the Student Obligation page will display all of the documents that
have been uploaded to the internship application.The buttons and columns in this
section are explained below:

Dristupsmarals o File

Documant Tupa

B Tedap OGose

B irflenes vaccns
El IrHpenea Vactne
B sam sy [Hie) Sovesn
BABE b e 280 0

TE Sfesdiing

ﬂ&ii.ﬁﬂﬂﬁa:

1]
1]
r ]
r-]

r.] Crirsindl Badegroend Check

Hepatins §, 3 -doss S

irareune iz Vareells IChickenpes)

The Upload New Documents button will open a list of
i document types.
[ —— Lipload Ciots
f /A fa08s N R e The information icon (@) will display the particular
[1zr1z2008 Apyiszon zonaen @ . .
: document requirements in a hover.
[[EWETFITE] H onre 2004 12223088 L
| 3 =20/ 2015 12:17:5¢0H @ . N )
[ E 3 (iR 01 ST 8 The PDF icon () will open a PDF of the uploaded
[Levusyive: 4[oi/iez0an 2 5eaem W student obligation document in a new window. Students
ETTTE ®[ifajany zazoaem W and coordinators are able to print or save this PDF.
|oBr1ey2008 # |0/ 18 2003 2:5TATPM a
; S r Ry C .
R— A——— The Document Type displays the name of the document
type that is required in BYU’s agreement with the
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internship provider.

The Origination Date allows the student or coordinator to select the origination
date of the document that applies to that particular semester; select a date from
the calendar or type (MM/DD/YYYY).

The Uploaded Date displays the date and time that the document was uploaded.
The delete icon (i) completely removes an uploaded document from the
application. Documents cannot be deleted if the Academic Internship Office has

accepted the document in the Required Documents section.

The save icon () saves all changes to this page including uploaded and deleted
documents , notes written in the Question and Answers section, or changes to

Revised December 17, 2018
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the origination date for the documents.

The Return to Application button will take the student to the Internship Application

Home Page.

Questions and Answers section

Questions & Answers

My doctor said I could not receive the MMR
immunization because of my pregnancy. Can
this reguirement be waived?

Ashton DeLoy Densley:05/20/15 12:03 PM: Iam
pregnant so my doctor wouldn't let me receive the
chickenpox immunization. Can this requirement

The Questions and Answers section of the page will allow
students, coordinators, and the Academic Internship Office
to communicate regarding the required documents on this
page. It is intended to function as a type of chat functionality.
Clicking on the Add Note button will add the typed question
to this section of the page as well as sending an email to the
Academic Internship Office to allow them to respond. The
added notes or questions will then appear below the Add
Note button.

When the Academic Internship Office responds to the

question, the student will be informed in an email of the
response.

Revised December 17, 2018 | Page 17 of 26
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Submitting a Student Obligations Document

There are two different ways to upload a student obligations document on the
Student Obligations document page: using the upload icon in the Required
Documents section or using the upload New Documents button in the Documents
on File section.

Using the upload icon in the Required Documents section

I. Under the Required Documents header is an upload icon (&) for each of
the document types. Click the upload icon (&) to open the File Attachment
pop-up window.

o Heguirsd Diooumanh for Foll Sammksr 3005 with Infermeurtion Heoltheors

Pl wisw e Soideni ind Densrimesal o bl s

Infa Documant Tyooa Hoten Ciriginartion Date Updead Dot
B B vaup Do R Saibaral -
® B jefeenza vaccne Ko Sabavit

Crganize = Flew folder

[ I - - - - ]
0 & & @ @ & @

17 Fauerites Documents library S
M Desktop Includes: 2 locations R >
3 -
#- Downloads Hame Date medified et

%) Recent Piaces

ﬁ:l COE3-04-30-2015 5782015312 PM

53 Libraries m E545-05-01-20L3 562013 11:49 Al

] Documerts T 7618-05-04 2015 S/8/2015 319 P ] 2. Click Browse to open the File Upload

e 1L 3765-04-26- 2015 .

] ::Is.!-:nul Rl ) e051-04-27-2015 | window.

| Pictures ELOBSS 8

10834 51173 i fl

B videos & [EENEaE) e=tns P 3. Select the PDF of the document then

M click open.

ﬁ Metwark

4. Click Upload in the File Attachment
window. The window will close and the
Student Obligation Documents page
=l will open. The document will be in the

Documents on File section of the page.
To select an origination date for a document follow the instructions in the
Selecting an Origination date in the Documents on File section.

Filz narne:
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Using the Upload New Documents button in the Documents
on File section

The Upload New Documents button is used when one document fulfills multiple
requirements. For example, an immunization record may contain proof of the
MMR immunizations and the Hepatitis B series; students and coordinators are
able to select the check box for the MMR immunization and the Hepatitis B (3
dose series)instead of uploading those requirements as separate documents.

I. Click the Upload New Documents

PR i 0
TH fcrw
Hapairisdy §-doe Sersm
o Gl [ e |

LIPS ]

button to open the Student Obligation
(5] Diocumant Tups Dirgimotion Date Lipioad Documents page.
. = L L
i IO :SI3PE E
Student Obligation Documents
BEETRITC I 2. Select the document types that apply
HIBAA tnaining i {3zzonm @ to the document. (E.G. MMR immunization,
il Pachgrerand Chach 1217580 @ Tdap Dose, Hepatitis B series, etc.)
TR GOaE TETTNTL
Teraris mmanraren WL 3. Click the green UPLOAD button to
byl e h z:az:omem @ open the File Attachment pop-up window.
..I i E:ST:ATAE !
Fl:r!-i:l Hw T . .
. i i ianaren W 4. Click Browse to open the File Upload
Poities Fubsols Timss .
window.
Ol Baguinind Pleodbeorra Fethegen bxpamnrs Trening
Pobsy reegrscahee S f
N —— 5. Select the PDF of the document.
e Cardiec Life Suppoat (B018 ) Trsnng LB Fic Uplod T
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T B :
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w - Downlaads Harme Date modified Type Size &
S Bikaat § %) Recent Places
” ﬁJIHIBS-{I-(-SIJ-ZGIj 582015 212 BM Adobe Acr.. 304 KB
EFI Echiit © H 55 Libraries m E545-05-01-2015 5/6/2015 11:43 AM Adobe Aer.. 282 KB
S 8 Malagss from Listely™ form il 1L 7618-05-04-2015 5/8/2015 319 PM Adobe Acr... 195 KB
RN T Emsm—zs-zms 015144 PM  Adobe Acr. 185 KB
BO51-04-27- 2015 o4 2015 3:53 PM Adobe Acr... 171 KB E
i 1 10835 Adobe Acr.. 12k8 [
FoAHD caalcation 1 10824 Adobi Acr.. 151 kB
Baic Ll Suppret Certiicabon
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Chant A-rwy
Fhrpalcal Esam b
fira-panal Crag 2o 1 File name: - [aiFiles -
Tau-parwi nax) =gffan | e

| File Attachment

6. Click Open.The File Attachment window will open.The name of the selected
file will be after the Browse button.

7. Click Upload in the File Attachment window. The window will close and the
Student Obligation Documents page will open. The document will be in the
Documents on File section of the page. To select an origination date for a
document follow the instructions in the ‘Selecting an Origination date in the
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Documents on File section’.

Selecting an Origination date in the Documents on File section

i To associate a particular document with the Required
Info  Document Type Origintion Date  Uplocd Date Documents for a semester; a student will need to
ndlioiat. o | a ® ® | select the origination date of the document. An
B B e, — o B . . . .
SUsRISEN Wiy i W EET @ | origination date is the date when the immunization
SAM 5 Drug Screen 04/14/2015 T — e B ived. the d f d .
P o e — ; : o o= was reC‘el‘VG', the rug screen confirme negatlve,
L Immune to Varicella (Chickenpox) 05/19/2015 |-u 11 12 13 14 15 18 = the eXthIt Slgned, etc.
iF 18 19 20 2 2 23
24 25 18 27 26 20 30
= L I. In the Documents on File section, select the
i i origination date for the document(s) from the
* Reguired Dacuments for Fall Semester 2015 with Utah Velley Regional Medical Canter calendar or type (MM/DD/YYYY)'
Plaase view the Student and Department obligations.
irfo Document Type ‘St “Grigination Dete _ Upload Date 2. Click the Save icon(B) at the bottom of
© B 1dapDose | pending [=] [=] 052172015 1:33:268M a 8 h
©® @B influenza Vaccine [Pending [=] z015-01-01 [=] o5¢2172015 1:35:078m o ] the Page-
0O [ 5aM 3 Drug Screen |panding [#] [2015-0a-14 [=] o5/21/2015 1:45-014M o -]
© @B wmr immunization [Not submt =] [=] a 8 3. From the drOp-dOWn menu in the
@ B 1Escresning \pend;ng |E| 2015-05-14 E|ns;21pms 4:11:074M a -] . X
g r—— e RES== = = | Required Documents section, select the
@ B jmmune to Varicella (Chickenpox) [pending [#]|2025-05-19 [+] 052172015 1:58:50aM a -]

correct origination dates.

Downloading an Exhibit

When internship providers require certain documents be signed or filled out by
the student, the download icon (&) will be visible on the left of the document type
in the Required Documents section. Generally the download icons will show up
for any exhibits listed in the internship master agreement that the student needs
to sign or be aware of. Clicking on the download icon will download a pdf of the
blank document and open the blank document in a separate window. Students
will need follow the instructions on the downloaded document and then upload
the fully executed exhibit.

*Origination Date Upload Date

# Required Documents for Fall Semester 2016 with Mountain View Hospital
Please view the Student and Department obligations.

Info Document Type *Status

e [B Criminal Background Check |N0t Submit EH

® [B & ExhibitA |Not Submit []|

® [B & Exhibith |Not Submit [~]|

©® [B  MMRImmunization | Not Submit [~]|

©® [  TBScreening [Not Submit [=]|

e B Hepatitis B, 3-dose Series |Not Submit [~]|

o B Varicella (Chickenpox) |N0t Submit EH

BB R E] EE]E]
[~ 2 B - I - A - A
LONROIR O RN O IR O IR O IR O]
PR R DR R ®
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Adding an Internship Class

Once a student’s internship application has been approved by the Academic
Internship Office the student will receive an notification email of the approval.

Subject: Internshio Apglication Approval

Dear Susie Student:

Thank you for completing all of the Internship Office requirements. You are

% || After receiving the notification email, students are able to add the
class by logging into MyMap and clicking on the Register tab. Students

oW deared 10 feghie IDESTIEY. 39 R SEC WILIOk Fallseme ster 2083, can click on the semester or term they want to register for and then
Sontactyour Departmantiitams i Chondinatng or dapariment secrdtary e click ‘Add a Class’. Please contact the Records and Registration Office

find out if there are additional requirements to dear or if you are having

difficulties adding the course.

The Internship Office
5435 HBLL

Provo, UT B4602
am-422-3337

intermnship@byu.edu

regarding any issues registering for the course after the internship
application has been approved. If an application is approved after the
Add/Drop deadline for a semester an automatic email is sent from
IRAMS to the Records and Registration office to enroll the student in

the internship course.

Adding a Class After the Add/Drop Deadline

Upon approval of a student’s internship application by the department internship
coordinator and the Academic Internship Office after the add/drop deadline and
before the discontinuance deadline (see the Academic Calendar) students will be
registered for their internship class by an automatic email sent to the Records
and Registration Office. The IRAMS generated email will include the information
provided from the student’s internship application. Coordinators will need to be
absolutely precise with the class number, section and the number of credits the
student may enroll in because that will be the specific information the Registration
Office will use to add the class to the student’s schedule.

The email sent to the Registrar’s Office Staff contains the following information:

e Student Name (e.g., Marion Robert Morrison)

* BYUID # (e.g., 000000000)

* NetID (e.g., theduke)

* Semester/Term Enrolled (e.g., Fall, Winter, Spring, Spr/Sum, Summer)
e Year (e.g,2016)

* Internship Course Information including: Teaching Area (e.g., BUSM,
COMMS, HIST), Registration # (e.g., 399R, 199R), Section # (e.g.,001,003)

* Registration Number (which is the curriculum number, title number and
section number for the course e.g., 001 99999 002)

*  Number of Credits (e.g., 0.5, I, 3)
*  Coordinator Approval Date and Time (e.g., Jan 23,2016 10:08 AM)
* Internship Office Approval Date and Time (e.g., Jan 24,2016 |1:13 AM)
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Helpful Quick URLs

Listed below are a couple of helpful Quick URLs that students may use in any
Quick URL text box within BYU’s website.

Quick links | Page Name URLs

INTERNOI Internship Application Home link.byu.edu/intern0|1
INTERNO7 IMA Database Search link.byu.edu/intern07
INTERNI3 Student Obligations Documents | link.byu.edu/intern|3

INTERNOI - This will open the Internship Application Home page for students.

INTERNO7 -This will open up the Internship Master Agreement Database Search
used by students and anyone who does not have a BYU ID. Only information
available to the public will be seen on this IMA Database Search page.

INTERNI3 - This will open the Student Obligations Documents page for
students who are interning with an internship provider that has signed a limited
agreement with BYU. Coordinators and students are able to upload any required
documents and keep track of their progress on this page.

Keywords and Terms

The following are some key words and terms that are used throughout this
document.

IMA = Internship Master Agreement
IRAMS = Internship Registration and Management System

Standard Agreement = BYU’s basic IMA that covers all students from all
departments.

Limited Agreement = The Internship Provider signed an agreement with BYU
that has various limitations, which may include specifications for students from
specific departments, documentation that the Academic Internship Office will
keep with the application, and other requirements.

Student Obligations = Any documentation or information required by the
internship provider’s agreement with BYU that must be met prior to the student
beginning their internship or enrolling in the internship course. Students will
be apprised of these unique obligations when they meet with the coordinator
to review the student’s IRAMS application and/or through an email sent to the
student once the coordinator has approved the application.
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Frequently Asked Questions

What does IRAMS stand for?

IRAMS stands for Internship Registration and Management System.

Why am | required to fill out an IRAMS application?

In order to register for an internship class, each student is required to fill
out an IRAMS application to give the university more information about the
internship experience and to provide contact information for the university
to reach students in case of emergency. Once the IRAMS application
is completed and has been approved both by the department internship
coordinator and the University Academic Internship Office, the flag on the
internship course is added, enabling the student to enroll for the course
through AIM and MyMap.

How do | edit my application once | have submitted it?

A student can return to their application to make changes (whether their
application is still in progress or has already been submitted) until their
internship coordinator has approved or denied the application. To edit the
application, the student should open the application for the semester or term
they would like to change, edit the information and click the save icon () at
the bottom of the application. If the application has already been submitted,
these changes will appear immediately for the internship coordinator. For
more information about accessing the student application see the Student
IRAMS Instructions.

How can a | delete an application?

Students may delete their application—if it has not been approved or has
been denied by the department internship coordinator—by accessing the
student’s internship application home page and identifying the application
they wish to delete.The student may click on the “trash can” icon at the end
of the application row they wish to delete. Students may delete an application
up until the time their internship coordinator either approves or denies the
application.

What if | don’t know where | will be living during the internship?

The IRAMS system was created to keep track of students’ residential
contact information so they may be contacted by the university in case of
an emergency. Having correct residential contact information is therefore
crucial to the application. If a student does not know where he/she will be
living during the internship, current contact information should be provided
so that the student may move forward with the registration process.
However, once the student knows this information, he/she must reopen the
application, change the residential information and click the “save” icon at
the bottom of the application.
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If a student has already completed an application for a particular
semester or term and they want to continue their internship during
a subsequent semester or term, what should they do?

The student will open their Internship Application Home Page to view the
internship applications that have previously been submitted. The student will
click the down arrow next to the “Add New Internship” button and select
from the year/term pull-down list the semester or term for which they are
submitting the new internship application. In the ‘Copy Info from Previous
Internship’ area, they will notice a radio button next to each previous
Internship Provider for which they have submitted an internship application.
Once the student selects the previous Internship Provider for whom they
are submitting the new internship application, they click on the “Add New
Internship” button to complete the new internship application.

Can | submit an internship application to intern with two (2)
internship providers?

Yes.The student will complete all of the required internship application fields
for the first internship provider.The student will then click the ‘+’ button to
add the second internship provider fields, which will be displayed underneath
the first internship provider fields. Once the student completes all fields
for each separate internship provider, the student will click on the “submit”
button to send the application to the internship coordinator for review.

What should a student do if their coordinator is out of town and
not available to approve applications?

Contact the department to see if there is another available faculty member
to approve applications in the coordinator’s absence. The department can
contact the Academic Internship Office (801-422-3337) to get the designated
coordinator for a specific section changed so that student registration is not
held up.

If a student has an approved IRAMS application but changes the
Internship Provider, what does the student need to do?

First, they need to contact their department internship coordinator to
confirm approval of the new internship.If the internship coordinator approves
of the new internship opportunity, the internship coordinator will contact
the Academic Internship Office to have the internship application reverted.
Once this has been done, the student will need to revise the internship
application information and click on the “submit” button. The internship
coordinator and the Academic Internship Office will need to approve the
revised internship application before the student may add the internship
class to their schedule.

How can | tell the difference between Spring term, Spring-Summer
semester and Summer term applications?

To begin an internship application, the student will click on the down arrow
in the field next to the “Add New Application” button. The following year/
term options will appear in the pull-down menu:
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e Spring term classes will be available when selecting ‘Spring 2015’.

*  Spring-Summer semester classes will be available when selecting ‘Spr/
Sum 2015’.

e Summer term classes will be available when selecting ‘Summer 2015’.

The student will view the year term option (Spring 2015, Spr/Sum 2015 or
Summer 2015) they selected at the top of their internship application next
to their name.

What does a student do if they try to submit their internship
application and receive an error message saying the class doesn’t
have a Primary Coordinator?

If the student clicks the “submit” button and receives a pop-up message
which indicates the application cannot be submitted because the internship
course does not have an assigned Primary Coordinator, please contact the
Academic Internship Office (801)422-3337 or email internship@byu.edu
with the course and semester information.

What if a student has received an email from the Academic
Internship Office notifying them they can register, AIM registration
shows an “A” next to the class, but they are still unable to add the
course?

The IRAMS system merely adds the flag to the course allowing the “A” to
show up in registration. First verify that there are seats available in the class.
If the class is full contact your department or the instructor for the course
to add more seats. If there are seats available, contact your department
internship coordinator to see if additional holds have been placed on the
course. If this is not the case, contact the registration office (801-422-2631)
for further guidance.

Can the Academic Internship Office adjust the number of students
who can enroll for a course on AIM?

No, class size is set on the department level.The student will need to contact
the department internship coordinator or the instructor for the course to
adjust the number of students who may enroll in a course.

What if the student has completed their application, but it doesn’t
show up on the coordinator’s queue?

The student should first double-check that the application is complete. Even
if a student has received an e-mail that the application has been submitted,
if it is not showing up in the coordinator’s queue, likely the internship class
and section has not been selected and saved in the Class Credit section
of the student’s internship application. Reopen the application, select the
correct internship course and section and click on the “submit” button at
the bottom of the page. If this still doesn’t solve the problem, the student or
coordinator will need to call OIT at 422-4000 to report the problem and
receive further assistance. Review the IRAMS Student Instructions to make
sure you have completed the application properly.
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What are Student Obligations and can students upload these
documents any time?

Student Obligations are requests from an Internship Provider that are
either informational and/or are specific document obligations such as a drug
screen, criminal background check, CPR verification, etc., required of each
student prior to the student adding the internship class to his/her schedule.
The informational obligations are to be read by the student. The student
obligations may be uploaded to the student’s internship application at any
time. Students may do this by going to their internship application Home Page
and clicking the Student Obligation hyperlink at the bottom of the internship
application. The Student Obligation Documents page will open where the
student may upload the documents. If the student would like to upload the
student obligations for a future internship or to keep on file, the student may
upload the documents in the ‘Documents on File’ section. If the student is
uploading the student obligations requested by a current internship provider
they may be uploaded to the area of the page that references the current
semester/term and the internship provider.

After the student uploads these documents, the Academic Internship Office
will be notified and will either approve or deny the uploaded documents. If
the uploaded documents are not acceptable to the internship provider, the
Academic Internship Office may provide an explanation in the Question and
Answer section on the page.

Do students completing an international internship need to
complete an IRAMS student application?
No. Students doing international internships work with the Kennedy Center

and their department internship coordinator to get internship approval and
to register for internship credit.

In the application, who is the ‘BYU Faculty Mentor’?

If the student is working with a professor who is not their department
internship coordinator, the student will provide the name of the professor in
the ‘BYU Faculty Mentor’ field.

Once | complete the IRAMS application, can | only add for that
semester or term?

Yes. Students will need to submit a separate internship application for every
year/term they wish to enroll in an internship course.
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