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CTEP - Work-Based Learning 
Internship Sites/Work Permit Instructions 

 
 

TEACHER INSTRUCTIONS FOR AERIES 
 

 ASSIGNING STUDENT TO INTERNSHIP SITE 
 

AND 
 

 RECORDING AN INTERNSHIP SITE VISIT 
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ASSIGNING STUDENT(S) TO INTERNSHIP SITE 
 

1. Log in to your Aeries.net account 
 

 
 

3. Section: Click on the  dropdown and choose the class you’d like to assign to 
sites. 

 
 
 
 
 
 
 
 
 
 
 
 
 

2. Click on: 
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ASSIGNING STUDENT(S) TO INTERNSHIP SITE, CONTINUED 

 
4. Add New Record:  
 
 
 
 
 
 
 
 
 
 

 
5. Employer: Click on the      , scroll and find the employer you’re assigning the student to, click on the employer name and then click 
“Close” 
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ASSIGNING STUDENT(S) TO INTERNSHIP SITE, CONTINUED 
 
6. Start Date: The first day the student will begin internship AT site. 
7. End Date: The last day the student will be at site OR last day of semester. 
8. Training Days: The days of the week the students will be at the site (ex. M,T,W) 
9. Training Hours: The hours of the day the student will be at the site (ex. 3 – 4:30 PM) 
10. Comments: This is a space for the instructor to keep any needed notes and is not required. (i.e. Park in “employee parking” 
behind store.) 
11. SAVE: Click the          icon to save your record. You will then be brought back to your class roster to assign the next student. 
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RECORDING AN INTERNSHIP SITE VISIT 
 

 

 

 

 

 

RECORDING AN 
INTERNSHIP SITE VISIT 
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RECORDING AN INTERNSHIP SITE VISIT 
 
1. Find Students…: Search for your student by their ID # or name and click the 

magnifying glass icon. 
 

2. Click: 
• Student Data 
• Other 
• Internships 
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RECORDING AN INTERNSHIP SITE VISIT, CONTINUED 
 

3. Click Show Visits 
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RECORDING AN INTERNSHIP SITE VISIT, CONTINUED 
 

4. Click Add New Record 
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RECORDING AN INTERNSHIP SITE VISIT, CONTINUED 
 

5. Enter: 
• Date of Visit 
• Time of Visit  
• Observed - “Yes” (you must observe the student) 
• Supervisor Name (update if it is different than what is listed) 
• Comment based on your observation of the student at the internship site (be specific and meaningful) 

6. SAVE (     )  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


