 

At the end of the activity, you will have an online Annual Education Plan that you can update, expand, modify, or print up at any time.

Part One: Creating the Portfolio, Using Career Matchmaker

1. Go to: www.careercruising.com     

2. Enter the school’s username and password.  

 Username:  preston             Password:  panthers
3. From the Main screen, click on the purple PORTFOLIO button located in the menu bar.  Then click on the grey NEW PORTFOLIO button.

4. Enter your personal information. For username, use your school computer username.  For password, use your month and day of birthday– e.g. April7.  You will need to remember this for future use, so that only you can get into your portfolio.  Write down your Portfolio Username and Password. 
5. Click on the second blue tab on the left – Assessment Results. Click on Career Matchmaker. Click on New Matchmaker Session. Then read the instructions and click on START. Go through the 39 questions.  Feel free to ask if you need help interpreting the question.
6. At the end of the session click YES to save your results to your portfolio as Matchmaker1. Then click OK.

Part Two: Adding Possible Careers to the Portfolio
7. Select the Assessments tab at the top, then click on the second button My Skills. Next, click on the grey button Go to My Skills. Complete the 45 questions. Save your changes.

8. You will now have a list of 40 suggested careers with an indicator of whether this matches your current skills (‘A’ indicates the strongest match).  At this stage, if there are questions to either of the quizzes that you feel you answered incorrectly you can go back and correct your answers by going into the “Review my Answers” section. Save any updated changes.
9. Your list of suggested careers will include careers requiring a variety of levels of education as no attempt has been made, at this point, to limit the career matches to a specific level of education.
10. There will also be a list of “cluster recommendations”.  If you click on one of these, you will see a list of careers that fit into that cluster.

11. If there is a career that you are interested in pursuing and it did not appear on your list, click below on Other Options.  Type in the name of that career and Go. You might have to further refine your choice. Feedback will be given to you why it is not on your list of suggested careers. When finished, click on the grey tab ( Back to Matchmaker Suggestions.
12. Select a Suggested Career that appeals to you. Then click on the grey tab on the left Save to My Portfolio. Click on the “back” arrow (() twice to return to your list of careers then select another career that appeals to you and add this to your portfolio. Repeat one more time so that 3 careers are in your portfolio.

Part Three: Updating the Portfolio with Goals, Activities and Abilities
13. Click on the purple Portfolio button in the top menu bar.  Go to the Blue button Career Preparation and then click on Career and Life Goals.  Key in at least 1 short term goal and at least 1 long-term goal. (Click on example for suggestions). Click on Save Goals.
14. Go the blue button Activities & Abilities. If you have done any extracurricular activities at school click on Extracurricular Activities. From the drop down menu select and activities that you have already been involved in. Complete the information about activities, dates, and description. Save your changes.
15. Go back to Activities & Abilities. Complete the sections for Hobbies & Interests, Skills and Abilities and Awards & Certificates. If the section is not relevant for you, you may leave it blank. Each time, save your changes.
16. Complete the section Work Experiences if you have had a job.

17. Complete the section Volunteer Experiences if you have started doing or completed doing your volunteer hours.

18. Go to Printer Friendly Version. Click on Printer Friendly Report. Click on Print This Document.  Please pick up your copy (2 pages) from the printer.  Put your name on the second page, bring both pages to the teacher to be stapled and handed in.  If you would like a copy to keep for yourself, print a second copy.
19. Click Back. Click Logout.

Congratulations!!!!! You have now completed the first part of your Annual Education Plan.
Annual Education Plan
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