
 

 

How to Report an 

Internship for Credit 

 

STEP 1.  

Log in to BearTracker through BearPAWS. 



 

 

 

STEP 2. Dashboard 

This is the page you should see once you log in. 

Click the Add internship button to get started 

 

 

STEP 3: Select semester 

 

From the drop-down menu, select the semester you will be 

completing your internship and save. 

 

 



 

 

STEP 4. Select your company 

 

Enter the organization name you will be working with, then 

click Find. 

 

 

On the next screen you will see a list of companies. 

 

Select your company from the list, then click Select/Continue. 

 



 

 

IF YOUR COMPANY IS NOT LISTED 

 

If the company you will be interning with is not listed, click on 

Not Found-Skip at the bottom of the screen. You will manually 

add your organization name in your internship information. 

 



 

 

STEP 5. Select Contact 

Once you select your company, a new window will appear to 

select your contact/site supervisor. 

 

 Select your contact, then click on the Select/Continue button. 

 

 

You will then be asked if the person you selected is your contact 

supervisor. If so, please click yes. 



 

 

 

If your contact/site supervisor is not listed 

 

If your contact is not listed, please click on the Not Found-Skip 

button at the bottom of the page.  

 

You will manually add the contact information when you fill out 

your internship information. 

 



 

 

Internship Information 

 
You will now be able to enter the details of your internship 

 

STEP 6. Start/End Date 

 

Select your internship start and end date. 

 



 

 

STEP 7. Job Title 

When entering your job title, be sure to add “at (organization 

name)” like seen above. 

 

STEP 8. Hours 

 

How many hours do I have to work for credit? 

 

Fall or Spring 

1 credit = 40 contact hours (on site) plus assigned academic 

assignments 

3 credits = 120 hours/15 weeks = 8 hours/week 

6 credits = 240 hours/15 weeks = 16 hours/week 

9 credits = 360 hours/15 weeks = 25 hours/week 

12 credits = 480 hours/15 weeks = 32 hours/week 



 

 

Summer 

1 credit = 40 contact hours (on site) plus assigned academic 

assignments 

3 credits = 120 hours/12 weeks = 10 hours/week   

6 credits = 240 hours/12 weeks = 20 hours/week   

9 credits = 360 hours/12 weeks = 30 hours/week 

12 credits = 480 hours/12 weeks = 40 hours/week 

 

 

Enter the total number of hours to be completed for the entire 

semester, hours you will be completing each day and pay per 

period. 

 

 



 

 

STEP 9. Work Information 

 

Fill in the supervisor’s name, supervisors work address, phone 

number, and email. Be sure the email address is correct; this is 

how they will approve your internship and complete mid 

semester and final evaluations. 

 

 

 

Be sure to indicate 

whether your internship 

is on or off campus 

 

 



 

 

STEP 10. Internship Proposal 

 
You can use the PDF Internship Proposal form on the EEO 

website and copy and paste your information here! 

 

 

 



 

 

 

STEP 11. Career Readiness Competencies 

 

Every student is required to fill out the first 4 career 

competencies! 

 

You can use the PDF Internship Proposal form on the EEO 

website and copy and paste your information here. 

 

 

 
 

 

Describe how your internship will help you achieve each career 

readiness competency during your time at your internship. 

Please be specific when you are describing how you will obtain 

each career readiness competency! 

 



 

 

 

 
 

 

 

If your internship can help you achieve the last 4 career 

competencies, please fill them out. 

 

  



 

 

STEP 12. Internship Academic Information 

 

In this step you will enter the information about the academic 

component you and your faculty sponsor have agreed upon. 

 
Course/Internship Title and Course Number: You and your 

faculty sponsor will determine what you would like to call your 

internship. Also, check to see if they have a specific course 

number they would like you to use. 

Credits will determine, or be set by, the number of contact 

hours you will complete while at the internship. (See step 8) 

Academic Internship Syllabus: You will get this from your 

faculty sponsor 

 



 

 

STEP 13. Teaching Assistant Information 

 

If you are a teaching assistant click yes and you will be directed 

to fill out an additional section (STEP 13A) 

 

 

If you are not a teaching assistant, click no and you will be 

directed to the Student Intern Additional Information (STEP 14). 

 

 

 

 

 



 

 

STEP 13A. TEACHING ASSISTANT 

If you are interning as a teaching assistant, you must fill out this 

additional section below. 

 

 

 

 



 

 

STEP 14. Student Intern Additional 

Information 

 

 
Be sure to fill out your student information as it is shown 

above.  

Email: please use your potsdam.edu email address. 

 

 

Once you have finished click save and submit your internship 

for approval. 

 

 



 

 

If you have missed anything or typed it incorrectly you will be 

able to make the necessary changes before submitting it again. 

The changes that will need to be made will be marked in red 

like shown below. 

 

 

Once you have submitted your internship the following screen 

will appear 

 



 

 

You will be able to check the status of your internship from the 

main dashboard screen by clicking on View My Internship 

Records then by clicking on the binoculars on the following 

page in your internship records. 

 

 

 



 

 

If you have any questions at all during this process, please use 

the contact information below:  

eeo@potsdam.edu 


