
Logging into CSM (Symplicity) &
 Navigating the Placement Form
ExEd Launchpad-CSM



Log into Your ExEd Symplicity Launchpad-CSM Account
https://purdue-exed-csm.symplicity.com/ (This is different from MyCCO )

Click the “Students/ 
Alumni” box

https://purdue-exed-csm.symplicity.com/


Log into Your ExEd Symplicity Launchpad-CSM Account
https://purdue-exed-csm.symplicity.com/

Click Current 
Students: Single Sign 

On

https://purdue-exed-csm.symplicity.com/


Log into Your ExEd Symplicity Launchpad-CSM Account
https://purdue-exed-csm.symplicity.com/

Click the agree box, 
then the get started 

button 

https://purdue-exed-csm.symplicity.com/


Log into Your ExEd Symplicity Launchpad-CSM Account
https://purdue-exed-csm.symplicity.com/

https://purdue-exed-csm.symplicity.com/


Log into Your ExEd Symplicity Launchpad-CSM Account

You can select more than one Industry in your field of study.
Job functions are what you would do during the experience 



Log into Your ExEd Symplicity Launchpad-CSM Account
The final 2 questions are optional 



Landing Page and Accessing the Placement Form
Click on the 
circle with 

your initials 

Select My 
Experiential 

Learning

Select the 
Experiential 
Learning Tile

OR



Add an experience 

Click the 
Add New 

Experience 
button



Complete the Experiential Learning Information

Complete the Experiential Learning Information 
with your internship/work experience details.  

If you have questions regarding specific areas of 
the form, see the remaining slides for additional 

information.

Note: at the top of the form, you can save as a 
draft if you need to come back and edit later. 

When you are ready to submit, hit the “submit” 
button at the top left of the form.  



Course Subject + Course Number – 
Choose CSR or HTM, depending on 
the internship type. Once selected, 
a new dropdown menu will 
appear—choose the correct course 
number. Please speak with your 
advisor to make sure you are 
registered for the course.

Course Instructor(s) – Select 
the course instructor who is 
teaching your course. If you do 
not know your instructor, it is 
okay to leave this blank.

Credit Hours – for CSR or 
HTM, this number will be 
1 credit

Campus – Select your 
current campus location.

Exp. Learning 
Information



Exp. Learning Information Work Term - Select the 
term you will 
participate in your 
experience.Experience  Learning Type – Select the 

Experiential Learning / Internship type that 
corresponds with the internship you are 
completing. i.e., CSR Internship or HTM 
Internship.

Finding Experience – If you 
applied for an accepted your 
experience through the ExEd 
launchpad system select “ExEd 
Launchpad–CSM.”  If you did 
not, select “Found it on my 
own.”

Employer – Enter the name of the business or 
organization where you will complete your 
experience, not the individual supervisor. As you type 
in the name of the organization, you should see a 
drop-down menu appear to help you find the 
organization if it exists in the database. If the 
Organization is not listed when you search, leave 
this field blank and enter it in the “New Employer” 
field below. Please note: You must type in at least 2 
characters for the search feature to engage. 

New Employer – Type the full 
name of the organization in this 
field if it did not fill in above in 

the “Employer” section

Experience Type – Select Work-Integrated 
Learning.



Exp. Learning Information

Opportunity Start Date—Select the date 
your experience officially begins. This may 
be different than the first date of classes 
based on the term in which your 
experience occurs.

Position Title- This item will autofill if you 
applied for and accepted your experience 
using the ExEd Launchpad platform. If you 
found your experience outside the system, 
leave this field blank and use Updated 
Position Title.

Opportunity End Date—Enter the date your 
experience ends. This may be different than 
the last day of classes for the term in which 
your experience occurs.

Updated Position Title- Enter the job title 
for your experience in this field.

Course Start Date — Select the 
date the course begins. 



Exp. Learning 
Information

Compensation Other Details- Share 
any other types of compensation 
beyond a wage or stipend here.  
These could include benefits, 
equipment, travel or housing 
assistance, etc. 

Hours per Week—Enter the number 
of hours per week you will be at your 
experience. 

Total Hours- Estimate the total hours 
you will be participating in the 
experience

Compensation Type — 
Select the 
compensation type 
from the drop-down 
list. Options include 
hourly, weekly, monthly, 
annually, stipend, 
unpaid, and other 
compensation.



Exp. Learning Information

Supervisor Department - Enter your 
supervisor’s department name.

Supervisor Title - Enter your direct 
supervisor’s title.

Supervisor Name — Enter your direct 
supervisor’s name.

Supervisor Phone – Enter your direct 
supervisor’s phone number. 

Supervisor Email – Enter your direct 
supervisor’s email address. 

Note: 
Supervisor information 

is required. An 
Employee Evaluation 
will be sent to your 

supervisor later in the 
internship course.



Exp. Learning Information

Work Email - Enter your work email 
address. If you do not have a work 
email address specific to the 
organization, enter your Purdue email 
address

Cell Phone number – Enter your cell 
phone number

Modality - Select the modality of 
your experience from the drop-down 
menu. Options include in-person, 
remote, hybrid

Work Department—Enter the name 
of the department you will be 
working in during your experience. 



Exp. Learning Information
Location Type – Select if your 
experience is on campus or off 
campus.  If your selection is on 
campus, select “on-campus” and 
move to the next slide

Off-Campus – If you choose “off-campus”, 
additional location information boxes will 
appear. Fill in the Country, US state (if 
applicable), City, Street, and Zip Code of the 
location of your experience 

Note: Country, City, and 
State are required 
fields. If you do not 
know the Street and 

Zip, enter N/A. 



Exp. Learning Information

Work schedule — Enter general work 
schedule in this field. Example: 
Monday-Friday 10am-4pm; M/W/F 
8am-4pm and T/Th 12pm-4pm, etc. 

Job Description & Special Projects - 
Enter in a short description of what 
your internship/work experience 
responsibilities.  

Note: Internships may 
still be approved with 

brief responses, but the 
more details you 

include, the better your 
chances of a faster and 

smoother approval 
process.



Exp. Learning Information

Add Attachment — Add the offer letter / 
email here. The letter should be on official 
letterhead and include job responsibilities, 
compensation, and work hours. This is 
required for approval.

Learning Objectives — Complete the 
learning objectives / goals for your 
internship experience. These will be used 
as a guide for a course assignment.

Add Learning Objective — Add 
additional objectives by clicking 
here

Add Signature + Submit or 
Save – Add your name and 
submit or Save as Draft to save 
and edit later.



Thank You!
I f  y o u  n e e d  a d d i t i o n a l  a s s i s t a n c e  r e a c h  o u t  t o :  
P u r d u eH T M C a re er C en t e r@ p u rd u e. e d u  

mailto:PurdueHTMCareerCenter@purdue.edu
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