
 

           
 

IMS FACULTY INSTRUCTIONS 
 
The Internship Management System (IMS) provides a secure and paperless location for all 

internship agreement forms and evaluations. 
 

Below is quick snapshot of how IMS manages Internship Agreement Forms: 
 
 
 
 
 
 
 
 
INTERNSHIP AGREEMENT FORMS: 

- Students sign into http://www.gvsu.edu/careers/ims-login.htm with their GVSU 
network ID and password. 

- They select New Internship if completing the form for a new internship experience. 
If you need the student to edit something on their form before providing initial 
approval the student can return to the form and make the correction by selecting the 
appropriate internship experience. 

 
 
 
 
 
 
 
 
 
 
 

- Once a student submits the form, you will receive an email indicating you have an 
agreement awaiting approval. 

- Log into IMS admin page at http://www.gvsu.edu/careers/ims/admin/. Use your 
GVSU network ID and password. It is highly recommended to use FireFox or 
Google Chrome Internet browsers when using this system. 
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- When logging into the system, you will see the information below. (Note, you will 
only see students in the majors assigned to you) 

- You can see the different stages of an agreement form by changing the “Status” 
 

 

 
- To provide initial approval, select the green Approve Student button. This will 

prompt the system to send a request to the employer for verification. 
- If you would like the student to make edits to the form before approving, select the 

orange Send to Student button. You can then enter instructions for the student on 
what needs to be corrected. 

 
 
 
 
 



 

 
 
 
 

- You will receive another email once the employer has verified the agreement. 
 

 
- To provide final approval, click the green Final Approval button. 
- If the employer does not agree to the agreement form, you can select the orange 

Send to Student button again, informing them of this 
 

In addition to approving, you can also edit, view, and archive agreements. 
 
EVALUATION FORMS: 
 

- IMS will automatically send out evaluation requests 2 weeks prior to the end of the 
semester to both students and employers. 

- You will receive email notification when they have been completed. 
- You can also manually send out requests at any time. 
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OTHER IMS FEATURES: 
 

- Reports: You can export student agreement forms, and student and supervisor 
evaluations into Excel workbooks. 

- Mass Emails: You can email all supervisors and students in a given semester. This is 
a great way to connect with employers if you are unable to conduct site visits. 

- Input Agreement Form Manually: You can manually enter a student’s agreement 
form if necessary. 

 

 
 
 

- Customized System Emails: You are able to create custom instructions in the 
automatic emails that go to students and employers. (Note, all students assigned to 
you will receive the same emails). 

o Click “Majors” on top toolbar then “Edit” button…be sure to save changes. 
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- Conduct Various Searches (select Filter after criteria has been entered) 
 
 
 
 

 

 
 

- Access OLD IMS Site: Agreements and evaluations will still be available on the old 
IMS site (Fall 2009 to Spring/Summer 2014).  

 

 
 

- Customized Evaluations: Departments can add up to 5 open ended questions to 
the end of the student and employer evaluations. These questions will be placed on 
all evaluations going out to students within your selected major. Please send 
requests to Rachel Becklin, becklira@gvsu.edu  
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