
ϭ͘ ^ĞĐƵƌĞ�ĂŶ�ŝŶƚĞƌŶƐŚŝƉ�ĂŶĚ�ƌĞĐĞŝǀĞ�ĂŶ�ŽĨĨŝĐŝĂů�ŽĨĨĞƌ�ůĞƚƚĞƌ͘��dŚĞ�ŽĨĨĞƌ�ůĞƚƚĞƌ�MUST�ŝŶĐůƵĚĞ�Ăůů�ŽĨ�ƚŚĞ
ŝŶĨŽƌŵĂƚŝŽŶ�ůŝƐƚĞĚ�ďĞůŽǁ͘��Highlight each item below on your offer letter.  If your letter 
does not include the following information, it will slow down the registration process for 
this course.   

• DƵƐƚ�ďĞ�ŽŶ�ĐŽŵƉĂŶǇͬŽƌŐĂŶŝǌĂƚŝŽŶ�ůĞƚƚĞƌŚĞĂĚ͘
• �ǆƉůŝĐŝƚůǇ�ƐƚĂƚĞƐ�ĂŶĚ�ŝŶĐůƵĚĞƐ�ƚŚĞ�ǁŽƌĚ�͞ŝŶƚĞƌŶƐŚŝƉ͟�Žƌ�͞ĐŽͲŽƉ͘͟
• ^ƚĂƌƚ�ĂŶĚ�ĞŶĚ�ĚĂƚĞƐ͘��TŚĞƐĞ�ĚĂƚĞƐ�ŵƵƐƚ�ĨĂůů�ǁŝƚŚŝŶ�ƚŚĞ beginning and end of the term

for�ǁŚŝĐŚ�ǇŽƵ�ĂƌĞ�ĂƉƉůǇŝŶŐ͘
• ,ĂƐ�ƚŚĞ�ĞǆĂĐƚ�ŶƵŵďĞƌ�ŽĨ�ŚŽƵƌƐ�ǇŽƵ�ǁŝůů�ŝŶƚĞƌŶ�ƉĞƌ�ǁĞĞŬ͘
• >ŝƐƚƐ�ƚŚĞ�ƉŚǇƐŝĐĂů�ĂĚĚƌĞƐƐ�ŽĨ�ƚŚĞ�ǁŽƌŬƉůĂĐĞ�ŝŶ�ƚŚĞ�ďŽĚǇ�ŽĨ�ƚŚĞ�ůĞƚƚĞƌ�;ŽŶůǇ�ŚĂǀŝŶŐ�ƚŚĞ�ĂĚĚƌĞƐƐ

ůŝƐƚĞĚ�ŝŶ�ƚŚĞ�ůĞƚƚĞƌŚĞĂĚ��K�^�EKd�ŵĞĞƚ�ƚŚŝƐ�ƌĞƋƵŝƌĞŵĞŶƚͿ͘�,ŽŵĞ�ŽĨĨŝĐĞƐ�ĂƌĞ�ŶŽƚ�ƉĞƌŵŝƐƐŝďůĞ
ůŽĐĂƚŝŽŶƐ͘

• /ŶĐůƵĚĞƐ�ƚŚĞ�ŶĂŵĞ�ŽĨ�ǇŽƵƌ�ŝŶƚĞƌŶƐŚŝƉ�ƐƵƉĞƌǀŝƐŽƌ͘
• �ůĞĂƌůǇ�ĚĞĨŝŶĞĚ�ũŽď�ĚƵƚŝĞƐ�ĂŶĚͬŽƌ�ƌĞƐƉŽŶƐŝďŝůŝƚŝĞƐ͘
• ^ƚĂƚĞƐ�ĐŽŵƉĞŶƐĂƚŝŽŶ�;ůŝƐƚ�ƉĂǇŵĞŶƚ�ƉĞƌ�ŚŽƵƌ�Žƌ�ĂƐ�͞ƵŶƉĂŝĚ͟Ϳ͘

Ϯ͘ sŝƐŝƚ�,ŝƌĞ^ŵŝƚŚ�;ǁǁǁ͘ŚŝƌĞƐŵŝƚŚ͘ŶĞƚͿ�ĂŶĚ�ůŽŐ�ŝŶ�ƵƐŝŶŐ�ǇŽƵƌ�ĚŝƌĞĐƚŽƌǇ�/��ĂŶĚ�ƉĂƐƐǁŽƌĚ͘
ϯ͘ �ŽǁŶůŽĂĚ�ƚŚĞ��D'T398A�ZĞŐŝƐƚƌĂƚŝŽŶ��ƉƉƌŽǀĂů��ŚĞĐŬůŝƐƚ�ĨƌŽŵ�ƚŚĞ�Internship Credit Options for Business 

Students website͘��dŚŝƐ�ǁŝůů ensure you have all of the required materials and take the appropriate 
�ƐƚĞƉƐ�ƚŽ�ƌĞŐŝƐƚĞƌ�ĂŶĚ�ĂǀŽŝĚ ĂƉƉƌŽǀĂů�ĚĞůĂǇƐ͘

REGISTRATION	PROCESS�;/ŶƐƚƌƵĐƚŝŽŶƐ�ǁŝƚŚ�ƐĐƌĞĞŶƐŚŽƚƐ�ŽŶ�ĨŽůůŽǁŝŶŐ�ƉĂŐĞƐͿ	

ϭ͘ sŝƐŝƚ�,ŝƌĞ^ŵŝƚŚ�;ǁǁǁ͘ŚŝƌĞƐŵŝƚŚ͘ŶĞƚͿ�ĂŶĚ�ůŽŐ�ŝŶ�ƵƐŝŶŐ�ǇŽƵƌ�ĚŝƌĞĐƚŽƌǇ�/��ĂŶĚ�ƉĂƐƐǁŽƌĚ͘

Ϯ͘ Click on "Experiential Learning" at the bottom left of the screen. Then click on "New Opportunity" 

in the upper right of the screen.

ϯ͘

Click on "Documents and Forms." You will need to upload the following documents to your 
application: 

• KĨĨŝĐŝĂů�ŽĨĨĞƌ�ůĞƚƚĞƌ�ŽŶ�ĐŽŵƉĂŶǇ�ůĞƚƚĞƌ�ŚĞĂĚ�;Dh^d�ŵĞĞƚ�ƚŚĞ�ĂďŽǀĞ�ƌĞƋƵŝƌĞŵĞŶƚƐͿ
• Updated Resume
• KĨĨŝĐŝĂů�ũŽď�ĚĞƐĐƌŝƉƚŝŽŶ�ǁŝƚŚ�ĚƵƚŝĞƐͬƌĞƐƉŽŶƐŝďŝůŝƚŝĞƐ�ŝĨ�ŶŽƚ�ĐůĞĂƌůǇ�ŽƵƚůŝŶĞĚ�ŝŶ�ƚŚĞ�ŽĨĨŝĐŝĂů�

ŽĨĨĞƌ ůĞƚƚĞƌ͘
• Unofficial Transcript (can be copied from Testudo in a PDF document)

ϰ͘

Fill out everything on that screen and click Save.  You will need to click "Create New Contact" to add your supervisor.  
Be sure to select the correct credit level under "Experiential Learning Type". Ex.UG Co-Op Record -BMGT398A - 3 
Credits

5͘ �ůŝĐŬ�͞Submit for Approval"͘ 

6͘

7͘ zŽƵ�ǁŝůů�ƌĞĐĞŝǀĞ�ĂŶ�ĞŵĂŝů�ŶŽƚŝĨŝĐĂƚŝŽŶ�ĨƌŽŵ��D'd398AΛƌŚƐŵŝƚŚ͘ƵŵĚ͘ĞĚƵ�ŝĨ�ǇŽƵ�ŚĂǀĞ�ďĞĞŶ�ĂƉƉƌŽǀĞĚ�ƚŽ

ƌĞŐŝƐƚĞƌ�ĨŽƌ��D'd398A͘

T398A 

PREPARATION	

�&Žƌ�ƋƵĞƐƚŝŽŶƐ�ĐŽŶƚĂĐƚ͗��D'd398AΛƌŚƐŵŝƚŚ͘ƵŵĚ͘ĞĚƵ

�ůůŽǁ�ĨŝǀĞ�;ϱͿ�ďƵƐŝŶĞƐƐ�ĚĂǇƐ�ĨŽƌ�ƉƌŽĐĞƐƐŝŶŐ͘

https://globalmaryland.umd.edu/sites/default/files/ies/CPT_SELF_CHECK_Form.pdf


1. Visit	HireSmith	(www.hiresmith.net)	and	log	in	using	your	directory	ID	and	password.

2. Click "Experiential Learning" at the bottom left of the screen.

T398A

3. Click on "New Opportunity" in the upper right.



398A

4. Fill out everything on that screen and click Save.  You will need to click "Create New Contact" to 
add your supervisor.  Be sure to select the correct credit level under "Experiential Learning Type". 
Make sure to select "Fall 2019" under Academic Term.



ϱ͘ Click on "Documents and Forms." 

• Official	offer	letter	on	company	letter	head	(MUST	meet	the	requirements)

• Updated Resume��
• KĨĨŝĐŝĂů�ũŽď�ĚĞƐĐƌŝƉƚŝŽŶ�ǁŝƚŚ�ĚƵƚŝĞƐͬƌĞƐƉŽŶƐŝďŝůŝƚŝĞƐ�ŝĨ�ŶŽƚ�ĐůĞĂƌůǇ�ŽƵƚůŝŶĞĚ�ŝŶ�ƚŚĞ�

ŽĨĨŝĐŝĂů�ŽĨĨĞƌ�ůĞƚƚĞƌ͘�
• Unofficial Transcript (can be copied from Testudo in a PDF document)

6. You will need to upload the following documents to your application:

398A

7. Click "Submit for Approval."
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