
 
 
CCN Experiential Learning Manager (ELM) Instructions for Faculty: 
 
After a student submits an internship agreement through the Experiential 
Learning Manager in College Central Network, a program administrator (Tina 
Perdue) reviews the internship details for obvious errors (Ex. Term and internship 
dates, incorrect instructor, etc.).  If approved, a work flow is assigned that 
sequentially routes the internship agreement to the instructor, the department 
chair or internship coordinator (if different from the instructor), and the academic 
advisor.  Internship agreements for international students completing internships 
in the U.S. are also sent to Christy Burke. 
  
 
 
Step 1: You will receive an email notification when an internship agreement 
requires your approval.  In the initial email that you receive, click on the link in the 
email to set up your account and review agreement(s).  All subsequent email 
notifications include the deadline by which ALL reviewers must review the 
internship agreement.  The internship agreement is routed sequentially through 
the reviewers in the work flow; therefore, your prompt response is critical to allow 
time for subsequent reviewers, when applicable, to review the internship 
agreement. 
 
 
Initial Email: 
 

 
 
 
 
 
Subsequent Emails: 
 

  

Click to log in  

Click to set up account and log 
in to review agreement 



Login Screen: 

 

 
 
Step 2: Click on the Attention item indicating that there are Agreement(s) to 
review. 

 
 
Step 3: Click on the Applicant Name to review the Agreement 
 

 

 
Marietta College 
 
MC User ID 
 
*If you forget your 
password, you 
must contact a 
program 
administrator to 
reset it. The 
program 
administrators 
are: Tina Perdue, 
Gail Milone, and 
Hilles Hughes. 



 
 
 
 
Step 4:  Review Agreement details carefully (see screenshot on next page). 

 If all details are correct, select “Approved”.   

 If any details are incorrect, select “Not Approved” and provide 
comments in the “Reviewer Notes” box.  These comments are sent 
to the program administrator who will then compose an email in 
CCN to be sent to the student detailing the corrections to be made.  
Once the student resubmits the internship agreement with the 
necessary corrections, the workflow will be restarted for the faculty 
reviewers to review again. 
Click “Update Status” 
 

 
 
After an internship agreement has been approved by all reviewers, a program 
administrator will mark the agreement as “Finalized”.  An automatic email will be 
sent to the student and all reviewers in the work flow that includes the finalized 
internship agreement as an attachment. 
 

Link to 
guidelines and 
letter for 
sponsoring site 
will appear 
above the gray 
box. 

Click to view 
internship details 


