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Using This Guide

We have put much thought and effort into creating this guide to help you understand what
WaytogoRl.org is and how to make the most of it. We hope you find it useful and welcome any
feedback, which can be sent to training@xap.com.

If you are viewing this guide electronically, take advantage of the blue hyperlinks which jump to
specific sections. Readers of the printed version can refer to page numbers where shown.

This guide is divided into four sections:

Introduction and Overview

Main WaytogoRI.org Website Structure and Navigation
Beginner Tips

Instructional Modules

The first three sections are short, read well from start to finish and apply to nearly all
professionals who plan to use WaytogoRI.org. The last section, Instructional Modules, is divided
up into different uses and tools of the system. Pick and choose from the modules in this section
as they suit your specific purpose.

Copyright © 2009 Xap Corporation. XAP is a registered trademark of XAP Corporation. All Rights Reserved.



Introduction & Overview

What is it?

WaytogoRl.org is a system of connected websites that help students and clients make informed
choices about their future, and ensure more successful education and career transitions into that
future. WaytogoRl.org also empowers professionals at all levels to support and guide end-users
toward this goal

Who is it for?

WaytogoRl.org benefits students in elementary through high school and all levels of post-
secondary. It also addresses adults as they transition within the working world and between work
and education. Users can be helped and managed by counselors, teachers, administrators,
facilitators, and others who can use WaytogoRl.org in their professional capacity.

How Does it Work?

WaytogoRl.org websites are typically sponsored by an organization that provides access to other
organizations and locations within its jurisdiction. For example, a state’s higher education
authority may provide access to all the K-12 schools, colleges, and career agencies in that state.
Organizations and their members access different parts of the system with different account

types.

WaytogoRl.org can be used independently or as a resource that professionals implement with the
end-user (students and clients). Student and client users access the tools and content on the
main WaytogoRI.org website, while professional users access one of the three other websites to
perform their roles.

Partner Center
Sponsoring Organization

Global
Reporting

Global
Content

N
Main WaytogoRl.org

Local Content &

Application &
Outcome

School Profile

Configuration Website Management
Students, Clients etc.
Professional Center Control Center
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The Main WaytogoRIl.org website is for end-users such as students and clients to access tools
in the following areas:

e Career Planning

e High School Planning

e College Planning

e Financial Aid Planning

WaytogoRl.org also allows users to build a comprehensive online portfolio which reflects a
realistic and optimal picture of their past, present and future selves. The portfolio allows users to
easily share their plans with educators, advisors, parents, and anyone else who can help. While
the website is built around pre-existing tools and content, it can be customized to incorporate
state-specific content, as well as content that only applies to a specific school or center.

The Partner Center website enables the sponsoring organization to generate usage reports and
publish content in the main WaytogoRl.org site, to be viewed by all sites included in the
sponsorship.

The Control Center website enables professionals, such as college and university admissions
and other representatives, to update information about their campus on the main WaytogoRI.org
site, as well as manage online applications, transcripts, and recruitment for their school.

The Professional Center website enables professionals, such as counselors, educators, career
facilitators, and some administrators, to manage, communicate with, and report on students and
clients within their organization. As well, this site enables professionals to modify some of the
information displayed in on the main WaytogoRlI.org site for the users associated with their
organization.

End-users and Professional Center users can associate their accounts with one or more specific
organizations (e.g. schools, career centers, etc.), so that within each organization professionals
and users are connected in their respective roles. For example, a school counselor can view and
manage the activity of students at the same school.

How do | access it?

The sponsoring organization will distribute the address of the website and any applicable access
codes to counselors, teachers, administrators, students, parents and anyone else who could
benefit from using the site. Each role then uses a different online account to access the relevant
part(s) of the system.

For the Main WaytogoRI.org website, users can create their own accounts simply by navigating
to the site and entering their information.

For the Professional Center, counselors, administrators, teachers and other professionals are
provided with a Professional Account Access Key and an Administrator Code to set up their own
Professional Accounts. These two codes allow professionals two different levels of access, at the
discretion of the local organization.

Accounts for the Control Center are set up and distributed in advance, or upon request, to the
appropriate professionals.

Accounts for the Partner Center are set up and distributed in advance, or upon request, to the
appropriate individuals.
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Main WaytogoRI.org Website Structure and Navigation

The main WaytogoRI.org website is where most of the action happens. Users can navigate the
tools and content using five main navigational tabs, each corresponding to a main section of
WaytogoRl.org. The four Planning sections contain the tools and content to help users build and
execute their plans, while the fifth tab, Portfolio, organizes all work and documents users' plans.

1 2 3 4 5
Career High School College Financial Portfolio
Planning Planning Planning Aid Planning
Portfolio

Beyond the simplified diagram above, each section is broken up into smaller subsections. The
portfolio also contains some areas that need to be directly populated by the user. Some content

and tools apply to all sections, while others are independent of particular sections.

Learn About Yourself
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Beginner Tips

WaytogoRl.org is a comprehensive system that may appear intimidating at first. However, with
some basic strategies to get started, you can quickly become comfortable with it.

Tip #1 — As a general rule for sequencing, the tabs function well from left to right.

Users should begin with the end in mind — determine a career goal using the tools under Career
Planning. Younger users (students) will then work on their high school plans, which will be partly
defined by their career goals. The next step is to plan for college — based on career goals and
performance in high school. Finally, users can employ the tools under Financial Aid Planning to
ensure they find the means to fulfill their college plans. An obvious exception to the rule is that
users interact with their portfolio throughout the process.

Tip #2 — Take advantage of the Guideways.

Guideways are prescribed sequences of activities for various users. A guideway will take the user
step-by-step through existing tools and content distributed throughout WaytogoRI.org, while doing
all the navigation for the user. A guideway works like a tour guide who can lead individuals to
their particular points of interest. Once users complete a guideway, they will have a better sense
of the overall site and can navigate to additional tools and content on their own. Also,
professionals can easily track the progress of their users through a guideway report in the
Professional Center.

Tip #3 — Look at the Milestones.

Milestones are similar to Guideways in that they list a prescribed set of activities for users.
However, there are two important differences. Milestones can be completed in any order and
Milestones can be configured at the local level. Professionals at a local organization can use the
Professional Center to configure lists of up to 18 milestones each. The professional can also
assign each set of Milestones to a specific group of users at the organization. This makes it easy
for each type of user to know exactly what to do! Also, there is a highly useful Tracked Outcomes
report to see how users are progressing with their respective Milestones.

Tip #4 — Contact us for help.
If you need help for specific issues with WaytogoRI.org, you can go through the Talk to Us link in
the site, or through our corporate website at http://www.xap.com/Support/
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Interest Profiler

What is it? / Where is it? / How Do You Use It? / Best Practices / Background

What is it?

e The Interest Profiler is a self-assessment survey that identifies work-related interests and
then matches these interests to careers.

e Based on the Holland Code, the Interest Profiler ranks users' interests according to the

following six personality types and interest areas corresponding to six occupational work
environments: Realistic, Investigative, Artistic, Social, Enterprising and Conventional.

Where is it?

e Career Planning / Learn About Yourself / Interest Profiler

How Do You Use It?

e Most users can complete the Interest Profiler and print the results within 20 minutes.
More time will be needed to explore suggested careers.

e The Interest Profiler can be completed more than once, and each result will be dated and
saved.

e The four steps below are explained further in the Interest Profiler Step Details table that

follows.
Interest Profiler Steps
Step 1: Step 2: Step 3: Step 4:
Prep Users Answer Review Explore
Questions Results and Careers
Reflect
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Interest Profiler Step Details

1)

2)

PREP USERS:

Remind users that the Interest Profiler is not a test. It is a self-assessment. There are no right or
wrong answers, only answers that accurately reflect the individual user's own interests with

regards to future work activities.

Perhaps discuss Holland's Theory: Individuals who share many interests with people in a given
occupation will probably favor that occupation, and be more satisfied on the job.

ANSWER QUESTIONS:

The Profiler is composed of 180 statements.
The statements represent work activities
related to a broad range of careers and
training levels.

Users choose one of three possible answers
for each of the activities: Like, Not Sure or
Dislike.

The self-assessment can be stopped at any
time. Answered questions are saved in
increments of 30, so users can return to the
Profiler at the last increment level they
completed.

HOW WOULD YOU LIKE TO...

Study the population growth of a city

<previous NN ]
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Interest Profiler Step Details

3) REVIEW RESULTS AND REFLECT:

Your Ranking of the

At completion of the self-assessment, the Interest Areas

user's top two or three interest areas, based
on their selections, are indicated. The user
can then view careers that match all their top
interest areas.

Click a title to 522 a3 descrption of
that interest area and all of the
careers associgted with it.

Also, all six interest areas are ranked in a bar Imwestigative 16
graph — from highest to lowest interest — for Conventianal 15
the user. Orti=tic 10
Social a
Click on an interest area in this bar graph for a Erterprising g
description and a list of careers that match Fraalistic 4

that interest area. o )
(Keep in mind that the higher the

ranking, the better the interest area

Encourage users to think about their results
matches wou)l

and to record their reflections in the space
provided on the results page.

——
45 CAREERS MATCHING YOUR INTERESTS

Your Top Interest Areas: nvestigetive, Conventions|

4) EXPLORE SUGGESTED CAREERS:

When users choose to view careers based on
their results, the list will display several
important aspects of the career to help users
narrow down their choices.

Didnt find the career yau're looking for?
Sesrch for the career you're looking tor, then zee
b 1 compares o your terests

Search for ﬁ

12 3 next)

Click on a column heading to organize the
careers in ascending or descending order
based on that career characteristic.

Hational 1.
Average

Career  1|| Education Level 1l Career Cluster 1}| Interests 1|

Annual
Earnings

Click on a career name to go to the full
career profile for more information.

Actuary Bachelor's degree or ~ §33,420 Finance Canvertional,

. . higer, pluz work Ivestigative
It is also easy to use interests as a search expiince
Chara_‘Cte_”StIC_ in the Career Fm_dgr n Agricultural Aszociles degree §33,520 Agriculiure, Food and — Conventional,
combination with other characteristics to Techricin Netura Resources  Investigtve,

Realistic

search for occupations, and build a more
specific list of results.

Best Practices
Before the Interest Profiler

e Tell users that their career decisions are among the most important decisions they will make in
life. Have them think about how it would be to wake eager to go to work every day, thinking,
"l get to go to work to do what | love today!" Ask them to think of people they know who seem
highly satisfied in their jobs and have them consider how these people found their career path.
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Help users understand that a career interest self-assessment is designed to help them
evaluate their personal interests and discover careers consistent with those interests. The
most meaningful results come from responding to the assessment items in a thoughtful and
truthful manner. Assessment results can only be a reflection of the user's responses.

Optionally, lead a discussion around external influences and how they can sometimes lead to
responses that produce invalid results. Discuss how peers, media, and even parents can
affect our career exploration, possibly resulting in choices that may not align with our true
interests. Being aware of potential external influences can help mitigate their impact.

During the Interest Profiler

Set aside at least 45 minutes of time for users to be able to sign in, complete the self-
assessment, reflect on their results, and browse a few careers.

Users should work individually and be provided with quiet, uninterrupted time to complete the
activity. Because the activity is about personal interests, discussion should be reserved for
after each user has completed the self-assessment and browsed a few careers.

At the results page, encourage users to first look over their list of suggested careers, using the
key characteristics in the column headers of the results list. They can then add to their
portfolio the careers they wish to research further and read their profiles in full at a later time.
Subsequently, they can always remove careers from their portfolio, if desired.

After the Interest Profiler

The Career Finder allows users to combine various preferences and self-assessment results
to build a more focused list of careers.

While users are reviewing their Interest Profiler results, they REFINE YOUR SEARCH

can click the link Use these interests in the Career Finder. ) , ,
Combine your interests with

earnings, education, and other
characteristics in the Career Finder

Otherwise, users can add the Interests search characteristic to the Career Finder at a later
time. The location of the Career Finder is: Career Planning / Explore Careers / Career Finder.
In the Career Finder, users would click Interests in the Characteristics menu and then click
the Use Interest Profiler Results link to add these to their Career Finder search.

10
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(4] BHighSchool College Financial Aid Your

Planning Planning Flanning Planning Portfolio
Learn About Yourself Explore Careers Get a.Job

‘ Career Finder

Choose Characteristics

Education
» Education Level
» Post-Secondary Programs
P School Subjects

» Apprenticeships

Money and Qutlook
» Earnings

B Cutlook

INTERESTS

Search for careers by choosing the interests that best describe
you, Remember to only pick one or two interests. Career Finder wil Use Interest Profiler results
return careers that match all your choices.

Clear All

Interest Profiler

7 Realistic
& Youare 8 "Do-er".
= ou enjoy "hands-on' activities -- building, tinkering, fixing.
= You prefer concrete (vs. abstract) problems.
= You find that wsing tools and machinery seems to come nsturally to you,
= ‘ou often enjoy working outdoors,
= You may describe yourself as athletic.

» Basic Skils
P Transferable Skils
» Workplace Skills

My Characteristics

r Investigative
= Youare & "Thinker".

= ou enjoy ohserying, learning, evalusting,
= Yvou like the challenge of thinking throuwgh problems,

P Interests = You prefer sworking on your own.
ark Vel = ‘You often use science and math in problem sokving.
» ok Values = ‘You may describe yourzelf as inventive and original.
» Aptitudes

e Users can also begin a career search with the Career Finder using simple characteristics such
as Earnings and Education Level. They will obtain a list of careers matching their selections.
Users can then complete the Interest Profiler self-assessment and import the results into the
Career Finder to narrow down their Career Finder list further based on interests.

e Users can then continue by completing other career self-assessments — the Work Values
Sorter is a popular next choice. Work Values Sorter results are interesting to combine with
Interest Profiler results as they may result in significantly focusing the user's list of suggested
careers.

e The following diagram illustrates the interaction of the Interest Profiler with the Career Finder
and other modules.

11
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Interest Profiler with Career Finder

( ) T
Interest —
Profiler Career
L ) e —— Finder
4 1\
Work Values —————— (select other
Sorter preferences)
4 1\
Other Self- —
assessments
L e —
Explore
Suggested
Careers
Background

The Interest Profiler originated in the U.S. Department of Labor (DOL) and was distributed under
the name “O*NET Interest Profiler". It was developed to serve a variety of programs involved in
providing career exploration and vocational counseling services to clients.

The DOL designed the Interest Profiler to be compatible with the work of John L. Holland, as
presented in his Making Vocational Choices: A Theory of Vocational Personalities and Work
Environments (1985). In this book, Holland categorized occupations into six personality types,
which correlate with the interests of people in each occupation.

According to this model, individuals who share many interests with people in a given occupation
will probably favor that occupation. Also, the better the match between personality and work
environment, the likelier it is that the individual will be content with their job.

Holland identified the following six personality types, which correspond to six occupational work
environments:

* Realistic

* Investigative

* Artistic

* Social

« Enterprising

« Conventional

Together, they are referred to in acronym form as the "RIASEC" construct.

It is important to remember that an individual's interests will match several of the six interest
categories and that one category will probably be stronger than the others. Furthermore,
Holland's theory suggests that the RIASEC areas are related in a hexagonal fashion, as shown in
the following illustration.

12
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Realisfic Investigative

Conventional Artistic

Enterprising Social

In this system, adjacent interest areas (black lines) are most similar to each other, sharing many
common characteristics.

Once-removed areas (green lines) have some shared characteristics. Opposite areas (blue lines)
have few, if any, common characteristics.

After careful analysis of the O*NET Interest Profiler, Xap Corporation staff determined that it was
appropriate for use in the system. Xap then created the crosswalk to link the Interest Profiler to
the system’s database.

As indicated in the National O*NET Consortium's Development of the O*NET Interest Profiler
(1999), the four primary goals set in developing the Interest Profiler were to achieve an

instrument:

1. with strong technical characteristics that would provide clients with accurate and useful
information

2. that was fair and unbiased, to serve the needs of users from a variety of backgrounds

3. that represented the entire world of work and provided useful information to users

4. that could empower users to take control of their career exploration activities through

self-assessment, self-administration, self-scoring and self-interpretation, while also being
suited for use by counselors in one-to-one or group counseling sessions

The development process was quite thorough and involved eight phases. For details of this
process, see the Interest Profiler section of the Professional Manual.

More detailed information on the reliability and validity of the Interest Profiler can be found in
James Rounds et al's O*NET Interest Profiler; Reliability, Validity and Self-Scoring (1999).

For more technical information about the instrument from the developer, see the U.S. Department
of Labor O*NET site at: http://www.onetcenter.org/IP.html.

13
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Work Values Sorter

What is it? / Where is it? / How Do You Use It? / Best Practices / Background

What is it?

e The Work Values Sorter is a self-assessment that helps identify the global aspects of
work that a person values in a work setting, and then matches these values to careers.

e Based in part on the Theory of Work Adjustment, the Work Values Sorter reflects the
order of importance that users assign to six broad work values: Achievement,
Independence, Recognition, Relationships, Support, and Working Conditions.

Where is it?

e Career Planning / Learn About Yourself / Work Values Sorter

How Do You Use It?

e Most users can complete the Work Values Sorter and print the results within 15 minutes.
More time will be needed to explore suggested careers.

e The Work Values Sorter is best suited to users aged 16 or older, with at least an eighth
grade reading level. By the time a person reaches age 16 (around 10th grade), they have
had some exposure to work environments and their values are stable enough to measure
reliably, though work values do evolve throughout a person's lifetime.

e The Work Values Sorter can be completed more than once, and each result will be dated
and saved.

e The four steps below are explained further in the Work Values Sorter Step Details table

that follows.
Work Values Sorter Steps
Step 1: Step 2: Step 3: Step 4:
Prep Users Sort Values Review Explore
into Results and Careers
Priorities Reflect

14
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Work Values Sorter Step Details

1)

2)

3)

PREP USERS:

Remind users that the Work Values Sorter is not a test. It is a self-assessment. There are no right
or wrong answers, only answers that accurately reflect the individual user's own work values with

regards to future work situations.

Perhaps discuss the Theory of Work Adjustment: Individuals with particular characteristics are
best suited for jobs with work demands that correspond to those characteristics. The better the
match between the individual and the work, the greater the job satisfaction, job performance, and

job tenure.

SORT VALUES INTO PRIORITIES:

The Work Values Sorter consists of 20 work
situation statement cards that users place
electronically in a matrix table based on the
relative importance they attach to each
statement.

Users click one statement at a time in the
onscreen 'card pile', and drag and drop it in the
appropriate column for them in the matrix, from
Most Important (1) to Least Important (5).

As each new work situation statement is
revealed in the pile, users can reevaluate their
values ordering, and swap the location of their
cards by dropping one card onto another in the
matrix or placing cards back onto the pile.

The Work Values Sorter is designed to be self-
administered by individuals or in a group setting.
It is automatically 'scored' by the program.

REVIEW RESULTS AND REFLECT:

At completion of the self-assessment, the user's
top two or three work values, based on their
selections, are indicated. The user can then
view careers that match all their top work
values.

Also, all six work value areas are ranked in a bar
graph — from highest to lowest work value — for
the user. Click on a work value in this bar graph
for a description and a list of corresponding
careers.

Encourage users to think about their results and
to record their reflections in the space provided
on the results page.

On my ideal job it is important

that...

that of dther
wrOrkers

Gefting Started
+ Decide howy important each work situstion is to you.

+ Drag and drop each card to an empty sguare

My pay ol
compare weel wih

+ Swap cards by dropping one card onto another or placing
cards back onto the pile

(15 cards remaining)

Most Important

Somewhat

More Important
| Important

Less Important | Least Important

I make use of my
ahilties

I'weould be treated
fairly by the
company

thetime

provide an

achvancement

| could be busy all

The jok would

oppartunity for

| could give
directions and
inztructions to
cthers

The wark could
give me a feeling
of accomplishment

Your Ranking of the Work
Values

Clich a title to see a description of
that work value and all of the
careers associated with it.

Ichiewvernent v
Support 22
Wiorking Conditions 20
Recognition 20
Relationships 0
Imdeperidence 10

(Keep in mind that the higher the
ranking, the better the wark walue
matches wou)

15
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Work Values Sorter Step Details

4)

EXPLORE SUGGESTED CAREERS:

38 CAREERS MATCHING 2 OF YOUR WORK VALUES

When users choose to view careers based on our Top Wk Valies: Achievenet, Suppar Ot e eyt kg (o7
their results, the list will dISpIay several Searchmrthecareeryou're\uokmgfué,thensee
important aspects of the career to help users har  compars o yur ek vlies
narrow down their choices. Searchfor:l—ﬁ

1 2 next

Click on a column heading to organize the
careers in ascending or descending order based

on that career CharaCteriStiC. Education Level 1 Career Cluster 1. Work Values 1
Earnings
H Ajr Traffic Controller Post-secondary $107 780 Transpartation, Achievemert,
CI|ck_ on a career name to go to the full career el e (o
profile for more information. experence Logitcs
Aircraft Azsembler High school preferred, §44,180 Transpartation, Achievement,
. plus moderste lenoth, Distriation and Support
Itis also easy to use work values as a search anthedob baning Logiies
characteristic in the Career Finder in Aircraft Mechanic Onetotwoyears  $49570 Tranaportation, Achigvemert,
. . . .. 3t Gl Distritation anil Suprort
combination with other characteristics to search e e
for OCCUpationS, and build a more focused list of Arimal Control Worker  High school preferred, $30,850 Law, Public Safety,  Achievement,
re |t plus moderste length, Carrections and Suppart
Sults. on-the-joh training Securty

Best Practices

Before the Work Values Sorter

Describe the concept of work values as global aspects of work that are important to a person
and impact their job satisfaction. Introduce work value areas (without indicating your opinion of
their relative importance):

Abilities — you have the opportunity to use your talents and abilities in your work
Advancement — you get raises and promotions

Direct others — you are in a position of authority and will tell other workers what to do
Co-workers — the people you work with are pleasant and easy to get along with
Creativity — you get the chance to try out your own ideas

Work alone — you won't be interrupted by others as you complete your tasks

Make decisions — you are responsible for identifying solutions and making the choices
Help people — your work involves giving direction and instruction to others

Job security — you are assured that your job will be there as long as you want it
Variety — you do many different kinds of tasks

Encourage users to think about how their work and volunteer experiences to date have led
them to reevaluate their work value priorities for future employment.

Tell users that their career decisions are among the most important decisions they will make in
life. Have them think about how it would be to wake eager to go to work every day, knowing
that your job matches your work values. Ask users to think of people they know who seem
highly satisfied in their jobs and have them consider how these individuals' work values
correspond to their work setting.

Help users understand that this self-assessment is designed to help them evaluate their own
personal work values and discover careers consistent with those values. The most meaningful

16
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results come from ordering the assessment items in a thoughtful and truthful manner.
Assessment results can only be a reflection of the user's responses.

During the Work Values Sorter

Set aside at least 45 minutes of time for users to sign in, complete the self-assessment,
reflect on their results, and browse a few careers.

Users should work individually and be provided with quiet, uninterrupted time to complete the
activity. Because the activity is about personal work values, group discussion should be
reserved for after each user has completed the self-assessment and browsed a few careers.

At the results page, encourage users to first look over their list of suggested careers, using the
key characteristics in the column headers of the results list. They can then add to their
portfolio the careers they wish to research further and read their profiles in full at a later time.
Subsequently, they can always remove careers from their portfolio, if desired.

After the Work Values Sorter

The Career Finder allows users to combine various preferences and self-assessment results
to build a more focused list of careers.

While users are reviewing their Work Values Sorter
results, they can click the link Use these work values
in the Career Finder.

REFIHE ¥ OUR. SEARCH

Combine wourwak walues with
earnings, education, and other
characteristics in the Career
Finder

» Use these work values in
the Career Finder

17
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Otherwise, users can add the Work Values search characteristic to the Career Finder later.
The location of the Career Finder is: Career Planning / Explore Careers / Career Finder.

In the Career Finder, users would click Work Values in the Characteristics menu and then
click the Use Work Values Sorter Results link to add these to their Career Finder search.

Quei il  High School College Financial Aid Your

Planning Planning Planning Planning Porticlio
Learn About Yourself Explore Careers Geta.Job

Career Finder

Choose Characteristics

Education
» Education Lewvel
P Post-Secondary Programs
» School Subjects
» Apprenticeships

WORK VALUES

Search for careers by choosing work values that are most important
to you. Use ‘iork “walues Sorter resultts

Clear All

Work Values Sorter

."'i 5 I Achievement

T
e

It's wery important to you that your weork allowes you to use your best abilities, You wart to see the
results of your weork and get & feeling of sccomplishment.

Money and Outlook
» Earnings
P Outlook

| Independence
It's wery important to you that your work allowes you to make decisions on your own. You want to

» Basic Skils try out your cvn ideas and wark with itle supervision.

» Transferable Skilz
P ‘Morkplace Skils

My Characteristics

| Recognition
It's wery impoartant to you that vour work satizfies your need for prestige and leadership

P Interests *  opportunities, az well as opportunities for advancement.
P Work Walues
P St [T Relationships

It's wery important to you that vou have friendly co-woarkers. You would like to be of service to
others without compromizing vour sense of right and wrong.

Career Facts
» Career Clusters

Users can also begin a career search with the Career Finder using simple characteristics such
as Earnings and Education Level. They will obtain a list of careers matching their selections.
Users can then complete the Work Values Sorter self-assessment and import the results into
the Career Finder to narrow down their suggested career list further based on work values.

Users can then complete other career self-assessments — the Interest Profiler combines
particularly well with the Work Values Sorter in terms of significantly focusing the user's list of
matching career options.

The following diagram illustrates the interaction of the Work Values Sorter with the Career
Finder and other modules.
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Work Values Sorter with Career Finder

e A
)
Work Values —————
Sorter Career
L ) e —— Finder
4 1\
Interest —————————— (select other
Profiler preferences)
e A
Other Self- ———
assessments
L ) e ——
Explore
Suggested
Careers
Background

The Work Values Sorter was first developed by the U.S. Department of Labor and released under
the name "O*NET Work Importance Locator". The initial version was based on J.B. Rounds et al's
Minnesota Importance Questionnaire, as described in their Manual for the Minnesota Importance
Questionnaire: A Measure of Needs and Values (1981), and the six work values defined in R.V.
Dawis and L.H. Lofquist's A Psychological Theory of Work Adjustment (1984).

The Theory of Work Adjustment promotes the concept that individuals with particular
characteristics are best suited for jobs with work demands that correspond to those
characteristics. The greater the correspondence between the individual and the work, the greater
the job satisfaction, job performance, and job tenure. (Over time, however, the job will affect the
characteristics of the worker and the worker will affect the demands of the job.)

In other words, when exploring careers, one is more likely to be satisfied by jobs that match one's
work values and needs, is likely to perform better if one has the abilities necessary to do the job
and is satisfied, and will be more satisfied the better one performs. The more an individual is
satisfied and performing well, the longer that person will stay on the job.

The following six broad work values measured by the Work Values Sorter correlate with the
following work situations:

e Achievement — where the worker can use their best abilities

e Independence — where the worker can do things using their own initiative

e Recognition — where the worker has opportunities for advancement, is prestigious, and
has the potential for leadership

¢ Relationships — where the coworkers are friendly, the worker can be of service to others,
and the worker is not forced to do anything that goes against their sense of right and
wrong

e Support — where the company stands behind its workers and has a reputation for
competent, considerate and fair management
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¢ Working Conditions — where the worker is offered job security, good pay, and good
working conditions; some workers might like to be busy all the time, work alone, or have
many different things to do

The O*NET Work Importance Locator was designed to meet two primary goals:

e creating a self-scoring, self-assessment instrument that measures work values as
identified by the Theory of Work Adjustment

e developing an instrument that reliably and accurately measures work values as identified
by the Theory of Work Adjustment

Needs statements were modified to match statements describing work values found in O*NET
OnLine. The work values labels were also reworded to ensure that they were understandable to
all potential users. In addition, materials for a five-column version of the O*NET Work Importance
Locator were created. Included in the materials were two pages of instructions, 20 cards each
displaying a needs statement, a card sorter sheet used to place the cards into five groups, and a
scoring page on which need scores were reported and calculated.

The O*NET Work Importance Locator was designed for users aged 16 or older, with a minimum
of an eighth grade reading level. Determining work values is a process that occurs throughout a
person's lifetime; however, by the time a person enters the 10th grade (around age 16), they
have had some exposure to work environments and their values are stable enough to measure
reliably.

After careful analysis of the O*NET Work Importance Locator, Xap Corporation staff determined
that it was appropriate for use in the system, where the self-assessment is now called Work
Values Sorter. Xap then created the crosswalk to link the Work Values Sorter to the system’s
database.

In the process of completing the Work Values Sorter, users should be encouraged to keep
several points in mind:

e There is a difference between work values and interests: Interests look at what a user
likes or dislikes, whereas Work Values refer to what is important or unimportant to a user.

e The goal is to determine the relative importance of each work value (as expressed in the
need statement) to the user's ideal job.

e This is not a test. Users should be thinking about what they want in their ideal job.

For more technical information about the instrument from the developer, see the U.S. Department
of Labor O*NET site at http://www.onetcenter.org/WIL.html.
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What is it? / Where is it? / How Do You Use It? / Best Practices

Career Finder

What is it?

e The Career Finder allows users to search the system's database of more than 650
careers based on personal priorities, education goals, interests and other characteristics.

e The Career Finder is a popular feature and well-suited as a starting point for users' career
searches. The module encourages good decision-making, as users must consider
various career characteristics, rank criteria and clarify priorities.

Where is it?

e Career Planning / Explore Careers / Career Finder

How Do You Use It?

e The Career Finder performs searches in the system's career database based on users

chosen preferences in a particular search characteristic. The system then assembles a
list of careers positively coded to the criteria indicated.

e Most users can complete a preliminary search in the Career Finder within 15 minutes.
More time will be needed to explore suggested careers and reevaluate search criteria.

e The Career Finder is suited to most users, but particularly those just beginning their
career planning; those having difficulty pinpointing their career preferences; those
changing their occupation or re-entering the labor market; those seeking confirmation of a
tentative career choice; and/or those with special needs that must be addressed if
effective placement in the labor market is to take place.

e The Career Finder can be completed multiple times. Users can link to their most recent

search from Your Portfolio and save previous searches in the Career Finder.

e The four steps below are explained further in the Career Finder Step Details table that

Career Finder Steps

follows.

~
Step 1:

!
Prep Users

J

Step 2:

Choose
Search
Characteristics

J

Step 3:

Review Results
and Research
Careers

Step 4:

Reflect and
Reevaluate
Search Criteria
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Career Finder Step Details

1)

2)

PREP USERS:

Remind users that the goal is not to find the "perfect" occupation. Their goal in using the
Career Finder is to reduce the vast number of career options to a manageable number based on
personally relevant search criteria. This shortlist is the basis for further research.

The results are automatically stored by the system. Users can save and name a results list before

doing another search in the Career Finder.

CHOOSE SEARCH CHARACTERISTICS:

The Career Finder consists of 19 search
characteristics. Users select those that matter to
them most and indicate their preferences.

Users click one search characteristic at a time
and check their preference for that item. Users
should indicate only those preferences that are
essential for them, so as not to eliminate
occupations that might in fact be a good fit.

Encourage users to add Interests and Work
Values, with their results from the Interest Profiler
and Work Values Sorter assessments, as these
will link to qualitative matches (in addition to
quantitative factors like Earnings).

Users with disabilities should be encouraged to
complete the Physical Abilities and/or Physical
Demands search characteristics.

Career Finder

Chooze Characteristios

» Educstion Level
» Post-Secondsary Programs
» School Subjects
» Apprenticeships

Money and Outlook

» Earnings
» Outlook

» Basic Skils
» Transferable Skils
» Workplace Skills

My Characteristics

» Interests
» Work Walues
»  Aptitudes

» Career Clusters
» Working Conditions
» FPhysical Demancds
» FPhysical Ahilties
» Work Hours and Travel
» Military

» Careers by Gender

The Career Finder helps you narrow down & list of b
characteristics you want.

< Start by clicking one of the characteristics

You see those characteristics on the 18ft? Choose o
careers you can do with & high school diploma, choc
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Career Finder Step Details

3)

4)

REVIEW RESULTS AND RESEARCH
CAREERS:

A checkmark appears next to each characteristic
that the user has added to their Career Finder
search. With each addition, the list of careers is
correspondingly reduced.

Users should keep adding essential and truthful
search preferences until their list contains
approximately 50 careers. If the list suddenly
becomes too short, users should eliminate a low
priority characteristic from their search.

Once users obtain a manageable list of careers,

they can click a column heading to organize the
careers in ascending or descending order based
on that characteristic and review the list.

They can also click on a career name to go to the
full career profile for more information.

REFLECT AND REEVALUATE SEARCH
CRITERIA:

In reviewing their career list and reading the
career profiles, some users will find that their
results contain good career options for them.
Others will be surprised by their results.

Are the careers they obtained actually appealing
to them? If not, have them consider which of their
search preferences led to the career's inclusion. A
summary of the characteristics currently
being used appears at the top of the results
window. How might users change their indicated
career preferences in the Career Finder to get a
results list with options that appeal to them more?

For those users who are immediately happy with
their career options, have them research the
careers by reading the career profiles in full and
following all the links to additional information.
Emphasize that a career name in the system may
correspond to multiple specific occupations.

Some users may have obtained a very short list of

Career Finder

30 matches
ratter last selection)

+ Education Level
» Post-Secondary Programs
» School Subjects
» Appreticeships

Money and Outlook
+ Earnings
» Outlook

» Basic Skils

» Transferable Skills
» Warkplace Skils

+ Interests
» Work Values
» Apttudes

» Career Clusters
‘Wiorking Conditions
Physical Demands
Physical &bilties

Military
Careers by Gander

My Characteristics

>
»>
»>
» Wiork Hours and Travel
>
»>

‘ou chose the following characteristios Di
« Education Level: High schoal nat sompleted (but =
preferred), High school completed (GED), One to twio he
vears post-secondary fraining o

« Earnings: $40,000 per year and up
« Interests: Realistic, Investigative

30 careers match all of these characteristics

1 2 next)

Aerospace Enginsering and  Associate's dearee 356,750
Operations Tachnician

Aviation Inspector Post-seconcary 357,050
training, plus work
experience

Cardiovasculsr Associate's degres  $46,530

Chemical Technician Azzociate's degree $42,420

Civil Engineeting Technician  Associate's degree 43890

Computer Support Specislist  Associate's deares 345,300

tches
retion)

evel
dary Programs
ects
ships

ane Travel

You chose the following characteristics:

Education Level: High school not completed (but
preferred), High school completed (GED), One to two
years post-secondary training

Earnings: $40,000 per vear and up

Inter ests: Realistic, Investigative

30 careers match all of these characteristics

1 2 next»

Career 11| Education Lewel 1.

Aerozpace Engineering and  Associate's degree o6,
Dperations Technician

Auyigtion Inspector Post-zecondary 557
training, plus work
Experience

Cardiovazcular Azzociste's degres F4E

TechnologistTechnician

Chemical Technician Azzociate's degree a2,

Civil Engineering Technician  Associate's degree §43;
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Career Finder Step Details

matching careers by entering search preferences
that match few occupations, such as a low
Education Level combined with a high level of
Earnings. Ask users to consider this conflict and
adjust one metric for a more realistic career
search.

Users can also expand their results by clicking the
link to see the careers that matched all but one
of their Career Finder characteristics at the
bottom of the results window.

To save their last search before doing another,
have users return to the Career Finder via the
main Explore Careers link at the top of the page.
They will be given the option of saving their last
search with a name of their choice before
beginning a new search.

hazsage Therapist Post-zecondary $40,330 Health Science
training, plus work
ExpEriEnce

Mechanical Drafter one to two years P46 690 Architecturs and
post-secondary Construction
trairing

Mechanical Enginesring Aszociate's degree $49 200 Manufacturing

Technician

1 2 next

WWould you like to see the careers that matched all but 1 of your Career Finder characteristics?

CURRENT SEARCH

Ir your mist recert search, you chogze the following characteristics:
+ Edueation Level: High school not completed (but preferred), High school completed (GED), C
wears post-secondary training
« Earnings: $40,000 per year and up
+ Interests: Reslistic, Investigative

Edit or acd charscteristics for this search using the links on the left, or choose an option below:

» \fiew careers based on the characteristics you selected
» Clearyour choices and start again

Save this aearch as: > Save

Saved Bearches

“ouve saved the following Caresr Finder searches:
+ Jung 3 (Delete)
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Best Practices

Using the Career Finder with Other Features

The Career Finder is best combined with other features in the Career Planning section
of the website. During the Finder, the user chooses preferences for personally relevant
characteristics. These characteristics also include self-assessments that the user can
take before or during a Career Finder search. When a resulting list of careers is
presented, the user can explore these by reading the career profiles. The following
diagram illustrates this interaction.

Career Finder with Self-Assessments

Career Planning

I

Learn About
Yourself

-

Self Assessments:
- Interest Profiler
- Basic Skills Survey

- Work Values
Sorter

- Career Cluster
Survey

- Transferable Skills
Checklist

~

J

I

Explore
Careers

|

Career Finder

|

[ Choose
Characteristics:

- Education

- Money and
Outlook

- Skills

- My o
Characteristics
(self-
assessments)

- Career Facts
\ J

[

e ™
Explore
Suggested
Careers
\ Y,

Career
Profiles
Database

25

Copyright © 2009 Xap Corporation. XAP is a registered trademark of XAP Corporation. All Rights Reserved.



Before the Career Finder

Tell users that the Career Finder can help them reduce the long list of possible careers to a
workable number by applying personally relevant search criteria, such as Earnings, Education
Level, Work Values and Physical Abilities. This process encourages thoughtful decision-
making, as users must consider career characteristics, rank criteria, and clarify priorities.

Consider how the Career Finder works. Each time users provide information about themselves
by indicating a preference in a career characteristic, they will affect the range of matching
possibilities by excluding those careers that are not positively coded to the indicated
preference. The program is designed to search based on the set, strict definition of the various
search items and their corresponding options. The system displays a list of matching careers
after each new preference is indicated, allowing users to see the consequence of each new
search factor inclusion.

Make sure that users understand the logic that underlies the Career Finder's function; that
each characteristic and preference is strictly coded; and that they should use only those
preferences that are really important to them. If the preference selections in the completed
characteristics are appropriate, the career search results should be appropriate too.

Remind users that the goal is not to find the "perfect” occupation, but to generate several
lists of potential occupations that are appropriate for further consideration and research.

During the Career Finder

Set aside at least 45 minutes of time for users to be able to sign in, complete the Career
Finder, browse a few careers, and reflect on their results and search criteria.

Users should work individually and be provided with quiet, uninterrupted time to complete the
activity. Because the activity is about personally relevant search criteria, discussion should be
reserved for after each user has completed the Career Finder and browsed a few careers.

If you wish to provide additional guidance regarding individual search characteristics, refer to
the Career Finder Characteristics section of the Professional Manual, which offers specific
counseling tips.

Once a search is complete, a list of suggested occupations is presented. Users can then
determine whether the list matches their needs, abilities and aspirations. If not, they should
reassess the relative importance of the topics and factor selections that caused those
suggestions, and consider changing one or more previous selections.

After the Career Finder

While browsing the results list, users can click on individual links to read the complete career
profile. Encourage users to read the career profiles to find out more. The links in the profiles
provide many avenues for further research.

Once users have obtained information about as many careers as they wish, they may want to
return to the Career Finder to modify their indicated preferences based on a new awareness
of their needs.

Some users may be dissatisfied with their list of careers. These issues may be involved:
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- Each career in a user's results list represents an area of the working world. Career
professionals may know, but users may not, that careers like Family/General Practitioner
or Coach represent clusters of diverse opportunities or zones in the workforce. Further
research is required to pinpoint specific career prospects.

- Inexperienced users may have indicated unrealistic combinations of preferences (for
instance, combining the highest Earnings with the lowest Education Level. In such cases,
users should be encouraged to adjust their factor selection, based on a growing
understanding of the realities of the work world.

- Some users may have entered too many preferences, including ones that don't really
correspond to their most important personal criteria, resulting in a limited list of matching
items. Suggest that they do a new Career Finder search, based on their most basic and
important career preferences.

The following diagram shows the steps to take after performing a Career Finder search.

27

Copyright © 2009 Xap Corporation. XAP is a registered trademark of XAP Corporation. All Rights Reserved.



After the Career Finder

Vs 1\
Review Resulting Career List
\_ J
4 ﬂ N\ 4 ﬂ N\
Too Many Too Few
Careers? Careers?

(. J/ (. J
( ﬂ N e ﬂ A
Choose More Remove Least
Preferences Important

L b, Preferences
J’L \
| I

Browse Updated Career List

. J
4 ﬂ ] 1\ Ve ﬂ ~N
Happy with Not Interested
Some in Any
Careers? Careers?

N\ J_L J \_ Yy,
( N ) 4 u N
Research Consider

Career Issues and
Profiles Reevaluate
N J Criteria
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Save Want to Start a New
Favorites to Explore More ———> Career Finder
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Your Plan of Study

What is it? / Where is it? / How Do You Use It? / Best Practices

What is it?

e The Your Plan of Study feature lets students create their own high school course plans,
allowing them to take charge of planning their high school studies while considering their
future plans. The feature provides a framework for students' preparation for their
transition to college and career.

e Basic feature components, like programs of study, clusters and pathways, are set by the
system. However, they can be customized to suit the specific requirements of a particular
school by holders of professional accounts with administrative privileges. Users can also
build a plan from scratch, without reference to the components set by the system.

Where is it?

e High School Planning / Your Plan of Study

How Do You Use It?

e Step-by-step, Your Plan of Study takes users through the process of creating their plan.
Students can base their plan on one of 16 career clusters or one of the sub-categories
within each cluster, called career pathways. Students also have the option to create a
course plan from scratch. Here, they build their own plan by entering the courses they
intend to take — courses that aren’t based on a cluster or pathway.

e Plans are flexible, allowing students to explore and update their study plans with
status (planned, enrolled or completed), credit earned, final grade, and new courses.

o Recommended courses for clusters and pathways are defined and updated in the
system’s Professional Center by a school administrator. The master course list is also
maintained in the Professional Center.

e The four steps below are explained further in the Your Plan of Study Step Details table

that follows.
Your Plan of Study Steps
Step 1: Step 2: Step 3: Step 4:
— — —
Prep Students Choose a Edit Course Update Your
Recommended Plan Selections Plan of Study

(Cluster or Pathway)
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Your Plan of Study Step Details

1)

2)

PREP STUDENTS:

Remind students that the goal is not to create the "perfect” plan for their high school studies. Their
goal in using Your Plan of Study is to create a basic plan that corresponds to their current
curriculum and set of interests. They can adjust their plan later to suit their evolving goals.

Each plan of study is automatically stored by the system. Students can name their plans of study
and indicate which is their primary plan — the one they will use to shape their actual course

selections.

CHOOSE A RECOMMENDED PLAN

Students can create a plan of study based on a
career cluster that that best corresponds to their
interests in terms of study and/or career area.
There are 16 career clusters to choose from in
creating a plan of study in this way, as shown in
the first screenshot at right.

Within each cluster, there are several career
pathways which can be used as a basis for the
plan of study if the student's interests are already
focused on a more specific field of work or
education. Otherwise, the student can build their
plan of study using the cluster in its entirety or
choose a different cluster.

The second screenshot at right shows a detail of
one of the clusters' pages and its pathways.
Students can click the more details link to learn
more about any cluster or pathway.

Students can also choose to create a course
plan from scratch. This option appears at the
bottom of the window where students saw all 16
clusters listed.

Your Plan of Study

CHOOSE A CAREER CLUSTER

Career Clusters are groups of careers that recuire a set of common knowledge and skils for carser success.
Careers at different levels of postsecondsry education and specific career preparation pathways are includsd in each ol
clusters and pathveays help define the courses you should! take in high school and colege.

Choose one of these Career Clusters to start building your plan of study

P Aoricutture, Food anc Natural Resources » Architecture anct Construction

» Arts, Audio-Viden Technology and C P Business, hanagement and Administration
P Edlucation and Training » Finance

¥ Government and Public Administration » Heafth Science

P Hospitalty and Tourism P Human Services

¥ Infarmation Technology P Law, Public Safety, Carrections and Securit
P Manufacturing P Marketing, Sales and Service

¥ Science, Technalogy, Engineering and Mathematics P Tranzpottation, Distribution and Logistics

or, p= Creste a Course Plan from Scratch

Your Plan of Study

You can use the Career Cluster you selected to build your plan of study.

Planning, managing and performing marketing activities to

ohjectives, (more detals

Marketing, Sales and Service
P Builet ywour plan of study using this chster

Or choose a Career Pathway from Marketing, Sales and Service if one of the pathways is a b¢
plan. These pathways are more specific groups of careers with more specific plans of recor
courses.

Employees in buying and merchandising postions get the
customer. This process includes forecasting, planning, b
- Bluild your plan of study using this pathway providing customer service. (more defalls)

Buying and Merchandising

There is a wide range of career options with the broad fi
In scicition to those whi actually handle procducts and ma
P Bl your plan of study using this pathwey Manage the movement, storage and sllatment of both raw
products. Employees coordinate just-intime inventory of

assembly plants just as they schedule delivery of the righ
local stores. These employees have a major impact on th
and on an individual company's ability to meet demand in

Distribution and Logistics

Employees in e-marketing careers use electronic tools to
These individuals may provide e-mail campaign managem
P Bl vour plan of study using this pathway optimization services and online affiiste marketing progrs

E-Marketing

Penple with careers in management and ertreprensurshi
the operations of businesses and corporations, nonprofil
organizations. In small firms, the owner or chief executiv
achvertising, promotions, marketing, sales and public relati

Management and
Entrepreneurship

W Bl your plan of study using this pathivay firms, which may offer numerous products and services
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Your Plan of Study Step Details

3)

4)

EDIT COURSE SELECTIONS:

The plan of study appears in grid form. Students
can give a personal name to their plan by clicking
the Rename button at the top of the page.

In the case of a plan of study based on a career
cluster or pathway (a detail of which appears in
the first screenshot at right), the plan of study has
recommended courses already indicated in the
grid. Students can amend this plan based on the
specifics of their school's curriculum or their own
choices by clicking on a cell in the grid.

In the case of a plan built from scratch (a detail of
which appears in the second screenshot at right),
the plan of study shows some broad subject areas
in the first column of the table. Students click on
any cell in the grid, by subject area and grade, to
select a suggested course from a dropdown menu
or type in a course name corresponding to their
school's curriculum. They add this course and
save it before returning to the plan of study grid.

Students can create multiple plans. However, one
plan of study will be their primary one. Their first
plan will become their primary plan by default, but
they can make any subsequent plan their primary
one by clicking the Make This Your Plan of
Study link below their new plan's grid.

Students should feel free to experiment with
alternate career paths, plans of study and course
options, since all their plans are saved.

UPDATE YOUR PLAN OF STUDY:

Students can return to a plan of study at any time
to update it as they progress through their high
school education. They can confirm credits
obtained and courses completed, enter grades
received, and indicate any changes in the courses
they are taking.

From the main Your Plan of Study landing page,
students click View Your Plan of Study to update
their primary plan, or click the name of any other
of their plans to work on those.

Students then click any of the plan's table cells to
update the corresponding course. They can also
still rename their plan and cross-check it against a
particular college's entrance requirements.

Your Plan of Study

Currently Viewing:  Performing Arts —

*Your Plan of Study starts off with some recommended courses for follovwing this Career Pathway.

* Updsate this Plan of Study with the courses you're planning totake, have enrelled in, and those you

Click a cell to update its status. Shaded cells represent subjects (hy grade) which you have not el
*If you decide to add courses other than thoge recommended by this Pathvweay, be sure you're till meet

requirements. You should also compare your plan to college entrance requirements.
¥ College Reguirements Checkup

Language Arts | English English English

* 2 credi(s) *1 credit(s) *1 credi(s) *1 credit(s)
[enrolled)
English | e (e U= el
Language Arts Language Language Arts Language Arts
Arts Il n 1 crecit(s)
*1 credits) *1 credtrs) hote:
hlcite: Dicite;
Beginners' Math Geometry Algebral
*1 credt(s) *1 credit(s) *1 credt(z)
[enrolled)
o OReme-
Trigonometry
*1 credtrs)

Language Arts |
* 2 creddtis)

English / Language Arts (enralled)

Beginners’ Math
*1{ creddtis)
enralled)

P Make this vour Plan of Study

Your Plan of Study

PLAN YOUR HIGH SCHOOL COURSES USING CAREER CLUSTERS AND PATHWAYS
THAT INTEREST YOU

Your Currently Selected Course Plan

D igwe Your Plan of Study Plan Name: My Personal Flan of Study (June)
Chosen Cluster:

Chosen Pathway:

“You created this plan on June 08, 2008, and last updated it on June 08, 2008

OTHER PLANS YOU'VE CREATED

Your Personal Plan of Study
Cluster llame:
Pathway llame:
Date Created: e 08, 2009
Last Updated: .une 08, 2009

Performing Arts

Cluster llame: ks, Audio-Videa Technology and Commurications
Pathway llame: Performing Arts

Date Created: e 05, 2009

LastUpdated: e 05, 2008

Marketing, Sales and Service
Cluster Hame: Marketing, Sales and Service
Pathway llame:

Date Created: June 08, 2009

Last Updated: June 08, 2009

Teaching/Training
Cluster Hame: Education and Training
Pathway llame: TeschingTraining
Date Created: June 08, 2009
Last Updated: June 08, 2009

Your Personal Plan of Study (3)
Cluster Hame:
Pathway Hame:
Date Created: June 08, 2009

Your Personal Plan of Study (2)
Cluster llame:
Pathway llame:
Date Created: e 05, 2008

Last Updated: June 08, 2009 Last Updated: June 08, 2003
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Best Practices

Using Your Plan of Study with Other Features

The Your Plan of Study feature is best combined with other features in the website. During
Your Plan of Study, the student normally chooses a career cluster or pathway on which to

base their plan. There are several ways to choose clusters and pathways. Students can
simply pick one during Your Plan of Study and then click on its More details link to see related

careers, programs and high school courses.

However, the student can make a more informed choice if they choose a cluster or pathway

before starting Your Plan of Study, based on self-assessments and research of profiles
within the website. The student can start by choosing desired future careers (use the Career

Finder and the Explore Careers features.) Or they can start with the Career Cluster Survey, a
self-assessment that helps them discover their top clusters. The following diagram illustrates

this interaction.

Your Plan of Study with Career Finder and Career Cluster Survey

Career Planning

High School Planning

[ [

Explore Learn About
Careers Yourself

\
Career Finder
Survey

(Or use Search and

Career Cluster

Browse to research
specific profiles)

[

Top Career Top Career
Profiles Clusters

[

(Each profile
indicates related
cluster and N\

~

pathway)

I

Your Plan of
Study

|

\_

Choose a Career Cluster

(Choose also a specific pathway if
desired)

|

Create Plan of
Study
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Before Your Plan of Study

Tell students that it's useful to think of their high school studies in relation to their future
aspirations, and to plan their schoolwork accordingly. That way, their studies acquire even
more meaning and purpose, and are pertinent to their post-secondary and career interests.

Ask students to name careers that interest them, and write them down on the board if working
with a group or on a piece of paper if working with an individual user. Discuss with students
the relation between various school subjects they are studying and the careers that interest
them. Give them examples of how they would use the class subject matter in those careers.

Some students may be discouraged to learn that they would have to do math in carpentry, or
write well to be a police officer, if these subjects are not their strong suit. This is an
opportunity, however, to encourage them to work harder and improve in these subjects, since
they now have a practical reason for doing so. They can imagine using an equation on a
building job or writing a sentence well in a police report. This can help provide purpose and
motivation to many students in their studies — improving their skills to achieve a career goal to
which they are otherwise already well-suited.

Inform students of the extent to which the master course list and recommended courses for
clusters and pathways have been customized to suit your site's particular curriculum and
course availability. This way, students will be aware of the level of specificity of the course
options they are presented with when building their plans.

During Your Plan of Study

Set aside at least 45 minutes of time for users to be able to sign in, build their plan of study,
and review their choices.

Users should work individually since the activity is about a personal plan of study. Provide
quiet, uninterrupted time for students to work on their plan, though they may have questions
about your school's curriculum and graduation requirements.

Students can create several plans. However, one plan of study will be their primary one. The
primary plan is prominently displayed in the main section of the Your Plan of Study landing
page, and in Your Portfolio under High School Planning. Other plans of study created by
the user appear below the primary one. The first plan of study students create will become
their primary plan by default, but they can make any subsequent plan their primary one by
clicking the Make This Your Plan of Study link below their new plan's table.

After Your Plan of Study

Encourage students to experiment with alternate career paths, plans of study and course
options, since all their plans are saved. They can also print out copies to discuss with other
teachers, counselors and their parents.

However they construct their primary plan of study — the one they actually use to shape their
course selection — students should make sure that it meets their school's graduation
requirements by consulting teachers or counselors, especially if they are adding courses
other than those recommended by the system.

Students can also cross-check their plan against college entrance requirements by clicking the
College Requirements Checkup link above their plan of study table. Students then choose a
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college to see a comparison of the college's entrance requirements with their plan of study.
Note that requirements are not available for all colleges.

The following diagram illustrates the interaction of the Your Plan of Study module with other
elements of the system:

Your Plan of Study

s N ( \
—
Master Course
List S ——
(. J Your Plan of
e N Study
 —
Recommended
Courses e —
N J

College
Requirements

Copyright © 2009 Xap Corporation. XAP is a registered trademark of XAP Corporation. All Rights Reserved.

34



College Planning Timeline

What is it? / Where is it? / How Do You Use 1t? / Resources / Best Practices

What is it?

e The College Planning Timeline provides users with a checklist of steps they should follow
every year from the 7th grade until college freshman year to make a successful transition
from high school to college.

e Many items on the College Planning Timeline link to resources found within the system or
on other websites, making it easy and straightforward for users to accomplish the related

high school, financial aid or college task. Steps for alternate paths after high school are
also included.

Where is it?

e College Planning / Prepare for College / College Planning Timeline

How Do You Use It?

e At the beginning of every school year, users should review the College Planning Timeline
to find out what they should be doing to stay on track in their high school studies and
prepare for their post-secondary goals.

e Users should revisit the timeline on a monthly basis to review the suggested steps and
make note of which tasks they still have yet to complete.

e Inthe 11th and 12th grade, as the college planning workload increases and becomes
more time-sensitive, the College Planning Timeline actually breaks down into monthly
checklists, helping users to ensure that they are completing everything in a timely
manner.

e The College Planning Timeline links to resources within the system or on other websites,
helping users accomplish the related task.

Resources

The following table lists the relevant resources for each grade level, and shows where they can
be found within the system or on the web.
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College Planning Timeline Resources

Grade Resource Location
7" Grade Successful Study Techniques College Planning Timeline
Career Finder Career Planning / Explore Careers
Career Cluster Survey Career Planning / Learn About
Yourself
Interest Profiler Career Planning / Learn About
Yourself
Time Management 101 College Planning Timeline
How to Improve Your Reading College Planning Timeline
Comprehension
How to Write Effectively College Planning Timeline
8" Grade Successful Study Techniques College Planning Timeline
College Savings Calculator Financial Aid Planning / Financial Aid
Calculators
Your Plan of Study High School Planning / Your Plan of
Study
ACT Explore Website http://www.actstudent.org/explore/
Getting Ready for College College Planning / Prepare for College
o Grade Explore Programs and Majors College Planning / Explore Programs
and Majors
Successful Study Techniques College Planning Timeline
College Savings Calculator Financial Aid Planning / Financial Aid
Calculators
Your Plan of Study High School Planning / Your Plan of
Study
College Matching Assistant College Planning / Explore Schools
Explore Schools College Planning / Explore Schools
ACT Explore Website http://www.actstudent.org/explore/
Getting Ready for College College Planning / Prepare for College
10" Grade Successful Study Techniques College Planning Timeline
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Grade

Resource

Location

College Savings Calculator

Financial Aid Planning / Financial Aid
Calculators

Find Scholarships

Financial Aid Planning / Find
Scholarships

Your Portfolio — High School Planning

Your Portfolio / High School Planning

ACT PLAN Website

http://www.actstudent.org/plan/

Test Prep

College Planning / Test Prep

Explore Schools

College Planning / Explore Schools

College Matching Assistant

College Planning / Explore Schools

11" Grade Successful Study Techniques College Planning Timeline
Career Finder Career Planning / Explore Careers
College Matching Assistant College Planning / Explore Schools
Getting Ready for College College Planning / Prepare for College
Test Prep College Planning / Test Prep
What it Takes to Ace the SATs College Planning Timeline
Your Plan of Study High School Planning / Your Plan of

Study

Explore Schools College Planning / Explore Schools
College Application Essay Tips College Planning Timeline

12" Grade College Savings Calculator Financial Aid Planning / Financial Aid

Calculators

Your Portfolio - Postsecondary Plans

Your Portfolio / College Planning /
Postsecondary Plans

College Application Essay Tips

College Planning Timeline

Scholarship Finder

Financial Aid Planning / Find
Scholarships

FAFSA Web Form

www.fafsa.ed.gov
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Grade Resource Location

Financial Aid Wizard Financial Aid Planning / Build Your
Financial Plan

How to Select a College or University College Planning Timeline

Explore Schools College Planning / Explore Schools

Best Practices

Before the School Year

At the beginning of each new school year, users should review the College Planning Timeline
for their grade level.

Students should print out the College Planning Timeline and post it at home where it will be
highly visible to both the user and their parents. For example, it could be posted beside the

computer station or on the fridge. This way both users and their parents can ensure that the
college planning process remains on track throughout the school year.

Counselors and teachers should also print out a copy of the College Planning Timeline and
post it in the classroom, as a reminder to students who may not print it out at home.

During the School Year

On a monthly basis, users should log in to their portfolio to revisit the College Planning
Timeline. Depending on the activity, some tasks include links to required reading or tools
within the system or on other websites. Users should try to complete at least one or two of
these tasks every month.

For the 11th and 12th grade, the College Planning Timeline offers monthly checklists, helping
users keep track of deadline-sensitive tasks.

On a monthly basis, educators should remind or task users with completing at least one of the
items on the timeline.

Once students have completed an item, they can check it off their printed list at home.

After the School Year

At the end of the school year, users should review the College Planning Timeline with their
counselors, teachers, parents or guardians to ensure that they have completed all the
necessary tasks. They should also discuss those items they have not yet completed to figure
out when and how they will achieve the tasks required.

Users should then review the checklist for the upcoming school year and if possible, get an
early jump on some of the items during the summer months.
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School Finder

What is it? / Where is it? / How Do You Use It? / Best Practices

What is it?

e The School Finder allows users to search the system's database of thousands of
colleges and universities based on personal priorities, education goals and other
characteristics.

e The School Finder is a popular feature and well-suited as a starting point for users'
school searches. The module encourages good decision-making, as users must consider
various aspects of their postsecondary choice, rank criteria and clarify priorities.

Where is it?

e College Planning / Explore Postsecondary Schools / School Finder

How Do You Use It?

e The School Finder performs searches in the system's postsecondary school database
based on users' chosen preferences in a particular search characteristic. The system
then assembles a list of schools positively coded to the criteria indicated.

e Most users can complete a preliminary search in the School Finder within 20 minutes.
More time will be needed to explore suggested schools and reevaluate search criteria.

e The School Finder is suited to most users, but particularly those just beginning their
school planning; those having difficulty pinpointing their school preferences; and those
seeking confirmation of a tentative school choice.

e The School Finder can be completed multiple times. Users can link to their most recent
search from Your Portfolio and save previous searches in the School Finder.

e The four steps below are explained further in the School Finder Step Details table that

follows.
School Finder Steps
Step 1: Step 2: Step 3: Step 4:
Prep Users Choose Search Review Results Reflect and
Characteristics and Research Reevaluate
Schools Search Criteria
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School Finder Step Details

1)

2)

3)

PREP USERS:

Remind users that the goal is not to find the "perfect” school. Their goal in using the School
Finder is to reduce the vast number of school options to a manageable number based on
personally relevant search criteria. This shortlist is the basis for further research.

The results are automatically stored by the system. Users can save and name a results list before

doing another search in the School Finder.

CHOOSE SEARCH CHARACTERISTICS:

The School Finder consists of 37 search
characteristics. Users select those that matter to
them most and indicate their preferences.

Users click one search characteristic at a time
and check their preference for that item. Users
should indicate only those preferences that are
essential for them, so as not to eliminate schools
that might in fact be a good fit.

Encourage users to add Programs/Majors
Offered, as their plan of study will be as important
as the school they choose. And not all schools
offer all programs. Users should also consider
future careers and the education they will require.

REVIEW RESULTS AND RESEARCH SCHOOLS:

A checkmark appears next to each characteristic
that the user has added to their School Finder
search. With each addition, the list of schools is
correspondingly reduced.

Users should keep adding essential and truthful
search preferences until their list contains
approximately 50 schools. If the list suddenly
becomes too short, users should eliminate a low
priority characteristic from their search.

Once users obtain a manageable list of schools,

they can click a column heading to organize the
schools in ascending or descending order based
on that characteristic and review the list.

They can also click on a school name to go to
the full school profile for more information.

School Finder

P — The School Finder helps wou namow down 2
choose.
i ct= I
P Location
»  School Type START
» Fublic/Frivate - Start by choosing characteristics
p  School Setting
» Sehol S.lze See these characteristics on the left? Ch
= Foademic Calendar and elick on it. For example, if you want
W Historically Black Locatian.
Adrnissions I
p Entrance Difficulty
P Test Preference
» GPA
P ALCT Scores
P SAT Soores
P Admizsions Paolicies
p Advanced Placement
= Intemational Baccalaureate
P Fpplicant Selection Criteria
Co 4nid Financial Aid
= Tuition
= Tuition Plus Raom & Board
= Tuition Payment Plans
p Heed-based
ScholarshipssGrarts
p Hon-need-bazed
ScholarshipssGrarts
= Programshdsiors Offerad I
School Finder
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+ Public/Private: Public
I + Ertrance Difficulty: Selective
. + Tuition: resident: Less than $2,500, $2 500 to $5,000,
Locati
¥ Location $5,000 ta 7,500, 57 500 1o $10,000
» School Type
' PublisiPrivate
» School Setting e
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P School Size
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I 44 | Tuition 4.
+/ Entrance Difficulty Baruch College Fourear, 4,000
B Test Preference Hew ok, N Graduate
» GPR Bloomsburg Uniwesity of Fourear, 5,258
Pennsylvania Graduate
» ACT Scores Bloomsburg, P&
SATS
> . clzoles o Bridgemater State College  FourYear, $210
» Admissions Policles Bridgemater, MA Graduate
» Advanced Placement Brooklyn College Fourear, F4,000
P Intemational Bacealaureate Bragkhyn, MY Graduate
» Applicant Selection Criteria California University of Fourear, $5,358
" e P hvani. Graduat
Costs And Financial Aid | iy st
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& Tuition .
. Clarion University of Fauryear, §5.163
= Tuition Flus Room & Board Fennsyhrania Graduate
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Copyright © 2009 Xap Corporation. XAP is a registered trademark of XAP Corporation. All Rights Reserved.



School Finder Step Details

4)

REFLECT AND REEVALUATE SEARCH
CRITERIA:

In reviewing their school list and reading the
school profiles, some users will find that their
results contain good school options for them.
Others will be surprised by their results.

Are the schools they obtained actually appealing
to them? If not, have users consider which of their
search preferences led to the school's inclusion,
or to the exclusion of a school they know they
would have liked. A summary of the
characteristics currently being used appears at
the top of the results window. How might users
change their indicated school preferences in the
School Finder to get a results list with options that
appeal to them more?

For those users who are immediately happy with
their school options, have them research the
schools by reading the school profiles in full (click
the name of a school to access its profile in the
system) and following all the links to additional
information from the school profiles.

Users can save a set of search criteria and the
corresponding search results at any time by using
the field that appears beneath the list of school
search characteristics. Users enter a name of
their choice in the field and then click Save your
current search as.

If they navigate away from the School Finder,
users will also be given the opportunity to save
their most recent school search when they next
return to the School Finder. They can give it the
name of their choice and save it before beginning
a new search.

All their previous Saved searches will appear in a
sidebar each time users return to the School
Finder. Saved searches are also accessible from
Your Portfolio, in the College Planning section,
under Postsecondary Plans.

School Finder
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=t zalaction)

I
don

ol Type

oiPrivate

ol Setting

ol Size

emic Calendar

ically Black

nice Difficulthe

“reference

P Clearyour choices and start
again

= Save your current search as:

“fou chose the following characteristics:

* Location: Motheast

* Public/Private: Fublic

+ Entrance Difficulty; Selective

# Tuition: resident: Less than §2,500, F2 500
5,000 to F7,500, 7 500 to F10,000

47 schools mateh all of these characteri

1 2 3 nextd®

Type T

Fourvear,
Graduate

Baruch College
MNew Vot MY

CURRENT SEARCH

Save thissearch az

Inyour most recent search, wou chose the following characteristics:

+ Entrance Difficulty: Most selective
o Tuition: resident: Less than $2,500, out of-state: Less than $2,500

Edit or add characteristics using the links on the left, or

P “iew schools based on the sharacteristios you chose

P Clear your choices and start a new search

SAVED SEARCHES

“ou'we saved the following School
Findersearches;

o Second Search (Delete)
+ Fist Search (Delete)

P Save
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Best Practices

Using the School Finder with Other Features

e The School Finder is best combined with other features in the website. During the Finder, the
user chooses preferences for personally relevant characteristics. One important characteristic
is the Programs/Majors Offered by the school. Users can research programs before or
during a School Finder search (use the Explore Programs and Majors feature).

e When choosing programs, the user should also consider desired future careers and the
education required for these (use the Career Finder and the Explore Careers features.)
Program profiles and related career profiles contain links to each other. When the School
Finder presents a resulting list of schools, the user can then explore these by reading the
school profiles. The following diagram illustrates this interaction.

School Finder with Program and Career Profiles

Career Planning College Planning
( ﬂ ) ( ﬂ N\ ( ﬂ )
Explore Explore Explore
Careers Programs and Postsecondary
Majors Schools
(. J (. J & J
( M ) ( M N\ ( U )
Career Finder Search and School Finder
Browse
(. J J (. J/

Career Profiles Program and

Major Profiles
(contain What to :>

/ Choose Characteristics: \

- Key Facts
- Admissions
- Cost and Financial Aid

- Academics (includes

Learn section) «——— (contain Related
Careers section)

J - J

Programs/Majors Offered)

- Student Body

- Sports

- Campus Life and Services
- Career Connect

N /
{

Explore School
Suggested Profiles
Schools
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Before the School Finder

o Tell users that the School Finder can help them reduce the long list of possible schools to a
workable number by applying personally relevant search criteria, such as Location,
Programs/Majors Offered, Entrance Difficulty and Tuition. This process encourages thoughtful
decision-making, as users must consider school characteristics, rank criteria, and clarify
priorities.

e Consider how the School Finder works. Each time users provide information about themselves
by indicating a preference in a school characteristic, they will affect the range of matching
possibilities by excluding those schools that are not positively coded to the indicated
preference. The program is designed to search based on the set definition of the various
search items and their corresponding options. The system displays a list of matching schools
after each new preference is indicated, allowing users to see the consequence of each new
search factor inclusion.

e Make sure that users to understand the logic that underlies the School Finder's function; that
each characteristic and preference is coded and limits the numbers of schools found; and that
they should use only those preferences that are really important to them. If the preference
selections in the completed characteristics are appropriate, the school search results should
be appropriate too.

¢ Remind users that the goal is not to find the "perfect" school, but to generate several lists of
potential schools that are appropriate for further consideration, research, and discussion with
parents and counselors.

¢ Note that our website does not rank colleges and universities. Explain to users that the best
school for one student may not suit another student in the same program. There are many
factors to consider. Basically, the better the school is suited to a particular individual, the more
likely that student is to be happy there and to succeed in the program.

During the School Finder

e Set aside at least 45 minutes of time for users to be able to sign in, complete the School
Finder, browse a few schools, and reflect on their results and search criteria.

e Users should work individually and be provided with quiet, uninterrupted time to complete the
activity. Because the activity is about personally relevant search criteria, discussion should be
reserved for after each user has completed the School Finder and browsed a few schools.

e Once a search is complete, a list of suggested schools is presented. Users can then
determine whether the list matches their needs, abilities and aspirations. If not, they should
reassess the relative importance of the topics and factor selections that caused those
suggestions, and consider changing one or more previous selections.

After the School Finder

e While browsing the results list, users can click on individual links to read the complete school
profile. Encourage users to read the school profiles to find out more. The links in the profiles
provide many avenues for further research.
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e Once users have obtained information about as many schools as they wish, they may want to
return to the School Finder to modify their indicated preferences based on a new awareness
of their needs.

e Encourage users to continue their research beyond the relevant profiles. The first page of
each school profile provides contact information and a link to the school’'s own website for this
purpose. Users may also wish to talk to parents, counselors, alumni and current students.

e Users who have a specific career or program of study in mind may want to consider a school’s
reputation for that program. Encourage them to talk to people currently working in that field to
get their opinions on various schools.

e Some users may be dissatisfied with their list of schools. These issues may be involved:

- Inexperienced users may have indicated unrealistic combinations of preferences (for
instance, combining the highest level of Entrance Difficulty (most selective) with the lowest
Tuition. In such cases, users should be encouraged to adjust their factor selection, based
on a growing understanding of the realities of postsecondary institutions.

- Some users may have entered too many preferences, including ones that don't really
correspond to their most important personal criteria, resulting in a limited list of results.
Suggest that they do a new School Finder search, based on their most basic and
important school preferences.

The following diagram shows the steps to take after performing a School Finder search.
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After the School Finder

Review Resulting School List

.

Too Many Too Few
Schools? Schools?

(. J/ \\

Vs ﬂ N 4 ﬂ
Choose More Remove Least
Preferences Important

N b, Preferences

l |

P Y

Browse Updated School List

I

J

p
Happy with Not Interested
Some in Any
Schools? Schools?
1
| |
Research Consider
School Issues and
Profiles Reevaluate
Criteria
J 1
1\ 1\ 4
Save Want to Start a New
Favorites to Explore More ———> School Finder
Portfolio Schools? Search
J J \§

i

Do Further Research

- Contact school
- Talk to parents, counselors, students
- Talk to people working in chosen field

Copyright © 2009 Xap Corporation. XAP is a registered trademark of XAP Corporation. All Rights Reserved.

45



Apply to College

What is it? / Where is it? / How Do You Use It? / Best Practices

What is it?

e With Apply to College, users can easily search and submit applications to the colleges of
their choice using direct links to colleges' online application forms.

e Options vary from college to college, depending on what types of applications they have
available online — Undergraduate, Graduate, International and/or Financial Aid Package.

Where is it?

e College Planning / Applications and Transcripts / Apply to College and Track Your
Applications

How Do You Use It?

e Users can choose between colleges they have saved in their Portfolio, or they can search
for colleges alphabetically or by state. Once a user has identified their desired college,
they can simply click the APPLY button beneath the Undergraduate, Graduate,
International or Financial Aid column in Apply to College.

o Users will be taken to a pop-up page that provides further information about the college,
such as admission standards, application deadlines, and other relevant facts the school
has chosen to include. Once the user has read through all the content, they can click on
the Begin Application button at the bottom of the page. Their online application will then
appear in the same pop-up window.

e Every application requires the user to fill out several pages of information. This process
generally takes about 45-60 minutes.

e The five steps below are explained further in the Apply to College Step Details table that
follows.

Apply to College Steps

Step 1: Step 2: Step 3: Step 4: Step 5:

Prep Users — Review Complete Submit and
College College Application Track
Information Application
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Apply to College Step Details

1) PREP USERS:

Ensure that users have completed the
Practice a College Application module
beforehand, so that they are already

familiar with the college application process.

2) SELECT COLLEGE:

Users should click on the Your Saved
Schools tab to select from the colleges
they have saved in their portfolio.

Or, users can choose to search colleges by
keyword, alphabetically or by state.

Once a user has found the college they
wish to apply to, they should click the
APPLY button beneath the appropriate
column on the Apply to College page —
Undergraduate, Graduate, International,
Financial Aid.

3) REVIEW COLLEGE INFORMATION:

Upon clicking APPLY, a pop-up window will
appear with additional information about
that college, such as admission standards,
application guidelines, etc.

Once a user has reviewed the content
provided on this page, they can click the
Begin Application button at the bottom of
the pop-up page.
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Apply to College Step Details

4)

5)

COMPLETE APPLICATION:

The college application will appear in the
same pop-up window. Some basic
information will be entered automatically
based on the user’s portfolio profile.

ADMISSION
APPLICATION

Community College

Appllcat|0ns reql_“re the user tO fl” Out 3::;“;::3,:?:’1 an asterisk () are required. Other questions may also he required hased on ‘
several pages of information, a process Iaermten T

Coursework

which generally takes 45-60 minutes.

Do not use nick

First name’
Middle name l:l
Former name or maiden name. l:l

Current Mailing Address

SKIP & JUMP to:

Introduction
SAVE

SUBMIT

YOUR COMPLETED.
APPLICATION

If the user ends their session before
submitting their application, nothing is
saved beyond whatever information has
been automatically imported from a user’s
Your Portfolio profile. This means that the
user cannot return to an application with
partial information they have entered.
Users should complete their application
in one sitting or be prepared to enter all
their information again.

{where admissions information will be sent)

SUBMIT AND TRACK APPLICATION:

p< Career Planning High School Planning  College Planning  Financial Aid Planning Your Profile Your Journal

Once the user has completed and

College Planning Y Postsecondary Plans

submitted their application, they will receive
a Conflrmatlor_‘ Scr?env which they will be . POSTSECONDARY SCHOOLS RECENTLY REVIEWED
required to print, sign and date, and send in I ———

with their check or money order to cover the
application fee.

COLLEGE APPLICATIONS and RECRUITING

Applications In Progress

The system keeps track of every application >

a user submits. In Your Portfolio, under e e
College Planning / Postsecondary Plans,

users can easily review the applications
they have submitted by School, Term/Year Sehock St or th ey

and Date Submitted. They will also be able Tl
to View or Print their confirmation screens.

B Upload a letier of recommendation

48

Copyright © 2009 Xap Corporation. XAP is a registered trademark of XAP Corporation. All Rights Reserved.



Best Practices

Before Applying to College

e Once a user has determined what postsecondary program they would like to pursue, they
should use the School Finder search tool to identify which colleges offer that program and also
meet their personal preferences and needs. Users should save their favorite school profiles to
their Portfolio, and also make note of application deadlines in their Events Calendar.

e While researching colleges, users should take a number of important factors into
consideration, such as the cost of tuition and entrance difficulty:

- Using the Financial Aid Wizard, users can easily estimate the cost of attendance for all of
the colleges they have saved to their portfolio.

- Additionally, users should take advantage of the Test Preparation tools for the SAT and
ACT in order to ensure that they earn the test score they need to be eligible for the
colleges of their choice.

o Finally, before a user applies to their desired colleges, they should complete the Practice a
College Application module, so that they are well prepared and know what to expect when
they fill out the real thing.

During College Application Process

e When a user has decided that they are ready to apply to colleges, they will use the Apply to
College and Track Your Application module.

e The Your Saved Schools tab in Apply to College allows users to easily select from any of the
schools they have saved to their portfolio. Once a user has decided which school they would
like to apply to first, they can simply click Apply in the appropriate column — Undergraduate,
Graduate, International, or Financial Aid — for the application to appear in a pop-up window.

e Itis important that users set aside at least an hour in order to give themselves enough time to
fully complete and proof their application. Although the system will track which applications a
user has started, nothing is saved beyond whatever information has been automatically
imported from a user’s portfolio profile. This means that a user cannot simply resume filling out
an incomplete application without starting the process all over again. For this reason, users
are always warned if they try to close an application before it has been submitted.

e Once a user has finished filling out their application, they should go back and review all their

answers to ensure that they have not made any mistakes. When they are confident in their
application, they can choose to submit it.

After Applying to College

o After a user has submitted their college application, a confirmation screen will appear. Users
should print this screen right away, sign and date it, and immediately mail it off to the
college with a check or money order to cover the cost of the application fee.
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Your Portfolio helps users to keep track of which colleges they have applied to, including what
term/year they applied for and the date they applied. Users will also have access to a copy of
the confirmation screen, which they can choose to view or print for their records at a later time.
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Financial Aid 101

What is it? / Where is it? / How Do You Use It? / Sections / Best Practices

What is it?

e Financial Aid 101 is a valuable resource of articles that answer a wide array of important
frequently asked questions about financial aid. The articles are broken down into five
sections:

1. The Basics

2. Determine Your Eligibility

3. Apply! Apply! Apply!

4. Consider Your Loan Options

5. Enjoy College and Know Your Responsibilities

e Inthe sidebar, users will find a financial aid glossary and helpful information on federal
loan programs, federal grants based on need, and repaying student loans.

Where is it?

e Financial Aid Planning / Financial Aid 101

How Do You Use It?

e Users should review the articles in the order they appear. Each section should be
reviewed separately at timely intervals over the course of the school year. This will
allow users to effectively absorb and act upon the information provided in each section
before moving on to the next step.

¢ In addition to the general content in the five main sections, user should not overlook the
important information in the sidebar: Federal Grants Based on Need, Federal Loan
Programs, Repaying Student Loans, and if necessary, the Financial Aid Glossary.

Sections

e The following table explains the five main sections and sidebar content.
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1)

2)

3)

4)

Financial Aid 101 Sections

THE BASICS:
This section covers all the questions that users might ask when first considering financial aid.

How do | apply for financial aid?

How do | compare financial aid packages from different colleges?
How do | get the most financial aid?

How is eligibility for need-based aid determined?
How much does college cost?

Nine Powerful Knows and Dos for Your Money
What are the categories of financial aid?

What are the specific types of financial aid?
What is a financial aid package?

What is financial aid?

What should | do if my family situation changes?

DETERMINE YOUR ELIGIBILITY:

This section explains what types of financial aid are available and outlines how the process
works, helping users to determine their eligibility.

e Whatif | need assistance in addition to my eligible need and merit-based financial aid?
e Will'l be eligible for merit-based financial aid?
e Wil I be eligible for need-based financial aid?

APPLY! APPLY! APPLY!:

This section provides users with valuable information about applying for financial aid from
various sources.

FAFSA is the KEY!
Helpful Hints for Applying
Scholarships and Grants
Student Loans

CONSIDER YOUR LOAN OPTIONS:

Once users have learned about financial aid, determined their eligibility, and filled out their
applications, next they need to fully understand their options and responsibilities.

e If you're not sure, ask the financial aid officer at your college

e Make sure you are borrowing responsibly
e Not all student loan lenders are the same
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5)

Financial Aid 101 Sections

ENJOY COLLEGE and KNOW YOUR RESPONSIBILITIES:

This step provides users with some additional information they should consider as they enter
college and work towards their degree.

Entrance and Exit Counseling

What happens if | have to withdraw from school?
What if my circumstances change?

What is Satisfactory Academic Progress?

ADDITIONAL INFORMATION:

In the right-hand column of the Financial Aid 101 module, users will find other helpful information
including:

e A Financial Aid Glossary that translates multiple acronyms and buzzwords that users
will encounter as they learn about financial aid.

e Alist of Federal Grants Based on Need, such as the Academic Competitiveness Grant
(ACG), Federal Work-Study (FWS), Leveraging Educational Assistance Partnership
(LEAP) Program, and National Science and Math Access to Retain Talent (SMART)
Grant. Users will also find answers to: What is a Federal Pell Grant?, and What is a
Federal Supplemental Educational Opportunity Grant?

e Alist of Federal Loan Programs including Perkins Loans, PLUS Loans, PLUS Loans
for Graduate and Professional Degree Students, and Stafford Loans.

e Repaying Student Loans, which covers the following topics: Consequences of Default
and Default Prevention, Deferments and Forbearance Options, Financial Fitness, Loan
Consolidations, Taking Student Loans Seriously, The Players in the Student Loan
Process, and Your Payments.

Best Practices

Using Financial Aid 101 with Other Features

The Financial Aid 101 resource is best combined with other features in the website. Users
should start in College Planning by choosing several schools. While they work through the
Financial Aid 101 resource, they are referred to other features in Financial Aid Planning,
including the Financial Aid Calculators, Financial Aid Wizard and Scholarship Finder. The
following diagram illustrates this interaction. It is also explained in more detail in the sections
that follow, starting with_Before Using Financial Aid 101.
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College Planning Financial Aid Planning
J \\§
il o Il
School School Financial Aid
Finder Profiles [—) 101
J &

/ Financial Aid 101 \

Sections: Financial Aid
Calculators
1. The Basics

2. Determine Your
Eligibility

3. Apply! Apply! Financial Aid

Apply! Wizard
4. Consider Your
Loan Options
5. Enjoy College and
Know Your
Responsibilities Scholarship
Finder

Additional Info Sidebar

N J

Before Using Financial Aid 101

Users should start by determining their postsecondary goals. What type of college do they
want to attend: Public or private? In-state or out of state? Using the School Finder tool, users
can narrow down their options and assemble a list of schools that best meet their needs and
preferences.

Once users have identified which school is the right fit for them, they should review the Cost
and Financial Aid tab, if available, on the school’s profile. This will provide users with an idea
of what kind of expenses they should expect. Users should also save the school profile in their
portfolio.

Next, users should take advantage of the Financial Aid Calculators or the Financial Aid Wizard
in order to calculate how much money they will require to meet their college expenses.
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During the School Year

1.

Once users understand how much money they will require to pursue their postsecondary
goals, they should review the information in Financial Aid 101 to learn how financial aid
can help them afford the education they intend to pursue. It is not recommended that users
review the entire section all at once. Instead, users should absorb the information
gradually, so as not to become completely overwhelmed.

At the beginning of the school year, users should start by reviewing The Basics. This will
provide them with a good basis of knowledge to help them make more informed decisions.

Soon after, users should move on to the next section, Determine Your Eligibility. Users
will be prompted to use the Scholarship Finder in order to get an idea of what merit-based
financial aid is available. Users should save any applicable scholarship profiles to their
portfolios. They should also make note of application deadlines in their Event Calendars,
since deadlines vary from scholarship to scholarship.

Users who feel they might be eligible for need-based financial aid will also be encouraged
to use the Financial Aid Calculators and the Financial Aid Wizard if they have not already
done so.

Users who have determined that they qualify for financial assistance should then move on
to Apply! Apply! Apply! Here they will be directed to fill out the Free Application for
Federal Student Aid (FAFSA) on the U.S. Department of Education’s Federal Student Aid
website. FAFSA applications for the upcoming school year are often due by June 30th.

If users are eligible for merit-based scholarships, they should be sure to apply in advance
of those deadlines as well.

At this point in time, users should also review the content in the side column on Federal
Grants Based on Need and Federal Loan Programs.

Once users have received financial aid award letters from the colleges they are
considering, they should then review the useful information in the next section, Consider
Your Loan Options. This section will help users ensure that they understand their options
and responsibilities. Users should be encouraged to use the College Savings Calculator to
determine how much they could or should be saving to maximize their savings efforts.

After Accepting Financial Aid

After users have accepted the best financial aid package for them, they should review the
content in the final section, Enjoy College and Know Your Responsibilities. This section
will prepare users for what they need to know as they make the transition to college and
continue receiving financial aid as they work towards their degree.

Users will also want to review the information in the sidebar about Repaying Student Loans,
as this provides crucial information that every user must know.
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Financial Aid Wizard

What is it? / Where is it? / How Do You Use It? / Best Practices

What is it?

e The Financial Aid Wizard allows students to plan their entire financial aid package in
seven simple steps.

¢ Using the Financial Aid Wizard, students can find and calculate everything they need for
all the schools they are interested in applying to.

Where is it?

e Financial Aid Planning / Build Your Financial Plan / Financial Aid Wizard

How Do You Use It?

e The Financial Aid Wizard guides students step-by-step through the process of calculating
how much financial aid they will require for the schools they have saved in their Portfolio.

e Every step provides links to related websites and answers to commonly asked questions
like "How do | reduce college costs?" and "Why should | file the FAFSA?".

e The seven steps below are explained further in the Financial Aid Wizard Step Details
table that follows.

Financial Aid Wizard Steps

Step 1: Step 2: Step 3: Step 4:
Estimate EFC Grants FAFSA Deadlines
Costs and Loans

Step 5: Step 6: Step 7:

Scholarships Award Comparing

Letters Awards
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Financial Aid Wizard Step Details

1)

2)

3)

ESTIMATE COSTS:

The Financial Aid Wizard imports
information about tuition and expenses
from every college profile saved in a
student'’s portfolio. This allows students to
estimate the in-state and out-of-state cost
of attendance for every institution they are
interested in.

The Cost of Attendance Worksheet
includes:

e Tuition

e Room & Board

e Additional Fees

e Books & Supplies

EFC, GRANTS & LOANS:

This step allows students to estimate their
Expected Family Contribution (EFC) and
eligibility for federal grants and loans.

Students will be required to provide
income information for themselves and
their family. Therefore, it is useful for
students to have copies of their family's
federal tax returns on hand. If a student
does not have access to the most recent
income information available, they should
enter their best estimates.

FAFSA:

In order to qualify for aid through the
government, a student must complete the
Free Application for Federal Student Aid
(FAFSA). This step will take students to
www.fafsa.ed.gov to complete the
process online. Students should fill out the
practice FAFSA worksheet before they fill
out the actual application.

Students can file their FAFSA anytime
after January 1 of the year they intend to
enter college. It is recommended that they
do so before February 15 of the same
year.

Cost of Attendance Worksheet

Room & Board | Additional Fees | Books & Supplies

Institution Hame

54,484
Adams State College s

Halifax Community Coll
54,520

PERSONAL INFORMATION

51,566
$1,566
510
510

Please answer the following questions as they apply to you, the student.

What iz your state of legal residence?

California

Yourdate of bith: 5411995

Are you a veteran of the U.S. Armed Forces?
Are you currently serving on active duty in the U.S. Armed
Forces for purposes other than training?

What will be your grade level when you begin the
2008-2009 school year?

Select schools of attendance:
‘What ig your marital status as of today:
Do you have children who receive more than half of their

support from you?

Do you have dependents other than your children/spouse
who live with you and receive more than half of their
support from you?

Are you an orphan, or are you or were you (until age 18) a
ward/dependent of the court?

No v
No hs
Freshman

Schools in Your Porffolio
Single v
No v

No v

No b

The first row of figures for each institution iz for in-state costs.
The zecond row of figurez for each institution iz for out-of-state costs.

54,464
59,672
$15,865
$26,035
510

54,530

FAFSA

Free Application for Federal Student Aid
(FAFSA)

order to qualify for aid through the federal government.

fall,

will enter c
February 15

application form.

<« Previous

* FAFSA forms should be available in your guidance office by late

Complete the Free Application for Federal Student Aid (FAFSA) in

RELATED INFO

* You can file the FAFSA anytime after January 1 of the year you
but we recommend you file it no later than
mber, using estimated income figures is OK).

* Take meto www.fafsa.ed.gov where | wil complete the FAFSA

# Be =ure all the required =ignatures accompany the application

Next »»
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Financial Aid Wizard Step Details

4)

5)

6)

DEADLINES:

This step helps students to find college
admission and financial aid deadlines for
the institutions they have saved in their
portfolios, by providing them with links to
the colleges’ websites.

Students should add the deadlines to their
Event Calendars.

SCHOLARSHIPS:

This step provides students with helpful
information about scholarships, with the
related link Find Scholarships to the
Scholarship Finder. Students can use
the Scholarship Finder to determine what
scholarships they may be eligible for.

Once students have researched all of their
possible scholarship opportunities, they
should save the scholarships of interest to
their portfolios, and mark the application
deadlines on their Event Calendars.

AWARD LETTERS:

Qualifying students will likely receive
financial aid award letters from the
colleges they applied to. To qualify,
students must have had their admission
accepted, taken all the steps to apply for
financial aid, and demonstrated financial
need for them and their families,

Students can then enter the information
from their award letters into the Award
Letters worksheets. This will help a
student to better compare financial aid
award packages in the following step.

Students can follow the Related Info link
to How do | interpret my award letter?
for additional guidance.

Adams State College
Cal Poly San Luis Obispo
Halifax Community College

w_halifaxce.edu

SCHOLARSHIPS
A scholarship is money for college that you won't need to repay.

Good grades won't hurt if you hope to get a

designated for stud
coliege’s home state,

2 who fit a particular prefile (from the
aintaining a specified grade average,

music, are just some examples)

cholarships may be available to students who are
larships sponsored by church or civic organizations
s parents are part of a particular company or

You will need to check with each college to see what scholarships
are available. You should alse become familiar with any
scholarships available through your {or your parents’y employer or
community.

< Previous Next »

enrolling in a particular major, or bringing special talent in athletics, RELATED INFO
.

They are definitely worth sesking SCHOLARSHIPS

scholarship...scholarships sponsored by colleges are often RELATED LINKS
= Find Scholarships

Cal Poly San Luis Obispo

Total Cost of Attendance 28700
Expected Family Contribution g 2000
QOutzide Scholarship = 1000

Financial Need <5700

Financial Aid Package

Federal Pell Grant <100
State Scholarship Grant 2
Institutional Grant =0
Federal Perkins Loan 2

Direct or FFEL Stafford Loans g ()

Federal Work Study z(
Total Award 2100
The Gap s 5600
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Financial Aid Wizard Step Details

7) COMPARING AWARDS:

This final step provides students with a
comparison table that shows the college
grants to loan ratio, the self help to grant
ratio, and the gap.

Grants to Loan Ratio: Packages with a
0.08 23

higher percentage of grant aid than loan Adams Statz Colege

aid will be more appea”ng. Cal Poly San Luis Obizpo 0.03 50
Halifax Community College 0.04 1

Self Help to Grant Ratio: Helps students

determine how much of the total cost of

attendance they will be expected to cover

through loans, family contributions and

student employment.

Gap: After taking grants and family
contributions into consideration,
sometimes a gap remains. Students must
decide if they will be able to provide the
additional money to cover the gap.

Best Practices
Before the Financial Aid Wizard

e Students should take advantage of the School Finder tool to determine which postsecondary
institutions best meet their personal needs and preferences.

¢ They should then review and research their School Finder results, saving their favorite schools
to their portfolio.

e Students should discuss their school shortlist with guidance counselors and their parents, to
determine which ones they will apply to.

During the Financial Aid Wizard

e The Financial Aid Wizard will automatically import the list of schools saved to a student’s
portfolio, allowing them to assess and compare their options all at once.

e Certain steps such as the EFC, Grants & Loans, FAFSA, and Award Letters require
students to have specific information on hand before they can complete that component of the
Financial Aid Wizard. It is important that students review all the steps beforehand so that they
know what information they will need to have on hand to effectively complete each step.

e As some steps are more time-consuming than others, it is recommended that students
complete the Financial Aid Wizard over the course of several sessions.

o Estimate Costs — All information is automatically imported from a school’s profile;
therefore, it should take students no longer than 5-10 minutes to review the estimated
costs of attendance.
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o EFC, Grants & Loans — Students must fill out their personal information, student
income information and family income information. This process could take
approximately 20-35 minutes if students have all the necessary reference information
with them.

0 FAFSA - Students should start by filling out the practice FAFSA worksheet before they
fill out the actual FAFSA. The entire process can take between 1-2 hours.

O Deadlines — It could take between 5-15 minutes to search through each school's
website, locate the deadline information, and enter it into the Event Calendar.

O Scholarships — Based on the number of categories for which they provide information,
students should be able to complete the Scholarship Finder in 10-30 minutes. They
should then set aside enough time to research all their options. Depending on how
many possible scholarship opportunities a student is eligible for, this process could take
an hour or more.

o Award Letters — It could take between 5-15 minutes to fill out the Award Letter
worksheet for each school that has sent the student a financial award letter.

After the Financial Aid Wizard

e Once the first six steps of the Financial Aid Wizard are complete and everything has been
calculated, students should be sure to involve their parents/guardians with a careful review of
the final step — Comparing Awards.

e Students who have received more than one financial aid award should use the Comparison
Awards table to determine the grants to loan ratio, self help to grant ratio, and the remaining
gap. While this information is provided at a glance, students and their parents/guardians
should take the time to seriously consider and discuss their options.

e By May 1, students should have made a final decision regarding which school they wish to
attend. Students should notify the school by mailing in their commitment deposit check for
their freshman tuition.

e Students should have their high school send their final transcripts to the college they will be
attending.

e Students should also contact the college to determine when the fees for tuition, room and
board are due, and how much they will cost.

60

Copyright © 2009 Xap Corporation. XAP is a registered trademark of XAP Corporation. All Rights Reserved.



	Using This Guide
	Introduction and Overview 
	 Main WaytogoRI.org Website Structure and Navigation
	Beginner Tips
	Interest Profiler
	Work Values Sorter
	Career Finder
	Your Plan of Study
	College Planning Timeline
	School Finder
	Apply to College
	Financial Aid 101
	Financial Aid Wizard

