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Introduction

ABOUT THEAREER ADVISOR MANAGEMENT SYSTEM

The Career Advisor Management System (CAMS) helps administrators, teachers, and counselors

effectively implement and manage the use of Career Cruising at their location. With CAMS you are able

to:

f Organizeandview (0 dZRSY G&aQ 95t RFGF (2 @GN O]

AAAAA

f 9ELER NI RIGF O2ftfSOGSR FNRY aidRSyiaQ 95t &

f DSYSNI (S NI LR NHusage?agsessriietrReSufs) car@er 18 education exploration,
goalsettingand education planning activities, and other EDP work

T Input customized course lists that students can use to createyear high schod\ly
Education Plans

1 Customize EDP and assessment options and site settings to meet the needs of your students
1 Manag Parent Portal accounts
1 Administer the Ability Profiler assessment

%% Administration

Advisor Homepage
Monica Andrews, Northwest High School

>> Welcome Monica Andrews!

Total Students: 381 View Student List  Send Messzage Manage Messages

¥

[ e
Total Students: 189  View Student List Send Message Manage Messages

Student Administration

» Add New Student

# Promote/Graduate Students

# Manage Student Groups New!
Assign Students to an Advisor

» | Please Select Adwsnr
Unassign Students from an Advisor

» | Please Select Advisor

Advisor Administration
» Wiew List of All Advisors
» Add New Advisor

» Invite Others: Add/Edit Special

Contacts

EDP Homepage Files
Request for Interview

Add New File
Date
03/08/2013

Details Options
View i

EDP Homepage Links

Add Mew Link

Advisor Homepage

careercruising.conj 1.800.965.8541

Career

G§KSANI Ol NB

T2NJ



Introduction

1 Communicate directly with students using an internal messaging system

1 Implement EDP Completion Standards to define spedtifiectives for career exploration and
EDP development

careercruising.conj 1.800.965.8541 Career



Accessing the Career Advisor Management System

To access CAMS, go to the following webpage:

Www.careercruising.com/School

To log in, enter your site username, site password, and your personal advisor password. Then click on
the Submitbutton.

If you have forgotten your username or password, click orRiugot Your Loginnk on the CAMS
loginpage, or contact the Career Cruising administrator at your school.

When you log in for the first time, you will need to read and agree to the Career Advisor Management
System Agreement.

| 7 Administration

&
CAM S : R

Carger Advisor Managemeant System

Complete solution. Total inspiration.

Advisor Login
Enter your login information. ccEngage is your complete solution, integrating all of our innovative Career
Username Cruising products. It engages and inspires people of all ages to achieve their
full potential in school, career and life. We've made it so affordable, it’s sure to
fit your budget

Password

More info | Blog

Advisor Password

ccSpringboard

w The heart of ccEngage

[ secure workstation @
Not recommended in computer iabs. .
2 ,é& ccPathfinder
High school course planne
Forget vour login? J ' !

ccTheRealGame
¥ 1| Classroom experiential learning

e
| ccSpark!

Career learning begins

. ccinspire

u Connecting education and industry

CAMS Login
ABOUT ACCESS LEVELS

Someof ! a{ Q OdzAG2YATIFGA2Y YR AYF2N¥IGA2Y YIylF3aSyYSyl
certain level of access. Multiple security levels ensure you have access to the appropriate tools and
information. There are four levels of access:

Career Cruisingdministrator ¢ This level of access is intended for the one or two individuals at a school
who are primarily responsible for the implementation and management of Career Cruising and student

careercruising.conj 1.800.965.8541 Career


http://www.careercruising.com/School

Accessing the Career Advisor Management System

EDP developmeénThis access level allows you full access to all of the features and functions available
within the CAMS tool, including customization options.

School Administrator/Counselog Thislevel of access intended for school administrators and

counselors who work with CAMS regularly, use Career Cruising with a large group of students, and may
have some student information management responsibilities. This access level allows you to access
most of the stident information management and some of the customization functions. At this level,

you have full access to all reporting and Student List options.

Teacher/Advisorg Thislevel of access intended for teachers who use Career Cruising with specific

gouJa 2F addzRSyda IyR NS YlIAyfte NBalLRyaArAoftS FT2N g
access level allows you to access student EDP information, including both individual student data and
aggregate reports.

Other Staffc Thislevel of access intended for staff members who need limited access to the CAMS
features, such as reporting functionality and the retrieval of student usernames and passwords, but do
not need access to student information management tools and customization functions.

You can explore the Career Cruising program by clicking on the Enter Career Cruising button near the
bottom of the menu on the left side of the Advisor Homepage. From the Main page, you can access the
Explore Assessment&xplore Careers, Expld&elucation ExploreFinancial Aidand Employment

sections of the program.

careercruising.conj 1.800.965.8541 @E?IEF@@EF



Student Administration

EDP creation can be studedtiven or schoclriven. The studentiriven model allows students to

create their own EDPs. The schdolven model allows those with administrator and counsédével

access to use CAMS to create EDPs for students. The right option for your school depends on how you
plan to implement the EDP tool.

With studentdriven EDRreation, students can select their own usernaaed passwordto create a

new EDP at any time. The drawback of this approach is that students can create multiple EDPs, which
makes it more difficult to keep track of their work. Schools typically choesedentdriven approach if
EDP development is an optional activity for students.

If students are required to maintain an EDP, we recommend using the sdtie®h model, as it ensures
that students maintain a single EDP. This does involve some addliiioeaat the beginning of the EDP
development process as you will need to enter students into the database through CAMS. To use the
schooldriven model, you will need to deactivate the Create A New EDP feaBageth{eCustomization
Optionssection for instructions on how to do this

We also offer a variety of felkased automated data uploading services. For more information on data
import options, please contact your client account manager.

The Student List is the central point for managing student information. You can access the complete
Student List, the list of students assigned to you as an advisor, or use the Search For Students feature to
generate custom Student Lists.

To access thet®lent List, click on th¥iew Student Listink in the All Students section of the Advisor
Homepage. You can also access the list of the students who have been assigned to you by clicking on the
View Student Listink in the My Students section of the Advisor Homepage.

¢KS {(0dzRSydG [A&ald RAALIX @& &addzRSydaQ ylryYS:I 3INIRS:
You can sort the list by any column.

From the View/Action dropdown menu in the Student List, gan access a number of options:
f View EDR View a printeff NA Sy Rt @8 @SNBRA2Yy 2F (GKS addzRSydQa 9
 ViewResumg+ A Sg¢ G(GKS aiddzRSydiQa NBadzyS Fa KS 2N aKS
1 Advisement Log; Track guidance activities through the Advisement Log
1 Annual Reviewg Record information for the Annual EDP Review

f CompletionStatusc+ A S¢ | adGdzZRSydiQa AYyRAGARdAzZ f 95t [/ 2YLIX
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Student Administration
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1 Deactivate EDI Deactivate an EDP

57| + Administration
Advisor Homepage

Monica Andrews, Northwest High School

3> Student List

Search Criteria Access Cards Export Data File

Advisor: Mony Pal Export POF access cards | Please choose the format that vou would
Status: ctive with students' username like the data exported to:

A
Matching Students: 183 and password.

EDF Fil [ (O Excel Spreadsheet
srerete [CRBR T revi e 3

Displaying Matches: 1 to 50 Page1of4 ¥ Go to Page:

Username Password Grade Pathway View/Action

Aguirre, Marie  nwhsusii 362503 Grade
Please Select
Grade View EDP
1 View Resume
ACT & SAT Scores
Advisement Log
Annual Review
Grade Career Path History
10 Completion Status
Deactivate EDP

Andrade, Zugey  nwhsus80 942320 G'flde Edit Profile
Invite Others Access

Alcorn, Morgan  nwhsus20 523242

Alger, Austin nwhsus77 385892 G'fzdg

Allen, Spencer  nwhsus101 813455

Login Histo
nwhsus3s 282798 G'ffa Nu?es i
Parent Access (NEW)
Grade Parent Comments
1 Send Message
View My Calendar

nwhsus20 523242 G'fodg View My Journal

Angelucci,
Patrick

Anna, Barr nwhsusil 362503

Annamaria,
Henderson

Anton, Graham  nwhsus77 385392 G'fudg Please Select

StudentList
1 EditProfile9 RAG | aGdzRSyiQa LINRFAES

1 Invite Others Access Enable or disable the Invite Others To View My EDP feature for individual
students

1 Login Historyg The Login History feature allows you to see when and how often a student has

logged into theilEDP
Notes¢ The Notes section allows you to record notes about students that can be read only by

other advisors or, if the notes are specified as private, bglyou
 ACT & SABcorex; Viewl a0 dzRSy G Qa aaSaayvySyli ao0O2NBa

1 Parent Accesg View and create access accounts to enable parents and guardians to view and
NEFfSOG 2y GKSANI OKAf RQ& 95t

 Parent Commentg ¢ NIF O1 LI NBydaQ FyR 3dzZ NRAFIYaQ (K2daAKIJj:?
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Student Administration

1 Send Message Send a message to an individual student through their EDP. If the student has
entered a personal email address, he or she will also receive an email copy of the message

 ViewMyJdournak+ A S¢ aidzRSyGaQ ae W2dzaNY I f Syesswdh Sa G2 0
their career planning activities

1 Transfer a student to another school in your district

Click on thesearch For Studentsutton in the top right corner of the Student List page to search for
specific students (or groups of students) by grade, username, first or last name, advisor, status, gender,
or student group.

The Student List can also be exported as a text file @ael spreadsheet. You can customize the
SELRNI o6& aStSOGAy3a GKS AyTF2N¥IF(GA2Yy @2dz ¢2dA R f A
grade levels, completion status, and more.

ADDING NEW STUDENTS

When you add new students CAMS$you are creting EDPs for them. If you have created an EDP for a
student, he or she should not create a separate one using the EDP tool.

Each new student that you add to the system must have a unique username. If the username you have
selected is already in use, yowst select another username.

% Administration

Student Administration
Monica Andrews, Northwest High School

First Name Amanda
Last Name Jackson
8198438
Password 0853847
Gender O Male @ Female
Grade Level Grade 11

Advisor Monica Andrews
[ Gordon Miranda

[ parren Mitchel
[ mandita Preet

[ kim Turnbull

O Margaret Walters

Add A New Student

careercruising.conj 1.800.965.8541 Career



Student Administration

In order to ensure the privacy and security of student information, you should assign each student a
unique password. Do not use studefitemes or birthdatesthis may allow others to view and change
the information in a studer@ EDP.

Each Career Cruising EDP must have a unigue username and password combination.

To add a new student, click on tlheld New Studentink in the Student Admistration section of the
Advisor Homepage.

When you use th®eactivate EDBption from the View/Action dropdown menu on the Student List,

GKS addzRSyiQa 95t aidliddza Aa OKFy3aSR (2 wbngerOliABdSo
appear on the Student List and do not affect aggregate reports; however, their EDPs are not deleted.

They are still able to access all of their saved information and update thesrdeDPesumse.

Student profiles contaibasic information about students, including full name, grade, gender, advisor,
expected graduation date, and EDP username and password. This information is used for generating
reports and managing studedata.

Information can be edited using tHedit Profile option in the View/Action dropdown menu on the
Student List.

ThePromote/Graduate Student$eature in the Student Administration section of the Advisor
Homepage ensures that student data remains current. Yowpoamote students from one grade to the
next, graduate students from your school, and demote students from one grade to another.

When students are graduated, their EDP status is changed to inactive. Graduated students do not
appear on the Student List anid not affect the aggregate reports; however, they are still able to access
and update their EDP

This feature allows you to transfer students at your school to another school within your district that
also subscribes to Careeruiding. This feature is used primarily by elementary and middle schools
transferring their graduating students to the appropriate high school.

To transfer a student, click on tAgansfer Student$ink in the Student Administration section of the

AdvisorHomepage. You can also use the Search For Students feature to locate a student, and select the
Transfer option from the dropdown menu beside his or her name on the Student List.

careercruising.conj 1.800.965.8541 Lareer



Student Administration

MANAGING STUDENT GROUPS

You can organize students into groups to make it easier to search for students, send targeted messages,
add links and files tMy EDP homepages, manage group advisement log entries, and assign activities to
specific students.

Groups are sets of studentdth something in common, such as enrolment in a specific course,
participation in student council or other group activities, or involvement in ESL, special education, or any

other type of learning program. Grouping allows you to organize students byi@rtiaer than grade,
gender, and assigned advisor.

Groups must be managed manually. To create a group, click dddahage Student Groupknk in the
Student Administration section of the Advisor Homepaaed then click ohdd New Group There are
three types of groups:

91 Privateq These groups are visible only to the user who created them.
9 Sharedg These groups can be viewed, modified, and deleted by all CAMS users.

1 Managedcg These groups can be viewed and used as filters by alSQAdrs, but they can be
modified only by users with Career Cruising Administrator access.

You can enter the group name, choose the type of group to create, and then select students to be added
to the group.

¥ Administration

Student Administration
Monica Andrews, Northwest High School

You can create and manage groups of students. These groups can be used
to send messages to students, create assignments and activities, assign
students to advisors, and search for students.

Saved Groups
Group Name # of Students Type 7

Archery Shared  10/03/2013
Job Interview Workshop Managed 09/23/2013
Northwest Green Club Shared 09/20/2013
Resume Workshop Managed 09/27/2012
The Printing Press Shared 09/30/2013 E

‘vearbook Committee Shared  10/08/2013 2

Manage Student Groups

careercruising.conj 1.800.965.8541 Career
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Student Administration

SENDING MESSAGES TO STUDENTS

The CAMS internal messaging system allows you to send messages to students through the EDP tool.
When students log int@€areer Cruising using their persoiat EDP username and passwptide
messagegou send will appear in thielnbox. This is an excellent way to make announcements or to
remind students of important events.

You can send messages to a specific student by sel&x¢ing) Messagéom the View/Action
dropdown menu besidé K S & (indzfeDy theCSiudent List.

To send messages to groups of students, click orsdra Messagénk in the All Students section of
the Advisor Homepage. You can send a message to all students in the school or to selected groups of
students based on critagisuch as grade, gender, advisor, or student group.

You can also send messages to the students assigned to you by clickingsemth#essagénk in the
My Students section of the Advisor Homepage. You can send a message to all students assigned to you
or select groups of students based on criteria such as grade and gender.

You can also send targeted messages through the EDP Completion Status Reports and some standard
EDP Reports.

%% Administration
Messaging
Monica Andrews, Northwest High School

Students who have entered an email address will receive an email
message as well as viewing the message on their EDP Homepage.

Send Mew Message | Manage Messages

Message Subject and Text

Subject |Career Fair

Message

This is just a reminder that the Career
Text N

Fair will be held next Friday from 2:00-
4:00 PM in the gym. Please plan to stay
for at least an hour and be sure to bring
all your questions!

Message Recipients
Send to

® students
O parents
) Both

Select Users

O all Students
) student Group
® Build a Filter
Filter Criteria
Select the criteria for the message recipients.
Assigned Advisor
O Your Students

Send Message

careercruising.conj 1.800.965.8541 Career
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Student Administration

Students cannot reply directly to messages in their EDP. If they need to discuss the message, they should
speak directly with their counselor or teacher. Students who have entered an email address in their EDP
profile will also receive memailcopy of themessage.

Click on theMlanage Messagebnk in the All Students or My Students section of the Advisor Homepage
to view or delete the messages you have sent.

The Login History feature allows you to see when and tifb@n a student has logged into his or her
EDP. To view a studdéatiogin history, seledtogin Historyfrom the View/Action dropdown menu
besideli K S & (ndzReSy the(Siudent List.

The Career Path History feature lets you see a list of the Cardaw&gat that students have selected as
their favorite in their EDPs. To view a stud@miathway history, sele@areer Path Historfrom the
View/Action dropdown menu beside his or her name on the Student List.

The Notes section allows you to recorotes about students that can be read only by other advisors or,
if the notes are specified as private, only by you. To see the notes recorded for a specific student, select
Notesfrom the View/Action dropdown menu beside his or her name on the Studstit Li

From this page, you can add new notes, edit a previous note, or delete a note.

(Note: You can only edit and delete notes that you have entered. You cannot modify notes created by
other users.

The Advisement Log allows yourtmintain a log of advisement activities for each student to track his or

her advisement program over time. You can use this feature to record information about individual
student<xareer exploration progress, educational plans, or other activities. Agtgregports based on

GKS ' ROAASYSyld [23 OFly KSfLI G4NI Ol K2g addzRRSydaqQ
where their greatest needs are.

To see the Advisement Log for a specific student, séléetsement Lodgrom the View/Action
dropdownmenu besidgi K S & (indzeDy theCSiudent List.

From this page, you can add a new entry, edit a previous entry, or delete an entry.

(Note: You can only edit and delete log entries that you have ent¥megannot modify entries created
by other userg

careercruising.conj 1.800.965.8541 Lareer
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Student Administration

The Manage Advisement Logs feature allows you to search for, view, and manage advisement log
entries for students at your school. To use this feature, dickhe Manage Advisement Lodgsk on the
Advisor Homepage and search for students by grade, username, first or last name, or advisor.

A list of students matching your search criteria is displayed along with the number of entries in each

a0dzZRER@BRASYSY(dH [23 FYyR GKS RIFIGS KAa 2NJ KSNJ! ROA&S

name to view, add, edit, or delete entries in his or her Advisement Log.

(Note: You can only edit and delete log entries that you have entémeannot modifyentries created
by other users.

This feature allows you to add new log entries for multiple students at the same time. To view Group
Advisement Log entries, click on tManage Group Entriebnk on the Advisor Homepage.

Click on the subject name to view details about existing group entries. To add a new group log entry,
click on theAdd New Entnfink. On the Advisement Activity Details form, select the session dates and a
topic area, fillout the subject line and description field, and click on Add Studentsbutton to search

for students who should have the entry included in their Advisement Log. When you are finished, click
Submit

Students can invite othandividuals to view selected sections of their ED§ing theShare My EDP
feature of the EDP. To disable this option for a specific student, udethe Others Accessption in
the View/Action dropdown menu beside his or her name on the Student List.

Disabling this feature will also prevent a student from inviting people and organizations on the Special
Contacts list to view his or her EDPle@se see thimvite Others: Adding and Editing Special Contacts
sedion for more information).

When enabled at your site, the Annual EDP Review standard requires each student to have his or her
EDP reviewed by a teacher, counselor, or advisor each year. Unliketleet & Confirnfieature of the

EDP ool, the Annual EDP Review status can only be designated as complete by an advisor, not the
student. This option is ideal for schools that include a plan review as part of their advisement program

careercruising.conj 1.800.965.8541 wareer
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Student Administration

% Administration

Annual Review

Monica Andrews, Northwest High School

>> Portfolio Annual Review for Amanda Jackson

Annual EDP Review - Grade 10

Date 05/22/2014 |

Advisor Manica Andrews |+

Advisor Commen! ts  |Zmanda has shown great improvement a

this year and is doing a wonderful
Sob exploring the Career Cruising
tool. It's important that she
remains organized throughout her
career and education exploring
activities.

Amanda needs to concentrate on
improving her math skills, as she

Student Comments

Review Status (@ Complete () Incomplete

Annual EDP Review

To complete the Annual EDP Review for a specific student, galacial Reviewfrom the View/Action
dropdown menu besidé K S & (ndzReQy the(Siuderitist. The Annual Review option will only
appear for students if the review is a regement for their grade leve(Please see thEDPCompletion
Standardsectionf 2 NJ AYF2NX I GA2y 2y K2g &BPR)aSi NBIjdzANBYSyia

MANAGE PARENT ACCOUNTS

The two main goals of the Parent/Guardian Portal are to allow parents and guardians to view the work
R2yS o6& GKSANI OKAfRZI FyR (G2 |tf2¢ GKSEDPvdikzheilINE A RS
child has completedThe information entered by students for most sections of HiHs readonly;

parents and guardians can view their cBildvork but cannot change it.

Before creating an account, parents must receive an activation code. Students can Gatbdvly
EDPwith Parents/Guardiandeature in theShare My ED&ection ofthe EDRo send their parents email
invitations containing an activation code and instructions for creating an account. Advisors can also
create access codes for parents through CAMS.

careercruising.conj 1.800.965.8541 Career
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Student Administration

To access Parent/Guardian Portal options, click on the Miargage Parent Accountisutton. There are

five options:

1 Parent/GuardianEDPAccess Informatiorg This section lists all the parent/guardian accounts
for students at the school.

1 View Activation Codes and AccountsView Parent Portal Account information for students at
the school and generate or delete activation codes.

1 Parent/Guardian Commentdg ¢ This section lists all of the comments entered by parents and
guardians individually. The comments are initially sorted by date, allowing advisors to view the
latest comments.

1 Create Parent Activation CodesCreate Parent Portal Account activatiosdes for individual
students or groups of students, and generate letters to send home to parents with their
activation code and instructions for accessing the Parent Portal.

1 Mass Print Parent Access Lettardlass print Parent Portal Account access letters to send

home with students. You can search for students by username, advisor, grade level, and gender.

% Administration

Manage Parent/Guardian Accounts
Monica Andrews, Northwest High School

)) Please select an option below

Parent Portal Overview Videoﬂ
Parent Accounts FAQ/~

Parents/Guardian EDP Account Options

» Parent/Guardian EDP Access Information

» View Activation Codes and Accounts

» Parent/Guardian Comment Log

» Create Parent Activation Codes

* Mass Print Parent Access Letters

Manage Parent Accounts

careercruising.conj 1.800.965.8541 Career
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Student Administration

MANAGE ABILITY PROFILER

The Ability Profiletest is designed to help students understand the relationship between their aptitudes

YR FoAfAGASE YR GKS OFNBSNB GKIG YFGOK GKSANI AY
ability in six areas that are essential to success in most occupadiotisnetic reasoning, verbal ability,

AL GALE FToAfAdGEesT O2YLMzil GA2y>X Of SNAOIt LISNOSLIIAzZY
are integrated with their Matchmaker career suggestions.

The Manage Ability Profiler feature lets you vievdadit test schedules, view summary statistics on
who has and has not completed the Ability Profiler, and access materials for administering the test to
students with special needs.

Ly (GKAa aSOiAzy: aBgilitgRbfler Admidiseation Mafidl with inffoimdtionoin 2 G K S
the features of the Ability Profiler, instructions on how to schedule and administer the assessment, and
information on how to help students interpret their results.

To access Ability Profiler options and resourcesk dlicthe blueManage Ability Profilefutton on the
Advisor Homepage.

ASSIGNMENTS & ACTIVITIES

TheAssignments & Activitifeature allows you to share template files for assignments and activities,
such as worksheets and forms, with your students. d@ualso organize and track the completed
documents students upload to their EDPs.

% Administration

Assignments & Activities

Monica Andrews, Northwest High School

% Assignments & Activitics

You can specify specific assignments or activities that students should upload
to their EDPs. Click on an Activity Name to view the related details or click on
the number in the Related Uploads column to view the list of the student with
related files and to view the files themselves.

Assignments & Actlivities

Lliszn Status Options

By
K
Turnl

Career Fair Research

ol 3of 16 =2 m|
K B
Turnbull LN ﬂ @
8of 26 Active 2| T
0of 93 Active

1 of 77 Active
0of189  Inactive 2| |

Career Interest Worksheet

Q These dacuments are included in the EDP Completion Standards.

Cruising Classroom Activities.

Assignments & Activities

careercruising.conj 1.800.965.8541 Career
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Student Administration

Manage assignments by clicking #hssignments & Activitiebutton in the lefthand menu on the

l RGAEA2NI I 2YSLI 3Sd® CNRY (GKAa LI3AS e2dz Oy FRR ySg
submissions for each assignment, and message students based on whether or not they have uploaded a
file for a specific aggnment.

(Note: You can only edit and delete assignments that you have entéoedannot modify assignments
entered by other users

Students can view and download all of their assignments and activities by clicking Mg the
Assignments & Activitietink in the My EDP menuStudents can submit a completed assignment by
uploading a new file or attaching a file that they have already uploaded to their EDP.

,2dz Oy @AS¢ I aidzZRSyidQa 95t 2NJ NBadzyS dzaAy3da GKS
print the document using the print feature in your browser.

If you want to print multiple EDPs or resumes, you can usd/des Print OptionsThis featue allows

you to select the group of students whose EDPs or resumes you would like to print using a variety of
search criteria.Flease see thilass Print Optionsection of this document for more information on this
feature)

careercruising.conj 1.800.965.8541 @E?IEF@@EF
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Advisor Administration

ADDING AN ADVISOR

Users with administrator or counselgvel access can add advisor profiles usingAtid New Advisor
link in the Advisor Administration section of the Advisor Homepage. When advisors are added, they are
assigned a level of access security to ensure that they have access to the tools and information that are

appropriate for them. Please see th&bout Access Levedsction of this document for more
information)

% Administration

Manage Advisors
Monica Andrews, Northwest High School

% Advisor List

Click here to add a new access account.

Students Password Access Type
Andrews, . Career Cruising
Moni MigwList - andrewsm g inistrator

Gordon View List El Other Staff

Mitchel, View List itchel Career Cruising
Darren —— A

Preet, Nandita View List reetn

Turnbull, Kim View List  turnbullk

Walters, e School
Margaret Wonlis eellosw A ey

» View Change Log

List of Advisors

95L¢LbD !'b !'5xL{hwQ{ twhCL[9

TheView List Of All Advisorbnk in the Advisor Administration section of the Advisor Homepage allows

82dz G2 F00Saa FROAA2NRQ {GdzRSyd [Aabdasz +a oSftf

If you are an advisor without administrator or counsdlkewel access, you cadit your own profile
using theEdit My Profilelink in the Advisor Administration section of the Advisor Homepage.

To view a log of changes to advisor profiles, click orvieey Change Lolink under the chart on the
Advisor List page. Click t@ iconbeside a log entry to view details about the change.

careercruising.conj 1.800.965.8541 Career
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Advisor Administration

ASSIGNING STUDENTS TO AN ADVISOR

Assigning students to a career advisor helps teachers and counselors quickly access information related
to their students. They can vietleir list of students, send messages to groups of students, generate
OdzaGt2Y NBLERNIAZ YR YrFaa LINAydG GKSANI atddzRSydaqQ 95

There are a number of ways to assign students to an advisor. If you have adatoniktvel access, you
Oy aSt SOl Iy I RM3siga StdEnis To/An XdvisopBwW ménk is the Student
Administration section of the Advisor Homepage and search for students to assign to that advisor.

Advisor assignments can also be madang theEdit Profileoption from the View/Action dropdown
menu on the Student List.

If you have teacher/advisor or other stdffvel access, you can add students to or remove them from
your own Student List by clicking tAeld Students To My Listr Remove Students From My Liéink in
the Student Administration section of the Advisor Homepage.

Students assigned to you appear on your Student List and will be included when reports, messages, or
links are filtered for your students.

Administrators camemove students froman advisgér f A a0 o6& aStSOGAYy3 Iy | ROA:
Unassign Students From An Advistnopdown menu in the Student Administration section of the
Advisor Homepage.

% Administration

Manage Advisor Assignments

Monica Andrews, Northwest High School

»AsﬁgnShdenlstoaCamerAdvisor @

Assign Students to: Monica Andrews

To assign a student to an advisor, check the box Search Criteria
beside the student's name.
Matching Students 25
Once you have selected all of the students for this Alphabetical R K-M
advisor, click the Save Assignments button. phabetical Range
Grade Level

Currently Assigned To
Group

Selct A | pselect A1 [oremy——

Select| Name Username Grade Current Advisors

MNorthlee, Eric nwhsus109 Grade 9 Darren Mitchell

oOldman, Sylvester nwhsus18 Grade 10 Kim Turnbull

Opper, Tracy nwhsus39 Grade 11 |Kim Turnbull

Pemberton, James nwhsusS0 Grade 10 Darren Mitchell

Petty, Stephen nwhsus3 Grade 8 | Darren Mitchell

Pfeiffer, Charmaine nwhsus36 Grade 12 Kim Turnbull

Pingley, William nwhsuss7 Grade 9 Monica Andrews

Raithe, Eli nwhsus35 Grade 11 Darren Mitchell

Rath, Johnny nwhsus31 Grade 11 | Darren Mitchell

Reeves, Michael nwhsus55 Grade 11 Kim Turnbull

000 rR®OO0E 00

Reynolds, Louis nwhsus24 Grade 12 Darren Mitchel

Assign Students to an Advisor

careercruising.conj 1.800.965.8541 Career
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Customization Options

The customization options allow you to tailor Career Cruising to meet the needs of students at your
school. Please note that changes made to the program options affect all users at the school.

EDPOPTIONS

Create New EDP This setting allows you to control the EDP creation process to suit the needs of your
staff and students. Deactivating tiigreate New EDBption will remove theCreateMy EDFoption from

the EDRoginmenu Students will be able to log into existiB®Ps, but they will not be able to create
new ones. This option is particularly important if you have a setioeén approach to EDP creation.

3 Administration

EDP Options

Monica Andrews, Northwest High School

>> Choose your preferences

Please Mote: Changes made on this page will affect all users at your site. Any
changes you make to these settings will take effect within 10 minutes.

EDP Settings

Create New EDP @ Active () Inactive
Change My Password @ Active (O Inactive
Chanage My Grade Leve| (@ Active () Inactive

Student Links on EDP Homepage @ Active (O Inactive

Show Assigned Advisor Emai @ Active (0 Inactive

Signature Lines in the Printer-Friendly EDP  (®) Active () Inactive

Allow students to invite their parents @ Active (O Inactive

EDP Sections to Incdude

Education Levels Include in Program

11 12 Post-Sec. Section/Subsection
Personal Profile

Advisement Log

Invite Others

My Journal

NEEEEe®
HEEEE®e
KRR RS
K EEERE
e EEE
HEO0ORE

Assessment Results

EDP Options

Change My Grade LevelThis option allows you to determine whether oot students are able to

change their grade level in their Epffile. If you are using the EDP tool to meet specific completion
a0FYyRIFENRE 2NJ F2NJ O2dz2NBS F2NBOIFadAy3dsr S NBO2YYSYR
levels through théPromae/Graduate Studentgunction on the Advisor Homepage.

Student Links on EDP Homepag#@his feature allows you to activate or deactivate the function on the

EDP Homepage that allows students to add links to career, education, and other resouréstetbat
them.

careercruising.conj 1.800.965.8541 Career
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Customization Options

Show Assigned Advisor EmailThis feature allows you to determine whether or not the email
addresses of assigned advisors appearinMlyge RGA ASYSyYy (G [ 23 aSOiAzy 2F (KS,

Signature Lines in the Rrier-Friendly EDR, This option allows you to activate or deactivate signature

lines for students, parents or guardians, and advisors in peftBtA Sy Rf @ @GSNBRA2ya 2F a0

Allow students to invite their parentg; This option allows students to invite parents or guardians to
create their own Parent Portal emunts.

EDP Sections to IncludeYou can control which sections of the EDP tool are available to students in
each grade.

Resume Builder Sections taclude¢ These options allow you to determine which sections of the
Resume Builder appear for students in each grade.

EDP Completion Standards allow you to set the criteria that students are required to meet in order to
completetheir EDPs. Different completion standards can be set for each grade level, allowing the use of
this feature for a single course, for graduation requirements, or to implement a progressive system
where students complete more sections of their EDP as #layance.

EDP Completion Standards are ideal for schools that want to implement student EDP development as
part of a formal or informal career development component. This tool is intended for schools that:

1 want to add EDP development to current caregploration activities
1 want to use the EDP tool to meet the needs of a career studies/development curriculum
1 are required to meet state or district mandates for EDP development

{SGhGAy3a O2YLX SGA2y adl yRINRA | dafedide, Sdlans dag G NI O
view the requirements for their grade and ensure that they have met the objectives.

Level of Education Questio This option lets you determine whether or not students can select the
level of education they intend to complete before completing the first 39 questions of Career
Matchmaker. Including this question can help refine stud@msults by targeting educainally
appropriate careers. Students can choose more than one type of education.

careercruising.conj 1.800.965.8541 Lareer
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Customization Options

% Administration

Assessment Options
Monica Andrews, Northwest High School

>> Choose your preferences

Please Mote: Changes made on this page will affect all users at your site. Any
changes you make to these settings will take effect within 10 minutes.

Assessment Settings

Level of Education Question @ Active ) Inactive

Other Assessments to Include

Action Assessment Name

ACT

ACT Explore

ACT Plan

Additional Assessments

ASSET

ASVAB

CAPS (Career Ability Placement Survey)
Career Game

Career Scope

Career Targets

CEI Career Exploration Inventory

COMPASS

Oooooooooooono

Assessment Options

Other Assessments to IncludgStudents can save results from a wide variety of external assessments
and standardized tests to their EBRVith this featureyou can select the specific assessment and test
result templates that appeaunder Other Assessmentin the My Assessmentgection of thér EDR.

SITE SETTINGS

There are a number of ways you aarstomize Career Cruising for users at your site:

Employment Section Status Activating the Employment section adddink to the Employment section
to the menu bar at the top of the screen which allows all students at your site to acceBsnpleyment
Guide

Job Search Tool StatusThe Job Search tomicorporates a feed from Indeed.Com, a job search engine
that allows users to access job postings on company career sites and online job boards. Activating this
feature providesaccess to the Job Searndwol on the Employment homepage.

Career Cruising doemt screen the postings found on Indeed.Com.

(Note: The Job Search tool is not available at elementary and middle schopl sites.

careercruising.conj 1.800.965.8541 Career
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Customization Options

3 Administration

Site Settings
Monica Andrews, Northwest High School

>> Choose your preferences

Please Note: Changes made on this page will affect all users at your site. Any
changes you make to these settings will take effect within 10 minutes.

Site Settings

Employment Section Status @ active O lnactive
Job Search Tool Status ®active  Olnactive
S5L Security ®active  Olnactive

Career Cluster Options

» Primary Cluster System
“Your school's primary cluster system is currently set to:
Michigan Career Pathways

The primary cluster system is available as a search option in the Explore
Careers section, integrated with Career Matchmaker and users can save
their cluster interests to their Portfolic. If you would like to change your
primary cluster system to one of the available Secondary Cluster

Systems listed below, please contact us at support@careercruising.com.

» Secondary Cluster System
1f you would like to include a secondary cluster system as a search
option in the Explore Careers section, please select the cluster system.
® Search by Cluster
O 16 Career Clusters
Onone

Site Settings

SSlSecurity¢ When SSL Security is enabled, all user information that is entered into Career Cruising will
be encrypted as it travels from your school to our online database.

Career Cluster OptionsIn the Career Cluster Options section, you can view §ioliri SQa LINA Y I NB O
system and enable a secondary cluster system for your students. The primary cluster system is available

as a search option in tHeéxplore Careersection, integrated with Career Matchmaker, and makes up

the cluster interest optionsithe My Saved Clustersection of theEDP If you would like to change your

primary cluster system, please contact your client account manager.

If you would like to include a secondary cluster system as a search optionkxplee Careersection,
select one of the secondary cluster systems and Slake

CUSTOMIZINEDPHOMEPAGE LINKS AND FILES
You can make links to online career, education, community, or reference resources available to all
students or specific groups of students ditlg through their ED® You can also upload documents, such

as field trip permission forms and course calendsssstudentscan view or save copi@s the files.

To add links and files for students, clickAwdtd New Fileor on Add New Linkon the Adviso Homepage.
You can also view, edit, or delete links and files that are already available to students.

careercruising.conj 1.800.965.8541 Career
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Customization Options

Linksand filesg A £ £ | LILIST NJ 2y & ((azRtBeymaia gagevben they 20yi6 with el
personal EDP logirgllowing them to access these resources quickly and easily.

INVITE OTHERS: ADDING AND EDITING SPECIAL CONTACTS

Students have the option to invite others to view their EDFhelnvite Others: Add/Edit Special
Contactsoption on the Advisor Homepage allewou to customize a list of individuals or organizations
your students might want to invite to view their E®Buch as college admissions counselors, potential
co-op or internship providers, or organizations offering scholarships.

The list of contactssiavailable to students through thavite Others To View My EDReature in the
Share MyEDPsection of the EDP.

ADDING OR MODIFYING COURSES

TheAdd Or Modify Coursefeature allows you to input a list of the courses available at your school to
help students create their fowyear Education Plans. Once you enter the course information, students
will be able to select courses they have taken, are taking, or plan tditakea dropdown list in thély
Education Plan section of their EDP. This helps to ensure the accuracy of the information they enter.

In order for the Course Forecasting report to produce course demand projections, you must enter your
schoof@ courses trough this feature.

% Administration

Add or Modify Courses

Monica Andrews, Northwest High School

P Please Select . . .

Grade 9 Grade 11 Grade 12
Add Courses Add Courses Add Courses Add Courses
Modify Courses | Modify Courses ‘Mod\f Courses Modify Courses

Please note that Course Name and Subject Area descriptions cannot exceed
39 characters in length, including spaces.

Bold text denctes mandatory fields
‘Course Information

Biology 10
BIO010
Subject Area: What is this? Science
OR Enter Naw Subject Area:
Elective v

[Jath Grade []11th Grade
10th Grade []12th Grade

1 Credit v | Add Custom Credits
1 Semester v
OR Enter Different Length:

Course Descri ption 2iology 10 is an .
introductory course that
will give students an

overview of the

Add or Modify Courses

careercruising.conj 1.800.965.8541 Career
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EDP Reports

EDP COMPLETION REPORTS

The aggregat&DP Completion Reportsack how students are progressing towards meeting the
objectives in the EDP Completion Standards. There are five options:

T

EDPCompletion Status SnapshatThis report provides an overview BDFcompletion at your
school by grade.

EDPCompletion Statis by Student; This report is organized by student and shows you which
components each student has completed.

IncompleteEDP9y Criteriag This report shows the number of students who have not
completed each requirement. You can click on the numbeetwhich students have not
completed the selected component.

CompleteEDR by Criteriag This report shows the number of students who have completed
each requirement. You can click on the number to see which students have completed the
selected component.

View EDPCompletion Standardg You can review theDPCompletion Standards at any time
with this option.

You can also use the reports to send messages to students based on the status®Ebteind various
completion criteria. Look for th8end Mesageicon on the report page.

% Administration

Portfolio Completion Reports

Monica Andrews, Northwest High School

>> EDP Completion Status Snapshot

Customize This Report Export Data File

Select criteria to define the report for a | Please choose the format that you
specific year and/or group of students:  [would like the data exported to:

() Excel Spreadshest

Grade Level Complete Incomplete B % Complete
Grade 9
Grade 10

Grade 11
Grade 12

EDP Completion Status Snapshot

careercruising.conj 1.800.965.8541 Career
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EDFReports

STANDAREDPREPORTS

' 3INBIFGS NBLRNIAYy3I FSFddz2NBa fft2g @&2dz G2 GNI O] a
and to identify occupations, educational choices, activities, and course areas that interest your students.
Click on theEDP Reportbutton to access thee features.

Detailed breakdowns within the reports allow you to see which students have selected a particular
career, school, course, or extracurricular activity. You can use this information to plan activities such as
workplace field trips and collegecruitment visits, and to identify individual student needs.

% Administration

EDP Reports

Monica Andrews, Northwest High School

3 EDP Reports Index

Click on the name of a report for results for the current school year. You
can generate a customized report by clicking on the Customize link to the
right of the report name.

¥

[ BN
EDP Statistics and Usage Reports

» EDP Creation Statistics Customize

» Date Last Changed / Login History

» Parent Login Report
» Advisement Activities

Assessment Results

» Matchmaker Suggested Careers

» Matchmaker Recommended Pathwavs

» Ability Profiler Summary Completion Statistics

» Ability Profiler Results

» Ability Profiler Status by Student

» Learning Stvles by Student
» Learning Stvles Distribution

» Other Assessment Results

» Careers of Interest Customize

» Military Careers of Interest Customize

» Schools of Interest Customize

EDP Reports Index

You can also use many of the reports to send messages to students based on some of the information
they have saved to their EDPs. Look for $®mdMessagedcon on the reports summary pages.

EDP Statistics and Usage Reports:

1 EDP Creation StatistiecsA summary of the EDPs created(by for) students at your school.
91 Date Last ChangedLogin Historyg Track how often students are logging into their EDP

 ParentLoginRepot{ SS K2g 2F0GSYy LI NBydGa 2N 3dzZ NRAIFya | N
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EDFReports

1 Advisement Activitiesg Monitor the advisement activities recorded in studef®slvisement
Logs. You can view activities by advisor, by topic, or by student.

Assessment Results Repaorts

1 Matchmaker Suggested CareersThis report lists the careers that were included in Career
Matchmakef Top 10 Career Suggestions. Reports only include the suggested careers for
Matchmaker results thastudentshave designated as tireBest Match.

1 Matchmaker Recommended PathwaysThis report lists the top two career pathways that
were recommended by Career Matchmaker based on studémtesests. Reports only include
the recommended pathways for Matchmaker results teatdentshave designated as tireBest
Match.

1 Ability Profler Summary Completion StatisticSA statistical summary of Ability Profiler
progress in your school. Click on a number in the Complete, In Progress, or Not Started column
to view a list of students who fall into that category.

1 Ability Profiler Results; This report lists the number of students within the percentile ranges
for each ability area measured by the Ability Profiler. Click on a number to view a list of students
whose results fall into that percentile range.

1 Ability Profiler Status by Students This report shows the Ability Profiler Status for individual
students.

1 Learning Styleby Student¢ This report lists students who have completed the Learning Styles
Inventory with their identified preferred learning style.

9 Learning Styles Distributh ¢ Aggregate data about the distribution of identified learning styles
among your students.

9 Other Assessment ResultsA summary of the other assessments that students have completed
and saved to their EDPs.

Career & Education Exploration Reports:
9 Careers of Interest Aggregate data on the careers that students have saved to their EDPs.

91 Military Careers of Interest, This report lists the military careers that students have saved to
their EDPs.

1 Schools of Interest Aggregate data on the postcondary schools that students have saved to
their EDPs.

careercruising.conj 1.800.965.8541 Lareer
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EDFReports

9 Scholarships of Interest This report lists students based on the number of scholarships they
have saved to their EDPs.

1 Majors of Interestg Use thisfeature to view data on the majors that students are interested in.

% Administration

Career & Education Exploration
Monica Andrews, Northwest High School

Customize This Report Export Data File

Select criteria to define the report for a | Please choose the format that you
specific year and/or group of students:  |would like the data exported to:

(7) Excel Spreadsheet

] Bl O Text File

Career Total Male FEemale Detail

Aerospace Engineer 1 1 View

Aircraft Mechanic View

Automotive Service Technician View
Bartender View
Cabinetmaker View
Database Developer

Dental Hygienist

Helicopter Pilot

Judge

Kinesiologist

Zoologist

Horse Trainer

Radiclogist

Crime Scene Investigator

Transpertation Inspector

Careers of Interest Report

Goals & Plans Reports:
9 Career Pathways InterestsAggregate data on the career pathways that students are

interested in. You can drill down to individual student data, including their comments about the
pathways they have selected.

1 PostSecondary Plag View the postsecondary goals that students heset for themselves,
including top three career interests, top three education institutions, and intended level of
education.

1 Career Planning Activities: View by ActiviyData on the career planning activities that
students have completed.

1 CareerPlanning Activities: View by StudemtTrack individual student participation in career
planning activities.

careercruising.conj 1.800.965.8541 Career
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EDFReports

1 My Journal Report, Data on student journal activity, including number of entries and date last
updated. Use this report to viewisdzZRSy 6 4 Q 22 dzNy I f Sy G NASaod

Activities, Experiences & Awards Reports:

9 Extracurricular Activities: View by Activity Aggregate data on the extracurricular organizations
and activities in which students participate.

1 Extracurricular Activities: View b$tudentg View individual student participation in
extracurricular organizations and activities.

1 Hobbies & Interests: View by Activity Aggregate data on the informal or independent
activities that students participate in.

1 Hobbies & Interests: View byt&dent ¢ Detailed data on the informal or independent activities
that students enjoy.

1 Volunteer Experience A summary of the volunteer and community service activities that
students participate in, including number of activities and number of hoursrofcee

1 Work Experienceg A summary of the work experiences that students have undertaken.

1 Awards & Certificates, View detailed information on the awards, certificates, and recognitions
that students have received.

Education Plan Reports:

f Course BrecastingcDSY SNY ¢S O02dzZNBS RSYIlF YR LINR2SyearA 2y &
Education Plans.

Reports can be customized to focus on a specific group of students based on a variety of criteria,
including grad, gender, and assigned advisor. You can save these configurations, but please note that
saving a report configuration does not save the data returned by that report. If you want to save the
report data, please use the Export feature.

All aggregate reports available in the EDP Reports section can be exported as a text file or as an Excel

spreadsheet. To export a report, select the desired file format and Ekplrtin the Export Data File
box.

careercruising.conj 1.800.965.8541 Lareer
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Mass Print Options

TheMass PrintOptionssection allows you to print desired information for all students or a group of
students. There are four mass print options available:

T
T
1

T

Mass Print EDPs

Mass Print Education Plans

Mass Print Resumes

Mass Print Career Matchmaker Results

Choose thalocuments that you would like to print and then select the group of students whose
information you would like to include/ou can select specific sections to print or print entire student

EDPs.

Once you have selected the students whose EDPs, resumesitibduPlans, or Matchmaker results you
would like to print, the studen@nformation will be grouped into sets of 25 according to the stud@nts
last names. This helps to ensure that the records will be loaded and printed properly.

careercruising.conj 1.800.965.8541 wareer






