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What is MyInternshipJournal? 
MyInternshipJournal helps you track and organize your 
internship experiences.  It’s our job to make your life easier 
so you can spend less time tracking your hours and more 
time doing other stuff. 

Why do I need to track my hours? 
As an intern, you’ll be required to track information about 
your internship experiences that will be used to complete 
your program’s requirements.  You’ll also be able to use this 
information when applying for scholarships, other 
internships, and jobs. 
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Signing Up 

Use an Authorization Key 
If your program sent you an authorization key, that means they have purchased 
a MyInternshipJournal subscription for you.  Follow the steps below to set up 
your account and connect to your program. 
 
1.  Go to myinternshipjournal.com/signup/key 
2.  Complete the form with your information 
3.  Enter your program’s Authorization Key 
4.  Click "Finish” 
 
 
Use a Credit Card 
If your program didn’t send you an authorization key, that just means that you’ll 
purchase your own MyInternshipJournal subscription.   
 
1.  Go to myinternshipjournal.com/signup 
2.  Enter your information and make sure to select the correct program listing as 

your School.  You should have received an email from your program with the 
exact name.  This is what connects you to your program’s 
MyInternshipJournal account, so it’s very important that it is correct. 

3.  Click "Next" 
4.  Follow the prompts to select your plan and enter your payment information. 
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What is Online Approval? 
 
MyInternshipJournal Online 
Approval lets you submit your 
hours to your supervisor for 
approval electronically through 
MyInternshipJournal.  Online 
Approval has to be initiated and 
set up by your program, so check 
with them if you don’t see the 
Approvals tab. 
 

Set Up Online Approval 
To get your hours approved online, first you’ll need to 
set up your internship. 

1.  Click “Internships” under the gear icon 
2.  Select your Level  
3.  Select the appropriate Course, Training Site, and 

Term 
4.  Indicate your preferred Supervisor – this will be used 

as your default (you can always change it later) 
5.  Click “Save” 
 
Keep in mind that the options you see for Course, 
Training Site,  Supervisor, and Term are added by your 
program.  If you don’t see the option you need, contact 
your program’s MyInternshipJournal Administrator and 
they can add it for you. 
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MyInternshipJournal lets you customize your Activity Types so 
you can better define your internship experiences.  You can add 
some custom activity types now, or add them at any time in the 
future. 

Customize MyInternshipJournal 

Custom Activity Types 
 
Custom activity types are great for further describing your internship 
experiences.  For example, if you’re performing a specific type of task like 
scheduling appointments or completing paperwork, you might add a custom 
activity type called “Administrative Tasks” to group them together 
appropriately. 
 
To Add Custom Activity Types: 
1.  Click the Activities tab 
2.  Click “Custom Activity Types” then “Add a Custom Activity Type” 
3.  Name your Custom Activity Type (eg. Administrative Tasks) and choose a 

MyInternshipJournal activity type (for reporting purposes).   
4.  Click “Save” 
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Log Your Experiences 
Now you’re ready to start logging your internship experiences.  In 
MyInternshipJournal, internship experiences are called Activities.  An Activity 
contains details about your experience. 
 
To add an activity to MyInternshipJournal, you just need to fill the details of what you 
did.  Some of the fields will be “remembered” by MyInternshipJournal the next time 
you add an activity to make things even faster.  You can always change those fields if 
needed. 
 
Add an Activity 
1.  Go to the Activities tab, then click “Add an Activity” 
2.  Enter the details of your activity.   
3.  You can choose to enter your “time in” and “time out” or you can enter your total 

hours.  You can use decimal format, where 15 minutes is .25 and 30 minutes is .5, 
or you can enter your total hours like this: 2:30 (which would be 2 hours and 30 
minutes). 

4.  Add some notes that describe what you did during this activity. 
5.  Click “Add Activity” or “Add and Enter Another” 
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Add Scheduled Activities 

If you have activities that occur at regular intervals, you can add these to 
MyInternshipJournal as recurring activities.  For example, if you have a team meeting 
every Monday at 9:00pm for 1 hour, you can add an activity to MyInternshipJournal one 
time and schedule it to recur every Monday.  This feature saves a ton of time because you 
can confirm each future occurrence with just a click instead of having to enter a whole 
new activity.  Just click “Schedule as recurring” when adding a new activity and add your 
details. 
 
 
Confirm Recurring Activities 
In the Calendar view under Activities, you can confirm (or delete) any activities that were 
created as part of a recurring series.  Just hover your mouse over the activity and choose 
the correct option. 
 
Confirm Activities in Bulk 
In the List view under Activities, you can confirm recurring activities in bulk.  Just use the 
filtering options to search for the activities you want to confirm, then use the checkboxes 
to select them.  The dropdown menu under the filters gives you the option to “Confirm”.   
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Submit Activities for Online Approval 

Now that you’ve logged some activities, you can submit them to your supervisor for 
approval online whenever you’re ready.  Each Approval Request is similar to a timesheet 
or hour log.  You can submit these as often as you like, but we recommend checking with 
your supervisor or internship director to see if they have a preference. 
 
Submit Activities for Approval 
1.  Click the Approvals tab, then “Submit Hours for Approval” 
2.  Choose the supervisor you’d like to send the approval to, and narrow down the date 

range if needed. 
3.  Select the activities you’d like to include, then click “Submit Selected Activities for 

Approval” 
4.  Your Supervisor will receive an email alerting them of your pending approval request.  

They can then log into their MyInternshipJournal account and review your request and 
choose to approve or reject it. 

5.  You can resubmit rejected activities by changing the appropriate ones, then following 
steps 1-4 above to submit a new approval request. 

 
If you need to change an activity after it’s been submitted or approved, that activity will be 
removed from the previous approval request and its status will be changed to 
“Unsubmitted”.  You’ll need to resubmit it as part of a separate approval request. 
 
 
 


