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Students will apply for internships online via OIS. A summary follows of the internship 

application module’s terms, conditions, procedures and requirements.   

After logging into OIS, you will see Student Operations on the menu on the left; Internships is 

located under Student Operations. 

 

 

 

There are options here: Internships and Internships Approval. The first screen enables you to 

list the internship applications made to your faculty/department. The second screen enables you 

to approve internship applications in Quick Approval format. 

 

The Quick Approval screen is as follows. 

 

 

 

For the internship application to be approved, the students must upload 2 documents. You 

cannot approve the applications without these documents.   
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Check the uploaded documents using the "Show Internship Acceptance Certificate" and 

"Download Internship Acceptance Certificate" options. You will be redirected to the 

"Internships Approval" screen. There you will be able to view students' documents and give 

your approval. 

 

 

 

The approval process proceeds sequentially from Department Head to Dean to the Career 

Center. 

If you suspect an error/problem in the internship application, you can cancel the application. 

Enter the reason for cancellation in the appropriate field on the “Internships Approval” screen, 

then click “Cancel” to terminate the application. Your reasons for cancelling the application 

will be visible to the applicant on the internship status screen. 

 

 

 

 

 

  


