Welcome to the 

Illinois Legislative Staff Internship On-Line Application

Uploading Documents for your ILSIP Application

1. Go to https://illinois-springfield-csm.symplicity.com/students/ and login using the username and password you received via email.

2. Click on My Documents/Resources in the menu across the top of your screen. 
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There are no announcements at this time.
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3. You can add a variety of documents to your CareerConnect account. Your application, cover letter, resume, essays, writing sample (LRU only) and other documents are uploaded through this process. If you have not done so, please see the Finding the Correct ILSIP Position in order to find out information concerning the ILSIP position of interest as well as the application.
4. Please note that all documents must be less than ½ MB in size. The system cannot accept anything over 1/2 MB. Please take time to read the hints and tips on the Approved Documents tab.

5. To add a new document, click on the Add New button at the bottom of the Approved Documents tab.

6. Enter the required information for your document. Please be sure to place the word ILSIP in each document name. 
a. Label: Name your document. Label your documents as John Doe ILSIP Resume, your essay as John Doe ILSIP Essay, and etc.
b. Document Type: Select the option which best fits your document. Use Other Documents for your application and essay. Your official transcripts and letters of recommendation will be uploaded to your account once they are received by our office. You will be able to view and download your official transcripts once they are posted by our office. You will not be able to view your letters of recommendation. You will be able to see that they have been received.

c. File: Choose your file. You can submit only one document at a time.

7. Click the Submit button. Your document will be submitted for approval.
8. Once your document is added to CareerConnect, your document is converted to a PDF. 
9. Document Approval: All submitted documents require approval by our staff. The approval process is to assure that all materials are complete. If one of your documents does not meet the standard for approval, an e-mail will be sent out to you identifying the area of concern and discussing the steps necessary for approval.
10. To view your approved documents, click on the Approved Documents tab. You will see your complete list of approved documents.
11. To view your documents pending approval, click on the Pending Documents tab. You will see your complete list of documents pending approval.
12. Prior to submission, the following documents must be approved.
a. Application
b. Resume

c. Essays
d. Writing sample (LRU applicants only)
e. Official transcripts from all colleges and universities attended. 
f. Three letters of recommendation

Once you have all of the documents uploaded and approved, you may submit your final application for the Illinois Legislative Staff Intern Program (ILSIP). If you have any questions, please contact Barbara Van Dyke-Brown by email at bvand1@uis.edu or by phone at (217) 206-6579. 
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