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Introduction

ABOUT THE CAREER ADVISOR MANAGEMENT SYSTEM

The Career Advisor Management System (CAMS) helps administrators, teachers, and counselors
effectively implement andnanage the use of Career Cruising at their location. With CAMS you are able
to:

1 Organize and view studentsly Plandata to track their career exploration and planning
progress

1 Export data collected from studenitisly Plandor use in other applications

1 Generate reports on student®My Planusage, assessment results, career and education
exploration, goaketting and education planning activities, and other portfolio work

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

¥ Administration

Advisor Homepage
Monica Andrews, Northwest High School

» Welcome Monica Andrews!

Total Students: 125 View Student List Send Message  Manage Messages

Total Students: 26 View Student List Send Message  Manage Messages

Student Administration Advisor Administration
# Add New Student # View List of All Advisors
# Promote/Graduate Students » Add New Advisor

» Manage Student Groups New! = Invite Others: Add/Edit Special
Contacts

Assign Students to an Advisor » Manage Advisement Logs

+ | Please Select Advisor u # Manage Group Entries

Unassign Students from an Advisor

» | Please Select Advisor | v |

£dd New File
Portfolic Homepage Files Details
User Guide 08/10/2012 View

Add New Link
Portfolic Homepage Links
View this site Occupational Qutlook Handboolk

Advisor Homepage

careercruising.com [1.800.965.8541 Career



Introduction

1 Customize My Plan and assessment options and site settings to meet the needs of your students
1 Manage Parent Portal accounts

1 Administer the Ability Profiler assessment

1 Communicate directly witktudents using an internal messaging system

1 ImplementMy PlanCompletion Standards to define specific objectives for career exploration
and portfolio development

careercruising.com [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 orRtwgot Your Loginfink on the CAMS
login page, 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 Carkés@d Management
System Agreement.

Administration

[A=g»

g ]
-, Y|
AM b, e 3 Follow || Il subscribe

o Adver Nanagement Sate ccEngage

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

[ secure workstation @

Not recommended in computer labs. $

ccSpringboard
The heart of ccEngage

ccPathfinder

coraot vou loain? High school course planner
Forgot vour login?

ccTheRealGame

Classraom experiential learning

b

-
ccSpark!
Career leaming begins

. ccinspire

u Connecting education and industry

CAMS Login

ABOUT ACCESS LEVELS

Some of CAMS’' customization and information manag

certain level of access. Multiple security levels ensurehaue access to the appropriate tools and
information. There are four levels of access:

careercruising.com [1.800.965.8541 Career


http://www.careercruising.com/School

Accessing the Career Advisor Management System

Career Cruising Administratay This level of access is intended for the one or two individuals at a school
who are pimarily responsible for the implementation and management of Career Cruising and student
My Plan development. This access level allows you full access to all of the features and functions
available within the CAMS tool, including customization options.

School Administrator/Counselor Thislevel of accesss 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 responsibilitidss access level allows you to access

most of the student information management and some of the customization functions. At this level,

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

Teacher/Advisor Thislevel of access intended fo teachers who use Career Cruising with specific
groups of students and are mainly responsible for working with just these studefasnation. This
access level allows you to access studdntPlaninformation, including both individual student data
andaggregate reports.

Other Staff— 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 infnation 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 Assessments, Explore Careers, Expldueation ExploreFinancialAid, andEmployment

sections of the program.

s ra
careercruising.com [1.800.965.8541 Careel



Student Administration

My Plancreation can be studerdriven or schoatriven. The studentiriven model allows students to

create their ownmaccounts The schoetiriven model allows those with administrator and counsééel

access to use CAMS to creMyg Plan account®r students. The right option for your school depends
on how you plan to implement thiely Plantool.

With studentdrivenMy Plancreation, students can select their own usernaaed passwordto
create a newPlanat any time. The drawback of this approach is that students can create muttgohs
which makes it more difficult to keep track of their work. Schools typichlhpse a studentriven
approach if portfolio development is an optional activity for students.

If students are required to maintain a portfolio, we recommend using the selrdgdn model, as it
ensures that students maintain a singlly Planaccount This does involve some additional time at the
beginning of the portfolio development process, as you will need to enter students into the database
through CAMS. To use the schoolven model, you will need to deactivate the Create A M@gount

feature. &ethe Customization Optionsectionfor instructions on how to do thjs

We also offer a variety of fekased automated data uploading services. For more information on data

import options, please contact yogtient 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
generatecustom Student Lists.

To access the Student List, click onew 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.

The Student List displays studentame, grade, username and password, ddPlancompletion
status. You can sort the list by any column.

From the View/Action dropdown menu in the Student List, yan access a number of options:

1

1

View Plan-View aprinter-friendly version of thestudentsPlan

View Resume-Vi ew t he student’s resume as he
Advisement Log- Track guidance activities through the Advisement Log

Annual Review- Record information for the Annu&lanReview

Completion Status-View a studens individuaMy PlanCompletion Status report

careercruising.com [1.800.965.8541 career
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Student Administration

91 Deactivate Plan-Deactivate aMy Plan account
9 Edit Profile- Edit a studeris profile

1 Invite Others Access Enable or disable the Invite Others To ViewRignfeature for individual
students

9 Login History-The Login History feature allows you to see when and how often a student has
logged into their Plan

1 Notes—The Notes section allows yoa tecord notes about students that can be read only by
other advisors or, if the notes are specified as private, only by you

3 Administration

Advisor Homepage
Menica Andrews, Northwest High School

» Student List

« Advisor Homepage -}!

Search Criteria Access Cards Export Data File

Status: Active Export PDF access cards Please choose the format that you would
Matching Students: 125 with students' username like the data exported to:
and password.

. 28| () Excel Spreadsheet
J=| PDF File ¢ O =P
¥ L] (C) Text File 3

Displaying Matches: 1 to 50 Page 1 of 3 & Go to Page:

Username Password Grade View [ Action Completion Status

Ames, Rosie mwhsus110 362503  Grade 10 |Please Select | v
Please Select

View Portfolio

View Resume
Advisement Log

Arndt, Brandi nwhsus?77 385892 Grade 10 | Annual Review
Completion Status

Deactivate Portfolio
Aubin, Pamela nwhsus101 913455 Grade 9 Edit Prafile

Andrews, Joshua nwhsus20 523242 Grade 12

Invite Others Access
Biggers, Kristen nwhsus20 942320 Grade 12 | Login History

Motes

Parent Access (MEW)
Billups, Daniel nwhsus33 282798 Grade 9 Parent Comments
Send Message

View My Journal
Binkley, Erma nwh=zuss5 402009 Grade 11 rTEd t-.-}i'n:n:l.l

Student List

1 Parent Access View and create access accounts to enable parents and guardians to view and
reflect on their child’”s Pl an

careercruising.com [1.800.965.8541 Career



Student Administration

1 ParentCommentssTr ack parents and guardians’ thought ¢

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

1 ViewMyJourna-Vi ew student s’ My Jour nal entries to t
their career planmg activities

1 Transfer- 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
export by selecting the information you would like to include, such as studaesgsnames, passwords,
grade levels, completion status, and more.

When you add new students CAMSyou are creating/ly Plan accountfor them. If you have created a
Planfor a student, he or she should not create a separate one usingttient My Plariool.

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

In order to ensure the privacy and security of student information, you should assign each student a
unique password. Do not use studetsimes or birthdatesthis may allow others to &w and change
the information in a studers Plan

Eachpersonal My Plamust have a unique username and password combination.

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

careercruising.com [1.800.965.8541 wareel



Student Administration

% Administration

Student Administration
Monica Andrews, Northwest High School

Amanda
Last Name Jackson
Username 6198438
Password 08535847
Gender O male @ Female

Grade Level Grade 11

Advisor Monica Andrews
[ Gordon Miranda

[ parren Mitchel
[ wandita preet
[ kim Turnbull

O Margaret Walters

Add A New Student

DEACTIVATINKAY PLAN ACCOUNTS

When you use th®eactivatePlanoption from the View/Action dropdown menu on the Student List,
the students My Planstatus is changed to inactive. Students wh&$anshave been deactivated no
longer appear on the Student List and do not affect aggregate reports; howeverPthagare not
deleted. They are still able to access all of their saved information and eipluksit Plansand resume.

EDITING STUDENT PROFILES
Student profiles contain basic information about students, including full name, grade, gender, advisor,
expected graduation date, amersonalMy Planusername and password. This information is used for

generating reports and managing studet#ta

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

PROMOTING AND GRADUATING STUDENTS
ThePromote/Graduate Students$eature in the Student Administration section of the Advisor

Homepage ensures that student data remains current. You can promote students from one grade to the
next, graduate students from your school, and demote students from one grade to another.

careercruising.com [1.800.965.8541 Career



Studcent Administration

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

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

To transfer a student, click on tAgansfer Studentsink in the Student Administration section of the
Advisor Homepage. You can also use the Search For Students feature to locate a student, and select the
Transferoption from the dropdown menu beside h e s t nardeson the Ssudent List.

You can organize students into groups to make it easier to search for students, send targeted messages,
add links and files to My Plan 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 leyiardther than grade,
gender, and assigned advisor.
Groups must be managed manually. To create a group, click dddhage Student Groupknk in the
Student Administration section of the Advisor Homepaaged then click odd New Group There are
three types of groups:
9 Private—These groups are visible only to the user who created them.

9 Shared-These groups can be viewed, modified, and deleted by all CAMS users.

1 Managed- These groups can be viewed and used as filters by all CAMS users, butrthey c
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.

careercruising.com [1.800.965.8541 career
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Student Administration

%% Administration

Student Administration

Monica Andrews, Northwest High School

% Manage Student Groups

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 advisars, and search for students.

Saved Groups

Group Name # of Students Type 7  Updated

Archery Shared 10/03/2013

Job Interview Worlkshop Managed 08/23/2013 Z

Morthwest Green Club Shared  09/20/2013 E

Resume Waorkshop Managed 09/27/2012 :

The Printing Press Shared 09/30/2013

Yearbook Committee Shared  10/08/2013

Manage Student Groups

SENDING MESSAGES TO STUDENTS

The CAMS internal messaging system allows you to send messages to students thradglrtae
tool. When students log ito Career Cruising using their personal Mgnusername and passwoythe
messages you semdll appear in th@ Inbox 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&xing) Messagéom the View/Action
dropdown menu besidée h e s t nardeson theStedent List.

To send messages to groups of students, click orfsérel 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 criteria such aside, gender, advisor, or student group.

You can also send messages to the students assigned to you by clickingSemdhglessagénk in the

My Students section of the Advisor Homepage. You can send a message to all students assigned to you
or select goups of students based on criteria such as graggeder, or student group

careercruising.com [1.800.965.8541 Career
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Student Administration

% Mdministration
Messaging
Monica Andrews, Northwest High School

Students who have entered an email address will receive an email
message 35 well as viewing the message on their Portfolio Homepage.

Send Mew Message | Manage Messages
Message Subject and Text

Subject |Career Fair

Message
Text

This is just a reminder that the Career
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
' Parents
O Both
Select Users
O Al students
() Student Group
® Build a Filter
Filter Criteria
Select the criteria for the message recipients.
Assigned Advisor
O Your Students

Send Message

You can also send targeted messages throughPtheCompletion Status Reports and some standard
PlanReports.

Students cannot reply directly to messages in tfdéms 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 My Planprofile will also receive memailcopy of the message.

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

LOGIN HISTORY

The Login History feature allows you to see when and how often a student has logged into hiMgr her
Plan accountTo view a studerd login history, seledtogin Historyfrom the View/Action dropdown
menubesidet h e s tnamdeson the Student List.

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, only by you. To see the notes recorded for a specific student, select
Notesfrom the View/Action dropdown menu besideh e s t nardeeon the' Student List.

careercruising.com [1.800.965.8541 Career
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Student Administration

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 entereccavmot modify notes created by
other users.

The Advisement Log allows you to maintain 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 atabvitual

students career exploration progress, educational plans, or other activities. Aggregate reports based on
the Advisement Log can help track how studéntseer development time is being spent and identify
where their greatest needs are.

To seahe Advisement Log for a specific student, sekdtvisement Lodgrom the View/Action
dropdown menu beside h e s t nardeson the Student List.

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

(Note: You can onlgdit and delete log entries that you have enter&ducannot modify entries created
by other userg

The Manage Advisement Logs feature allows you to search for, view, and manage advisement log
entries for students at your schodlo use this feature, click on tianage Advisement Logsk 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 numbernr@fseinteach
students Advisement Log and the date his or her Advisement Log was last updated. Click on asstudent
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 havereaitY oucannot modify entries 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 thanage 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 At Studentsbutton to search

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

careercruising.com [1.800.965.8541 career



Student Administration
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INVITE OTHERS ACCESS

Students can invite other individuals to view selected sections of Blairsusingthe Share My Plan
feature of their Plan To disable this option for a specific student, uselthate Others Accessption in
the View/Action dropdown menu besidhe s t u d pamé onshe Student List.

Disabling this feature will also prevent a student from inviting people and organizations on the Special
Contacts list to view his or h@lan (Please see thiavite Others: Ading and Editing Special Contacts

section for more informatioi.

ANNUALPLANREVIEW

When enabled at your site, the AnnlRlanReview standard requires each student to have his or her
Planreviewed by a teacher, counselor, or advisor each year. UnlkBdiflect & Confirnfieature of the

My Plantool, the AnnuaPlanReview 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.

To complete the Annual Plan Review for a specific student, siétetial Reviewfrom the View/Action

dr opdown

me n u

beside the

student ' s

name on the St

appear for students if the review is a requirement for thgiade level(Please see thelan Completion

Standardsectionf 2 NJ AYF2NXI GA2Yy 2y K24

% Administration

Annual Review

Monica Andrews, Northwest High School

>> Portfolio Annual Review for Amanda Jackson

Annual Portfolio Review - Grade 10

05/22/2014 6|

Date

Advisor

Advisor Comments

Student Comments
Review Status

Monica Andrews | v

Lmanda has shown great iMDrOvVeEmSnt
this year and is doing a wonderful
job exploring the Career Cruising
tool. It's important that she
remains organized throughout her
career and education exploring
activities.

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

(@ Complete (0) Incomplete

Annual Plan Review

careercruising.com [1.800.965.8541
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Student Administration

MANAGE PARENT ACCOUNTS

The two main goals of thRarent/Guardian Portal are to allow parents and guardians to view the work
done by their child, and to allow them to provide feedback to their ¢hiddivisor on the portfolio work
their child has completedrhe information entered by students for most 8ens of My Planis read

only; parents and guardians can view their clsidork but cannot change it.

Before creating an account, parents must receive an activation code. Students can Géatbevly

Plan with Parents/Guardiagfeature in the Share Myl&n setion oftheir Planto 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.

+# Mdministration

Manage Parent/Guardian Accounts
Monica Andrews, Northwest High School

)) Please select an option below

Parent Portal Overview V\deuH
Parent Accounts FA A~

Parents/Guardian Portfolio Account Options

» Parent/Guardian Portfolio Access Information

» View Activation Codes and Accounts

» Parent/Guardian Comment Log

» Create Parent Activation Codes

» Mass Print Parent Access Letters

Manage Parent Accounts

To access Parent/Guardian Portal options, click on the Miaeage Parent Accountsutton. There are
five options:

1 Parent/Guardian Plan Access InformatiefiThis section lists all the parent/guardian accounts
for students at the school.

i View ActivationCodes and AccountsView Parent Portal Account information for students at
the school and generate or delete activation codes.

careercruising.com [1.800.965.8541 Career
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Student Administration

1 Parent/Guardian Comment LogThis section lists all of the comments entered by parents and
guardiangndividually. The comments are initially sorted by date, allowing advisors to view the
latest comments.

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

1 Mass Print Parent Access Letterddass print Parent Portal Account access letters to send
home with students. You can search for students by username,cdgimde level, and gender.

The Ability Profiler test is designed to help students understand the relationship between their aptitudes
and abilities and the careers that match their interests. The online assessment mesisiiests

ability in six areas that are essential to success in most occupations: arithmetic reasoning, verbal ability,
spatial ability, computation, clerical perception, and form perception. Studéiitity Profiler results

are integrated with their Mathmaker career suggestions.

The Manage Ability Profiler feature lets you view and edit 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 speciateeds.

In this section, yo'll also find a link to the Ability Profiler Administration Manual with information on
the features of the Ability Profiler, instructions on how to schedule and administer the assessment, and
information on how to help studentisiterpret their results.

To access Ability Profiler options and resources, click on theMdurage Ability Profileutton on the
Advisor Homepage.

The Assignments & Activities feature allows you to share template files fignassnts and activities,
such as worksheets and forms, with your students. You can also organize and track the completed
documents students upload to thelans

Manage assignments by clicking thesignments & Activitiebutton in the lefthand menu orthe

Advisor Homepage. From this page you can add new assignments and set due dates, review students
submissions for each assignment, and message students based on whether or not they have uploaded a
file for a specific assignment.

(Note: You can onlgdit and delete assignments that you have enteféducannot modify assignments
entered by other users

careercruising.com [1.800.965.8541 career
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% Administration

Assignments & Activities

Monica Andrews, Northwest High School

>> Assignments & Activities

You can specify specific assignments or activities that students should upload
to their Portfolios. 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 & Activities

Activity Name

K
Lareer Fair Research Turnbull

Career Interest Worksheet

K
Turnbull

) o, M
Consider This... N drews

Did You Know? A Look At Career [l
Industries Andrews

TEMPLATE for Group Assignment H
Andrews

3ofie

14 of 23

8 of 26
9 of 26

30f26

Status Options

Active

Active

Active

Active

Active

Please see the Helpful Documents section for Career Cruising Classroom Activities.

Assignments & Activities

Students can view and download all of their assignments and activities by clicking g the

Assignments & Activitiefink in the My Plan menuStudents can submit a completed assignment by

uploading a new file or attaching a file that they have already uploaded to Fhesirs

VIEWINGANDPRINTING STUDENRLANSANDRESUMSE

You can view a student

S

P | a nwnanenu pretle Stodent Liss, and g
print the document using the print feature in your browser.

If you want to print multipldPlansor resumes, you can use tivass Print OptionsThis feature allows

you to select the group of students whoBé&nsor resumesyou would like to print using a variety of
search criteria.Flease see thilass Print Optionsection of this document for more information.)

careercruising.com [1.800.965.8541
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Advisor Administration

ADDING AN ADVISOR

Users with administratr or counseloflevel access can add advisor profiles usingitieé 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 accesddolghand information that are
appropriate for them. Please see th&bout Access Levedsction of this document for more

information)

7|/ Administration

Manage Advisors
Monica Andrews, Northwest High School

Click here to add a new access account.

Students Password Access Type
View List  andrews

View List

View List

Preet, Nandita View List preetn

Turnbull, Kim  View List  turnbullk

Walters, ) Schaol
Margaret View List  waltersm i ctrator/ Counselor

» View Change Log

List of Advisors

EDITING AN ADVISGRPROFILE

TheView List Of All Advisorbnk in the Advisor Administration section of the Advisor Homepage allows
you to access advisorStudent Lists, as well as edit and delete advisor information and profiles.

If you are an advisor without administrator or cwelorlevel access, you can edit 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 ovieer Change Lolink under the chart on the
AdvisorList page. Click t+@ icon beside a log entry to view details about the change.

careercruising.com [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 view their list of students, send mesdagg®ups of students, generate

custom reports, and mass print their studeh®ans resumes, Education Plans, and Matchmaker

results.

There are a number of ways to assign students to an advisor. If you have adminikvaiaaccess, you
can select an advisarname from theAssign Students To An Advisdropdown menu in the Student
Administration section of the Advisor Homepage and search for students to assign to that advisor.

Advisor assignments can also be made usind=tfie 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 Lilstk in
the Student Administration section of the Advisor Horage.

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

Administrators can remove students from an advisdist by selecting an advisemame from the
UnassigrStudents From An Advisairopdown menu in the Student Administration section of the
Advisor Homepage.

% Administration

Manage Advisor Assignments

Monica Andrews, Northwest High School
>> Assign Students to a Career Advisor

Assign Students to: Monica Andrews

To assign a student to an advisor, check the box Search Criteria
beside the student's name.

Matching Students
Once you have selected all of the students for this

Alphabetical R:
advisor, click the Save Assignments button. phabenies! Range

Grade Level
Currently Assigned To
Group

it Al | eselec A1 ropemp——

Name Username Grade Current Advisors

Northlee, Eric nwhsus109 Grade 9 Darren Mitchell

oldman, Sylvester nwhsus18 Grade 10 Kim Turnbull

Opper, Tracy nwhsusg9 Grade 11 Kim Turnbull

Pemberton, James nwhsus50 Grade 10 Darren Mitchell

Petty, Stephen nwhsusg Grade 5 Darren Mitchell

Pfeiffer, Charmaine nwhsusS6 Grade 12 Kim Turnbull

Pingley, William nwhsus57 Grade 9 Manica Andrews

Raithe, Eli nwhsus35 Grade 11 Darren Mitchell

Rath, Johnny nwhsus31 Grade 11 Darren Mitchell

Reeves, Michael nwhsusSS Grade 11 Kim Turnbull

000N OO0E OO0

Reynolds, Louis nwhsus24 Grade 12 |Darren Mitchel

Assign Students to an Advisor

careercruising.com [1.800.965.8541 Career
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Customization Options

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

PLANOPTIONS

Create NewPlan—This setting allows you to control thdy Plancreation process to suit the needs of
your staff and studnts. Deactivating th€reate NewPlanoption will remove theCreateMy Plan
option from theMy Plan dginmenu Students will be able to log ta existingPlans but they will not be
able to create new ones. This option is particularly important if you have a sdhweh approach to
My Plancreation.

% Administration

Portfolio Options

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.

Portfolio Settings

Create New Portfolio (@ Active (O Inactive
Change My Password (@ Active (O Inactive
Change My Grade Level (@ Active (O Inactive

Student Links on Portfolio Homepage @ Active (O Inactive

Show Assigned Advisor Email (@ Active (O Inactive

E\;:lrl;faothuore Lines in the Printer-Friendly ® Active 3 Inactive

Allow students to invite their parents ® Active (O Inactive

Portfolio Sections to Include

Education Levels Include in Program

11 12 Post-Sec. Section/Subsection

S
tn

Personal Profile

Advisement Log
Invite Others

KEERe
HEEEE

Mv Journal

& & & & &
[’ & & & & e
[ & & EEe
K EEEES
RGNS
& & & & &
K EEEE

Assessment Results

Plan Options

Change My Grade LevelThis option allows you to determine whether oot students are able to
change their grade level in tivePlan profile If you are using th®ly Plantool to meetspecific
completion standards or for course forecasting, we recommend disabling this featuraamabing
grade levels through thBromote/Graduate Student$unction on the Advisor Homepage.

Student Links oMy PlanHomepage- This feature allows you to activate or deactivate the function on
the My PlanHomepage that allows students to add links to career, education, and other Estirat
interest them.

careercruising.com [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 appear inMigddvisement Log section of their studen®ans

Signature Lines in the PrintdfriendlyPlan—This allows you to activate or deactivate signature lines for
students, parents or guardians, and advisors in prifiiendly versions of student®lars.

Allow students to invite their parents- This optionallows students to send invitations to their parents
or guardians to create their own Parent Portal accounts.

PlanSections to Include- You can control which sections of thy Plantool are available to students
in each grade.

Resume Builder Sectiorte Include— These options allow you to determine which sections of the
Resume Builder appear for students in each grade.

PLANCOMPLETION STANDARDS

PlanCompletion Standards allow you to set the criteria that students are required to meet in order to
complete theirPlans 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 thBlansas theyadvance.

% Administration

Portfolio Completion Reports

Monica Andrews, Northwest High School
>> View Portfolio Completion Standards

Summary Report - Portfolio Completion Standards

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.

To edit criteria, click on the names of the section you want to modify and
made the desired changes in the pop-up window. Be sure to save your
changes. It may take up to 24 hours for all reports to be updated.

15 Printer-Friendly Version

Criteria Grade Level

Career and Education Exploration 6 7 8 9 10

Career Matchmalker v

My Skills v

Ability Profiler

AN RN

Learning Styles Inventory v

Other Assessments

My Saved Careers v

Career Selector v

My Saved Schools

School Selector

NN

Einancial Aid Selector

Four Year Education Plan

-
%]

Education Plan: Sth Grade

Plan Completion Standards

careercruising.com [1.800.965.8541 Career
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Customization Options

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

1 want to add portfolio development to current career eggtion activities
1 want to use theMy Plantool to meet the needs of a career studies/development curriculum
9 are required to meet state or district mandates for portfolio development

Setting completion standards allows you to track studeptegress. At the same time, students can
view the requirements for their grade and ensure that they have met the objectives.

ASSESSMENT OPTIONS

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

% Administration

Assessment Options
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.

Assessment Settings

Level of Education Question @ Active (3 Inactive

o]

Other Assessments to Incdude

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

ooooooooooog

Assessment Options

careercruising.com [1.800.965.8541 Career
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Customization Options

Other Assessments to IncludeStudents can save results from a wide variety of external assessments
and standardized tests to their Plans. With this feature, you can select the specific assessment and test
result templates that appearnder Other Assessments the My Assessmentgction of their Plans.

SITE SETTINGS
There are a number of ways you can customize Career Cruising for users at your site:
Employment Section Status Activating the Employment section add$ink to the Employment section

to the menu bar at the top of the screen which allows all students at your site to access the Employment
Guide

% 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 Inactive
Job Search Tool Status ®active O Inactive

SSL Security ® active O Inactive

Career Cluster Options

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

16 Career Clusters
The primary cluster system is available as a search aption in the Explore
Careers section, integrated with Career Matchmaker and users can save
their cluster interests to their Portfolio. 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@caresrcruising.com.
» Secondary Cluster System

If you would like to include a secondary cluster system as a search
option in the Explore Careers section, please select the cluster system.

(0 gearch by Cluster

Site Settings
Job Search Tool StatusThe Job Search tomicorporatesa 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 provides access to the Job Seaodi onthe Employment homepage.

Career Cruising doemt screenthe postings found on Indeed.Com.

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

careercruising.com [1.800.965.8541 Career
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Customization Options

SSL SecurityWhen 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 Optionsl n t he Career Cluster Options section,
system and enable a secondary cluster system for your students. The primary ¢jsgten & available

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

the cluster interest options in thély Saved Clustersection ofMy Plan If you would like to change

your primary cluster system, pleasentact your client account manager.

If you would like to include a secondary cluster system as a search optionkixplere Careey section,
select one of the secondary cluster systems and Slale

Youcan make links to online career, education, community, or reference resources available to all
students or specific groups of students directly through ti#ms You can also upload documents,
such as field trip permission forms and course calendarstustents can view or save copies of the files.

To add links and files for students, clickAatd New Fileor on Add New Linkon the Advisor Homepage.
You can also view, edir delete links and files that are already available to students.

Linksand fileswill appear on studentdMy PlanHomepagdand the main page when they log in with
their personal My Plan loginallowing them to access these resources quickly and easily.

Students have the option to invite others to view thBians Thelnvite Others: Add/Edit Special
Contactsoption on the Advisor Homepage allows you to customize a list of individuals or organizations
your students might want to invite to view théans such as college admissions counselors, potential
co-op or internship providers, or organizations offering scholarships.

The list of contacts is available to students throughlthgte Others To View Mylanfeature in the
Share My Plagection of thePlan.

TheAdd or Modify Coursedeature 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 tdradea dropdown list in the My
Education Plan section of the My Plan tool. 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
s ¢ h o o tsésshrougb this feature.

careercruising.com [1.800.965.8541 career



Customization Options

¥ Administration

Add or Modify Courses

Monica Andrews, Northwest High School

> Please Select . . .

de 9 Grade 11 Grade 12
Add Courses Add Courses Add Courses Add Courses
Modify Courses | Modify Courses | Modify Courses | Modify Courses

Elease nate that Courze Name and Subject Area descriptions cannat excead
39 characters in length, including spaces.

Bold text denotes mandatory fields

Course Information

Course Name: |

Course Number:

Subject Area: What i< this?

OR Enter New Subject Area:

Students can take [Dsth Grade [J11th Grade
this course in 10th Grade [12th Grade

Credit 1 Credit Add Custom Credits
Course Length

‘OR Enter Different Length:

Course Description Siology 10 1= an

introductory course that
will give students an

overview of the

Add or Modify Courses

careercruising.com [1.800.965.8541 Career
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My Plan Reports

COMPLETION REPORTS

The aggregat®lanCompletion Reportdrack how students are progressing towards meeting the
objectives in thdPlanCompletion Standards. There are five options:

T

PlanCompletion Status SnapshetThis report provides an overview Bfancompletion at your
school by grade.

PlanCompletionStatus by Student This report is organized by student and shows you which
componentsof the My Plartool each student has completed.

Incomplete Pans by Criteria- This report shows the number of students who have not
completed each requirement. You celick on the number to see which students have not
completed the selected component.

Complete Rans 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 cethfiiet
selected component.

View PlanCompletion Standards- You can review th@lanCompletion Standards at any time
with this option.

You can also use the reports to send messages to students based on the status pérgwial My
Plansand various copletion criteria. Look for th&end Messag&on on the report page.

% Administration

Portfolio Completion Reports

Monica Andrews, Northwest High School

>> Portfolic Completion Status Snapshot

Customize This Report Export Data File

Select eriteria to define the report fo Pl the fermat that you

ra ease choose
specific year and/or group of students:  [would like the data exported to:

) Excel Spreadsheet

Grade Level Complete Incomplete % Complete
Grade 9
Grade 10
Grade 11
Grade 12

Plan Completion Status Snapshot

careercruising.com [1.800.965.8541 Career
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My Plan Reports

STANDARPLANREPORTS

Aggregate reporting features allow you to track studéntgeer development and exploration progress,
and to identify occupations, educational choices, activities, and course areas that interest your students.
Click on thePlanReportsbutton to access these 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 college recruitmentitds and to identify individual student needs. You can

also use many of the reports to send messages to students based on some of the information they have
saved to theiPlans Look for theSend Messag&on on the report summary pages.

% Administration

Portfolio Reports

Monica Andrews, Northwest High School

>> Portfolio 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.

Portfolio Statistics and Usage Reports

» Portfolio Creation Statistics

» Date Last Changed / Login History

» Parent Login Report
» Advisement Activities

Assessment Results
» Matchmaker Suggested Careers

» Matchmaker Recommended Clusters/Pathwavs

» Ability Profiler Summary Completion Statistics
» Ability Profiler Results

» Ability Profiler Status bv Student

» Learning Styles by Student

» Learning Stvles Distribution

» Other Assessment Results

¥

iy RS

» Careers of Interest

» Military Careers of Interest
» Schools of Interest Customize

Plan Reportdndex

My PlanStatisticsand Usage Reports

1 My PlanCreation Statistics- A summary of théVly Planaccountscreated by(or for) students at
your school.

91 Date Last ChangedLogin History- Track how often students are logging into thelans
1 Parent Login Report See how often parents or guardians are viewing their thithn
1 Advisement Activities- Monitor the advisement activities recorded in studemslvisement

Logs. You carview activities by student, topic, or advisor.
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My Plan Reports

Assessment Results Repaorts

1 Matchmaker Suggested CareersThis report lists the careers that were included in Career
Matchmakets Top 10 Career Suggestions. Reports only include the suggested careers for
Matchmaker results thastudents havelesignated as theBest Match.

1 Matchmaker Recommended Clusters/Pathwayd his report lists the top two career clusters
or pathways that wex recommended by Career Matchmaker based on stusiémerests.
Reports only include the recommended clusters/pathways for Matchmaker resultstindgnts
havedesignated as theBest Match.

91 Ability Profiler Summary Completion StatistiesA statistich 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 withime 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.

9 Ability Profiler Status by Student 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.

1 Learning Styles Distributio— Aggregate data about the distribution of identified learning styles
among your students.

1 Other Assessment ResuksA summary of the other assessments that students have completed
and saved to theiPlans

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

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

1 Schools of Interest Aggregate data on the posecondary schools that students have saved to
their Plans

1 Scholarships of Interest This report lists students based on the number of scholarships they
have saved to their Plans.
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My Plan Reports

1 Majors of Interest—This report lists the academigajors that students have saved to their

Plans.

% 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:

() Excel Spreadsheet

3 B O Text File

Career Total Male Female Detail

Aerospace Engineer 1 0 1 Miew
Aircraft Mechanic View
Automotive Service Technician View
Bartender View
Cabinetmaker

Database Developer

Dental Hygienist

Judge
Kinesiologist
Zoologist
Horse Trainer
Radiclogist

Crime Scene Investigater

1
1
1
1
1
1
Helicopter Pilot 1
1
1
1
1
1
1
1

Transportation Inspector

Careers of Interest Report

Goals & Plans Reports:

T

Career Clusters/Pathways InterestsAggregate data on the career clusters or pathways that
students are interested in.

PostSecondary Plar View the postsecondary goals that students have set for themselves,
including top three career interests, top three education institutions, and intended level of
education.

Career Planning Activities: View by ActivityData on thecareer planning activities that
students have completed.

Career Planning Activities: View by Studenfrack individual student participation in career
planning activities.

My Journal Report Data on student journal activity, including number of entiaes date last
updated. Use this report to view studenfsurnal entries.
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My Plan Reports

Activities, Experiences & Awards Reports:

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

9 Extracurricular Activities: View by StudenrtView individual student participation in
extracurricular organizations and activities.

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

1 Hobbies & Interests: View by StudenrtDetailed data on the informal or independent activities
that students enjoy.

1 Volunteer Experience- A summary of the volunteer and community service activities that
students partigpate in, including number of activities and number of hours of service.

1 Work Experience— 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:

9 Course Forecasting Generate course demand projections using data from studdats-year
Education Plans.

Reports can be customized to focus on a specific group of students based on a variety of criteria,
including grade, gender, and assigned advisor. You can save these configurations, but please note that
saving a report configurain 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 tMy PlanReports section can be exported as a text file or as an

Excel spreadsheet. To export a report, select the desired file format andEgfcktin the Export Data
File box.
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Mass Print Options

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

T
T
1

T

Mass PrintMy Plans
Mass Print Education Plans
Mass Print Resumes

Mass Print Career Matchmaker Results

Choose the documents that you would likepiont 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

Plans.

Once you have selected the students wh&$aens resumes, Education Plans, or Matchmaker itssgou
would like to print, the studentdnformation will be grouped into sets of 25 according to the students
last names. This helps to ensure that the records will be loaded and printed properly.

% Administration

Mass Print Options

Monica Andrews, Northwest High School
>> Mass Print Portfolios

Number of Portfolios Selected: 26

To ensure that all selected Search Criteria
Partfolios load and print
properly, they have been
arranged in groups of 25 First Name
according to the students' last
names.

Username

Last Name

Advisor Gorden Miranda

To begin printing, please select Gender

one of the groups below. Grade Level

It is recommended that you print
the segments in order.

1-25 (Ames - Dunning)

26-26 (Duron - Duron)

Mass Print Plans
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For Morelnformation

To access our comprehensive online help files, click o 3 button on any page within CAMS.

You can also participate in one of our live training webinars. To view upcoming sessions and to register
to participate, go tchttp:// public.careecruising.com/us/en/trainingivebinars

For more information about CAMS, please contact ysoecessmanager. If you do not know his or her
direct contact information, you can reach our client service departmeat&20-965-8541or

suppot@careercruising.com
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