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Submit a Learning Agreement for Academic
Internship Program (AIP) 197 Course (REAL
Portal)
This is a step-by-step guide on how to submit a Learning Agreement in the new REAL
Portal system.

1 Navigate to https://realportal.ucsd.edu/home.htm

https://realportal.ucsd.edu/home.htm
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2 Under the Student drop down menu, click "Login". You will need to sign in using
your Single Sign On (SSO).

3 On the dashboard, select the three lines to view the sidebar (if needed).



Made with Scribe - https://scribehow.com 3

4 From the side bar, click "Academic Internship Program (AIP)"

5 Click "search Find Courses and Programs". This dashboard is the AIP Dashboard,
providing a summary of the different AIP courses you have been or are currently
enrolled in.
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6 Click "AIP 197: Upper-division"

7 Click "Apply"
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8 Click "OK"

9 Click "Submit"
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10 Click "OK"

11 Click the "ORGANIZATION SEARCH: Search for your internship host organization
by typing the organization/company name. If not found, input Organization
details below." field.
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12 If your Organization is in the drop down list, select it. Otherwise, you will manually
add a new Organization.

13 Select the appropriate Department option. Your Department will be specific to
your organization (such as Marketing, Research and Development, etc.)
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14 Add an Organization Description. If the organization already exists in the system,
a description may auto-populate this field.

15 Include the Street Address for the Organization
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16 Include the City of the Organization

17 Include the Zip Code for the Organization
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18 Update the information for your Supervisor for your internship. Double check to
ensure that you have correctly entered your Supervisor's information, as their
approval is necessary for the Learning Agreement to be fully approved.
Submitting incorrect information may cause delays in getting your Learning
Agreement approved.
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19 Enter your major

20 Select the course option for which you are applying for.



Made with Scribe - https://scribehow.com 13

21 If you have participated in AIP previously, select the different AIP courses you
have previously enrolled in.

22 Type your Position Title for your internship.
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23 Enter the Start and End Dates for your Internship. Note that Start and End Dates
must align with the academic quarter for you which you are applying. Dates which
overlap multiple quarters will not be approved.
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24 Select your desired unit option.
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25 Select the number of hours per week you will work within your internship. The
hours per week must meet the minimum requested for the requested Units.

26 Select the type of compensation you are receiving from your Internship.
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27 Select the modality of your internship.

28 Select how you found the opportunity.
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29 Describe your planned internship projects, responsibilities, and activities. You may
include details from an internship posting or job description if they accurately
describe your planned role.

30 Describe what structured training and professional supervision or mentorship
that the Organization will provide during your Internship. These may be check-ins
with your supervisor, team meetings, shadowing opportunities, etc.
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31 Find and select the faculty member that has agreed to serve as your Faculty
Advisor.

If you are still in the process of identifying a Faculty Advisor, you may leave this
field blank.

32 Enter the email for your Faculty Advisor
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33 Select the department in which your Faculty Advisor works.
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34 Describe three learning objectives you hope to get out of your internship. These
should be specific enough that others will understand them and will be able to
help you to achieve them.

When establishing your learning objectives, identify opportunities and resources
that are available at your site and define a plan with strategies to reach your
goals.

35 Read the "Student Waiver of Liability, Assumption of Risk and Hold Harmless
Agreement"
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36 Read the statements prior to submitting your Learning Agreement

37 Enter your initials to agree to the Student Waiver.
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38 Once you have completed all steps, submit your Learning Agreement.

AIP staff will review your Learning Agreement and will provisionally approve your
application. If revisions are needed, you will need to submit edits and resubmit for
AIP approval.

After AIP provisionally approves your application, your Internship Supervisor will
receive an email requesting their electronic approval of the Learning Agreement.
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39 From the AIP Dashboard, you will be able to view your pending application in the
"Pending Experiences" tab. Once your Learning Agreement has been approved,
you will be able to access the tool to report your hours in the "Current
Experiences" tab.


