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1. Introduction to Career Ready 101

Career Ready 101 is a comprehensive, easy-to-use curriculum to help individuals master
the work readiness skills they need to be successful in a changing workplace. This Internet-
based learning system includes courses in career awareness and exploration, career
preparation, job search, career success skills, financial awareness and the foundational
work skills measured by the ACT WorkKeys® job skills assessment system. Career Ready
101 incorporates tools and activities for identifying career interests, developing a resume,
creating and managing a personal budget and exploring careers through job shadowing and
mentoring. The curriculum is organized in four broad units:

Introduction to Career Ready 101

The introduction gives you an overview of all the courses and lessons in Career Ready 101,

an exploration of what it takes to become career-ready and an introduction to the WorkKeys

job skills assessment system and the National Career Readiness Certificate. This certificate,
issued by ACT (publisher of the WorkKeys assessments and the ACT college entrance test),
is used by individuals to provide proof of their work readiness to potential employers.

Finding Your Career

Explore the 16 career clusters, take a self-assessment to find your career interests and
search occupational information and skill requirements for your favorite careers. Other

activities include lessons on the job search process, job applications, writing resumes,

interviewing skills, financial awareness and real world career experience.

KeyTrain Workplace Skills

KeyTrain courses are designed specifically to help individuals improve the work readiness
skills measured by the WorkKeys system. Each KeyTrain course corresponds to one of the
WorkKeys skill areas and includes a pretest, interactive lessons to help you build your skills
and posttests to document your success. Scores on KeyTrain pretests are not actual
WorkKeys, but KeyTrain can help you achieve higher scores on the WorkKeys assessments
and obtain a National Career Readiness Certificate.

KeyTrain Career Skills

Career Skills is 200 interactive lessons in Work Habits, Business
Etiquette, Job Search, Communication Skills and Workplace
Effectiveness. These are the personal and behavioral skills you'll
need to succeed in your career.

Let’s get started!

Career Ready 101 topics present tips for succeeding in a job.
Each topic finishes with a short quiz to measure how well you
understood the topic. If you pass the quiz, you can print a
certificate to document your progress.
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2. Log Into Your Account

Make sure you are using a computer that is connected to the Internet and follow these steps to

begin using Career Ready 101.

1. Open your web browser and go to
www.careerready10l.com.

2. Look for the Login Box in the upper left
hand corner of the screen and enter the
Username and Password that were given
to you.

3. Career Ready 101 Dashboard

Truly a one-of-a-kind
program!

The first and only to combine

When you log in, you will be in the Home menu.

e CAREER READY 101°

I Career Ready 101® by KeyTrain

Welcome to the new Career Ready 101 site. Current users please log in at the top left of this page.

First, check out the Career Ready 101 dashboard. Like a car dashboard, the dashboard is the
control panel you use to navigate in Career Ready 101, open programs and perform actions.

L ns Portfolio  Calendar

D
ﬁ] My Lessons
o,

1 of 15 assigned lessons,

=l of 1:08:17 work ng on tham,

Yoo
Wos
See the complete list of your assignments.
Mext up on the agenda for CTCSR:
interests.

& o

Reports Support

nm Kchan\;e 7 ¥ou anz logged in 2= Parker Leigh
Clicking either will take you to Home.

l-l' I Calendar

View assignments on a calendar.

G& My Interests

Take a survey to find jobs that match your

/ My Resume

Logout |

There are two basic ways
to navigate around Career
Ready 101:

Click on the icons
at the top of the
screen or

Click on a section
title in one of the
boxes.

= My Lessons
m Self-Enrollment

Create your own resume,

My Portfolio

Review a summary of your progress

Career Exploration - e——— Click a section title to go

Search jobs by category and skill levels.
My favorite jobs:

® Counseling Psychologists
ntists, Except Epidemiologists
iczl Sonographers

Medical Equipment Py

nd Clinical Laboratory Technicians

Copyright © 2009, by ACT, Inc. All rights reserved
is a trademark of ACT, Inc.

to that area.

Three of the boxes do not
have corresponding icons —
My Interests, My Resume
and Career Exploration.
To use these career tools,
click on the section title.
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There are seven basic areas to navigate to from Home:

e My Lessons — view or take Career Ready 101 assignments,

e Calendar — view or launch lesson assignments from your calendar,

e My Interests — take the O*NET Interest Profiler, an interest inventory,
and begin to explore your career interests,

e Career Exploration — use this search engine to find information on
careers and occupations,

e My Resume — create your own resume with the Resume Builder,

e My Reports — view reports on your progress and activities in Career
Ready 101 and

e My Portfolio — view your Interest Profiler results, your favorite careers
and other information.

Return to Home at any time by clicking on the Home icon or the house icon next
to the Back arrow.

4. My Lessons

Before you click on the Lessons © Dashboard | CareerReady 101 Y
icon or My Lessons title, select r : ' : _
the class you need to complete k % n ﬁ @
an assignment for. Click on the Lessons  Portfollo Calendar Reports  Support
Which class will you be working BB wich coss wilyou be workang with today? 4@
with today? link as shown in the
graphic.
Find the class you need to take lessons for in the The;classesyoushelongit
list and click Select. Career Ready 101 will return e
you to the Home menu. The assignments for the ar——
class you selected now appear in the My Lessons Fiter
box. CoveerDeporers—xrcomoo7i7s0 I |

Job Club KTC830071716 Timbuktoo Select

1-3 of 3 records Show ELRd per page

e
=1 My Lessons

—— ¢ Check your lesson
Yo' ve finished 1 of 15 assigned lessons, status here.

You've spant a total of 1:08:17 working on tham,

See the complete list of your assignments.

You can see how many lessons are
Mext up on the agenda for CTCSR:

assigned for the class, your progress in

® Pretest - Read Info. (11/2) . .

o Exploring Carsers (11/3) Your class completing them and how much time

* Pretest - Applied Math (11/4) assignments you've spent working on them. You can

# Checking & gs Accounts (11/5) . .

o Frotest - Loceting Infagnton (11/5) and due dates also see which lessons are coming up

v e on the class agenda. To find a lesson,
click on the assignment title in the list or

w My Lessons & on the My Lessons link.
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The lesson search menu will appear as shown below. Use the filter to find lessons for the four
curriculum units in Career Ready 101 — Introduction to Career Ready 101, Finding Your
Career, KeyTrain Workplace Skills and KeyTrain Career Skills. In this example, KeyTrain
Career Skills is selected and the assigned lessons for that unit are listed. To find assignments

for the other units, click on the unit title.

My Lessons
Unit Subject
All Al
Intreduction to Careser Ready 101 Work Habits

Finding Your Career

KeyTrain Career Skills

Les=on ¢ Time Status Score  Qurz Attempts | Quiz Limit

Workplace Ethics [+] no fimit
Personal (1] o fimnit
Employer Expectations 0:03:23 Incomplete i} oo limit

To preview or launch a lesson, click on the lesson title. A
screen similar to the one to the right will appear. Click on
Start Interactive Lesson to launch the online lesson.
Notice that you can print a certificate of completion when
you finish the lesson.

If you want to see a list of the topics for a lesson, double-
click on the lesson row.

Lesson Browser

Lessons that have been assigned to you
are displayed here. To view further details
or o take the lesson, just click it

Filtering

If there are too many lessons cluttering your lesson grid
you can click on a unit to show only the lessons in that
unit ar click on a subject to show only the leszons within
that subject.

Workplace Ethics

Unit: KeyTrain Career Skills
Subject: Work Habits

Start Interactive Lesson =

Status: Mot Attempted =

Good to know
@ This lesson wa

5
_his lesson uses

self-assigned on 011210
the Flash plug-in

m

Lesson Topics

Double-click the leszon row to view the topics that
appear in this lesson.

If a topic includes lesson documents, they will be listed when you click on the topic name. To
open a lesson document, simply double-click on the document title.

My Lessons

Uit Subject
Al an
Introduction to Career Ready 101

Finding Your Career

KeyTrain Workplace Skills Preparing for Your Caresr

¥y Train Carser Skills

4 Financizl Planning & Investing | Creating 3 Financial Plan | Documents

Document Titke Format
ste Financisl Plan Presentation Part 1 1 i,

Financial Flan Presentation Part 2

Topic Documents
ste Financisl Flan Exs
Financisl Plan Exerciss 2 PO Do

Financial Planning & Investing

Unit: Finding Your Career
Subject: Financial Awareness

Start Interactive Lesson =

Status: Not Attempted =

*ou have used 0 of 3 allowed quiz attempts.

Good to know

‘ou must score 80 or higher to pass this level
@ This lesson was assigned by your instructor on

08/15/09

m

_hia lesson uses the Flash plug-in

Lessons » Topics » Documents

Double-click a document to open it in a new window,

6
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When you click on Start Interactive Lesson, the following screen appears. Read the
information in the Ready to start! box. Read the caution about exiting a lesson correctly.
Next, click the blue box to go to the lesson topic menu.

How to exit a
lesson correctly

Ready to start!

® Your lesson will be opened in a new window. The current window will be imized and/or
cent to the background while you take your lesson. Do not close it.

» When you are ready to end your lesson session, click the EXIT button on the Menu. The

lesson window will close and you will be returned to this window.
& lesson autematically exits if a peried of inactivity is detected. Click to open the
lesson topic
menu.
Begin Your Lesson

TIP: When you are in a lesson, DO NOT CLOSE THE WINDOW OR THE WEB
BROWSER to exit the lesson. If you do, your lesson data may be lost.
Always leave a Career Ready 101 lesson by clicking the EXIT link.

‘WORK HABITS - WORKPLACE ETHICS

Click a topic to
take that lesson.

WELCOME TO WORK HABITS - WORKPLACE ETHICS

A lesson topic menu like the one
shown here will appear.

Click on a topic below to begin this lesson.

Click on a topic title to begin that
topic lesson.

Click EXIT to leave the

) / Workplace Ethics lesson.

0 KeyTrain® Career Skills

Work through the lesson sections,

WORK HABITS - WORKPLACE ETHICS - DEMONSTRATING GOOD WORK ETHIC

WEARMNG_,--"/;E‘ACI\(E - answering any queStionS yOU may
- i . | b€ given. Answers you give will be
DEMONSTRATING GOOD WORK ETHIC Saved .

This lesson will give you several tips that will help you to
demonstrate good work ethic.

What is "good work ethic?" When you show good work ethic, you
are demonstrating that you do your work according to a set of
principles. These principles should show that you know right from
wrong. If you show good ethic, then you do what is right for your
employer, your customers and yourself.

Navigation in a lesson is easy. Use
the four buttons at the bottom right
of the screen: Menu, Repeat,

This is one of the things that is most valued by employers.
Employers want to see that you know what is right, and that you

Previous and Next. Repeat
are willing to do what is right. If you show goad work ethic, then refreshes the page sound and
;:&Jr‘ employer will value and reward you for the good work that you |nteract|0n ) Use PreV|OuS and NeXt
Click MENU to end to move backward or forward in

thetopiclesson. [~ @ @ OL_0 the topic.

OKeyTrain’ Career Skills
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Are you sure you wish fo leave this
section?

YES NO

5. Using the Calendar
Use your Calendar to:

o keep up with your class assignments,
[ ]
e launch alesson.

When you finish a lesson, click on the Menu
button. You will be asked if you are sure you want
to leave the lesson. Click Yes to return to the
lesson Topic Menu. You can take another topic
lesson by clicking on another title. To close the
Workplace Ethics lesson, click EXIT in the Topic
Menu. You'll be returned to your My Lessons

page.

preview lesson documents if available (not all lessons have documents) or

TIP: Always check to see that you
have the correct class selected

before going to the Calendar.

Click on the Calendar icon or box title to open your calendar. A calendar screen like this will
appear. Notice that the lesson types are color-coded (KeyTrain, Career Skills and Career
Readiness). There is a legend at the bottom of the calendar.

Calendar for CTCSR

Position your mouse
cursor on a lesson
title to see more
information about the
lesson. In this
example a popup
shows the full identity
of the Checking &
Savings Accounts
lesson. The lesson is
in the Finding Your
Career unit and
Financial Awareness
subject.

4 4 Today # ¥ November 2009

Sunday Monday

1 2
Pretest - Read Info.

@

16

22

§ assignment:

LEGEND: [0 KkeyTrain @8 Career skils

Copyright © 2009, by ACT, Inc. All rights reserved. The Care
is a trademark of ACT, Inc.

Tuesday Wednesday Thursday Friday Saturday

3 8

Explaring Carsers

=

Pretest - Applied Math  Chedking & Savings A Pretest - Lacsting Infom

Finding Your Career :: Financial Awareness :: Checking
& Savings Accounts

21

28

uled from Nov 02, 2009 to Nov 23, 2009. Click on an assignment label to begin teaching.

@ Career Readiness

8
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To preview or take a lesson, click on the lesson title for a selected date. Career Ready 101 will
open the My Lessons screen. Completed topics will have a green check mark. Notice that the
score for the completed lesson is also shown.

My Lessons
Unit SBubject »
Al A +| Checking & Savings Accounts

eady 101 Introduct; .
Unit: Finding Your Caree

Subject: Financial Awareness

= B f ar Start |nter3C']VE I—Bsw.' —

Reading fo

m

Anrliad dathamztize Status: Incomplete
i Checking & Savings Accounts | Topies * i i
& 4 savings S P *¥'ou can take the final guiz a2 many times as you want.

Topic (So far, you have taken it O times.}

v Introduction to Checking and Savings Accounts

Good to know

-

ou must score 0 or higher to pass this level
=) Time spent; 1 minute

d by your instructor on

& Flash plug-in

Lessons » Topics

click a topic to view the document
W ompleted topic:
checkmark and a score

The five topics in the Checking & Savings Accounts lesson are listed. Double-click on the
Checking Account Basics topic row to see the documents for the topic. Review the topic
documents or start the online lesson by clicking on Start Interactive Lesson.

When you exit a lesson, you will be returned to the My Lessons screen.
Career Ready 101 will show the time you spent in the lesson and your lesson
status (Not Attempted, Incomplete, Passed or Failed). You can find another
lesson to take by clicking on a Unit, Subject or Topic title. To return to your
calendar, click on the Calendar icon in your dashboard.

6. My Interests

Career Ready 101 incorporates the O*NET Interest Profiler™, a self-assessment designed to
help individuals discover the kind of work activities and occupations they might like. You can
take the Interest Profiler without leaving your Career Ready 101 account and then explore
occupations that best match your interests.

Copyright © 2009, by ACT, Inc. All rights reserved. The Career Ready 101 logo is a registered trademark, and Career Ready 101
is a trademark of ACT, Inc.
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Click the My Interests link to open the Career
Ready 101 version of the Interest Profiler. A
Welcome page explains the purpose of the

INTEREST PROFILER
MENU

SURVEY
e

Instructions
Answer Questions

Interest Profiler Survey
. z

Fre Cument Queston ] [Nez>

Page #1cf 15

interest survey. Read the Instructions on how
to complete the Interest Profiler online. Keep in
mind that the Interest Profiler is not a test —
there is no right or wrong answer to the

guestions.

The Answer Questions section will present
you with 180 work activities. You will mark each
activity as something you would like (L) to do,

dislike (D) or are not sure of (?).

Answer all of the questions. Current questions
are yellow. Answered questions are [o]f=l=ly] and

those yet to be answered are [JIIfE.

Bg
208

£
:

[ c | e
(] =)
(=2

i

s

gEE

gag
gag

BBE
gae
gae

B8E

Once completed, Career Ready 101 will record your Interest Profiler self-assessment results.
The Interest Profiler results include scores for six broad occupational interest categories based
on Holland’s Theory of Vocational Personalities (Realistic, Investigative, Artistic, Social,

Enterprising and Conventional).

This example indicates the
student is most interested in

jObS.WIth Investlgatlyt.e.and })NRTOEFFEEg e
Social tasks and activities SURVEY
(the highest scores). S —

Svart Over
Click on an interest category Review Answers
title for a description of that RESULTS

vocational personality type
and related occupations.

My Interest Results
About RIASEC Interests

JoBS

About 0*Net
About Job Zones
My Job Results

Interest Profiler Results

You can think about your interests as work
activities you like to do.

Your interests can help you find occupations you might like to explore, The more
an occupation meets your interests, the more likely it is to be satisfying and
rewarding to you.

Here are your Interest Profiler Results!

Realistic 4
Investigative 18

' Holland vocational

Artistic 3 . 8
Social 10 Interest categories
Enterprising 1]

Conventional 1

Click the Mext button or on the interest names above to learn more about each
one.

Click here to find jobs which best match your interests

The report will include a link to find jobs in the My Job Results section that match your interests.

10
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Clicking the link opens the My Job Results section of the report as shown here.

Select the All Zones tab to see the O*NET
occupations in all Job Zones that best match
your Interest Profiler results.

Note: O*NET occupations are organized in

Job Results
INTEREST The following list shovs jobs that match your RIASEC Interest
PROFILER MENU Results from the survey. The jobs are divided into groups by Job
Zone and are listed by their O*Net Codes.

SURVEY Occupations shovn in bold are your strongest matches. These are
Welcome the occupations that are the most likely to satisfy your interests.
Instructions Occupations that are highlighted in yellow are jobs that have
Start Over already been saved to your Carser Ready 101 Partfolio.

Review Answers
Click the Zone links to choose your Job Zone. As you click on a Job
RESULTS Zone, a list of jobs meating your interests and the laval of

My Interest Results

experience, education and training vill appear below.

five Job Zones based on the level of
education, training and/or experience you will

need to have for a job.

About RIASEC Interests
Mouse over or click on 2 job code to show a2 more detailed

JOBS explanation of that job. Then you can click to see additional
. information about the job on the O*Net website. You can a3 dick
About O*Net "Smve to my Portfolio” to save this job in your Caresr Real
Abaut Job Zones

Bortfolio as a job you want to investigate more later.
My Job Results

Zone: Zonel | Zone2 | Zone2 | Zoned | Zone5 | All Zones

[xPrev) All Zones
The list of job matches includes the O*NET- s recicans, Geerl |
SOC Code for each JOb 23-1062.00 Family and General Fractitioners 5 3
23-1066.00 Psychiatrists 3
25-1042.00 Biclegical Science Teachers, Postsecondary 5
251054 00 Physics Teachers, Postsecondary 3
i e :
ZoWe: Zonel| Zone 2| Zone 3 | Zone 4 | Zone5 | 13-1042.00 Wedical Scientists, Except Epidemiologists 5
All Zones 25-1043.00 Forestry and Conservation Science Tescher... 3
All Zones 15-1041.00 Epidemisiogists
T — 25-1052.00 Chemistry Teachers, Postszcondary 5 =
29-1065.00 Pediatricians, General
29-1081.00 Podiatrists i i
29-1062.00 Family and General Practitioners PIaC|ng the mouse Ccursor over a JOb
el ety s General Procistioners title opens a popup that gives a short
25-1042.00 . . . .
25_1054.00 Diagnose, treat, and help prevent diseazes and injuries that commonly deSCI'I pthﬂ Of the OCCu pat|0n . I n th|S
’ oceur in the general population. .
20.1071.00 example, a popup describing the
Click h tol bout this job at 0*Net " aye
2412100 e e shet R IR Family and General Practitioners
19-1042.00 Sawve to my Portfolio . .
25.4043.00 career is shown. You can go directly
18-1041.00 to O*NET for more information on the

253-1052.00

occupation or save the job to your
Portfolio.

Clicking the O*NET link will take you to the O*NET OnLine website and the O*NET Summary
Report for Family and General Practitioners. Summary reports include detailed information on

job tasks; the skills,
knowledge and abilities
needed; tools and
technologies used and
other factors that can help
you decide if the career is
right for you.

Occupation Quick Search

@ O+NET OnLine —

O*NET Sites

Help Find Occupations Advanced Search Crosswalks

Updated 2008

nDemand

Summary Report for:
29-1062.00 - Family and General Practitioners
Diagnose, treat, and help prevent diseases and injuries that commonly occur in the general population

Sample of reported job titles: Physician, Family Practice Physician, Medical Doctar (MD}, Family Physician, Family Practitioner, Medical Staff Physician
Board Certified Family Physician, Family Medicine Physician, Family Practice Medical Doctor (FP MD), Occupational Medicine Physician

View report: | Summary Details Custom

If you choose to Save to my Portfolio, Career Ready 101 will save the job to your Portfolio.
Open the Portfolio at any time to view your saved jobs by clicking on the Portfolio icon or link in

the dashboard.
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7. Career Exploration Tools

Use the Career Exploration tools to:

¢ find information about jobs you have saved,
o find the WorkKeys skills and skills levels recommended for jobs and
o read descriptions of each WorkKeys skill and definitions of the skill levels jobs you are

interested in may require.

Clicking on Career Exploration opens the screen below. Notice the three tabs.

The Search tab opens a utility you
can use to search the database of
O*NET jobs.

Search by Job Title, Career Cluster,
Job Description keywords and/or by
WorkKeys skill level.

This example shows a search for
jobs with the keyword “computer” in
the job title. The student has also
entered his or her WorkKeys test
scores (level 5) in the Skill Area and
specified a search for All Qualified
Jobs.

To initiate a search, click on the
Search button.

The search generates a list of 6
jobs with the keyword
“Computer” in the title that
require a Level 5 skill in
WorkKeys Reading, Math and
Locating Information.

Search
Basic Search
Job Title:
Job Cluster:
Job Desc:

Skill Levels

Use this section to search the WorkKeys occupational profiles or local job profiles by specific skill levels. You
can use the results to identify careers which you are likely to be successful in, or to plan the training you need

for a career
kill Area

pplied Math

pplied Tech

Search

Search Results
S0OC 2006 Code
15-1021.00
15-1032.00
15-1041.00
15-1051.00
43-3011.00
51-4011.00

Page

Reading for Information| -

Locating Information

ou would like.
NA1/2 3456 7  SearchType
)
¢ Best Matches:
o Exact Matches: ©
nology e Better Jobs: ©
@ Al Qualified Jobs: @
@ Higher Skilled
o Jobs:
e
Title Clusters

Computer Programmers

Computer Software Engineers, Systems...

Computer Support Specialists
Computer Systems Analysts

Computer Operators

Computer-Controlled Machine Tool Cper...

10f1 o

Arts, AN Technology; Business, Management; Health Scienc...
Architecture & Const; Information Technolo

Agriculture, Food & ; Health Science; Information Technolo; M...
Information Technolo

Infarmation Technolo

Manufacturing

Displaying records 1 -6 of 6

To find more information on a job, click on the job title to see the job
description, median WorkKeys skills and typical job tasks.

12
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Computer Support Specialists ®

This is the report for Computer Computer Support Specialists .
H . O*Net Code: 15-1041.00 Cick for wages and additional informa tion
Su pport Speclal |Sts . Clusters: Agriculture, Food & Natural Resources, Health Science, Information Technology, Manufacturing, Science, Technology, Engineering &

Mathematics Sesrch af fobs in this custer

[ Save to My Favorite Jobs List ]

Learners can save the job as a o, |
. . . Provide technical ._ass\stance to Fomput_er system users. Answer questions or resolve computer prob\ems_ for dients _in person, via telephone or =
favo rlte by Cl ICkI n g 0 n th e Sav e to g"UOTer:sr\"n:t‘Eelréi?;r“‘c ’:Eﬁ‘Darru|;Ig;;?tﬁ;g;:t;?sc.ammg the use of computer hardware and software, induding printing, installation, word
My Favorite Jobs List button. _ _ _ _ _
Skill Area Median Skill Level| Minimum Skill Level| Maximum Skill Level| Humber of Profiles|
Applied Mathematics 5 3 & 16
) ) 3 ) R::ding for Information 5 3 & 26
The job will be displayed with Locating Tnformation 1 ; 6 2
. . 3 Applied Technology 5 3 5 5
other favorite occupations in the Writing 5 3 5 :
next tab, Saved and Favorites. S . : : .
‘Observation 5 3 5 8
Tasks
Answer user inguiries regarding computer software or hardware operation to resolve problems,
# Previous. Next» Close
The Saved and Favorites tab Saved and Favorites
lists jobs saved or marked as Sowrerdoke
. . Code Title Zone  View Delete = Favorite Current
faVO“teS I n thls exam ple’ the 19-1042.00 Medical Scientists, Except Epidemiologists 5 4 @ (3]
student has clicked on the star in 19-3031.03 Counseling Psychologists 5 o) ) ®
the Favorlte Column to mark 29-1082.00 Famity and General Practitioners 5 4 =] @
. . . 29-2012.00 Medical and Clinical Laboratory Technicians 2 4 @ (3]
DlagnOStIC Medlcal Sonographer 20-2032.00 Diagnostic Medical Sonographers 3 &, < @
asa favorlte career. DeS|g nate a 31-9093.00 Medical Equipment Preparers 2 4 @ (3]
job as your current favorite by
clicking the radio buttons in the
Current column. Delete a job
from the Saved Jobs list by
selecting the red delete button.
Clicking on a job title opens a popup
. . y . . Medical and Clinical Laboratory Technicians
with the job’s O*NET information. If -
WorkKeys skill levels are available for !,}ﬁffﬁfj:I;éiﬁ'jﬂj“;L.ﬁ,i'jg;;ﬁg;ﬂ;ﬁg;
. - - . Clusters: Health Sdence Search af jobs in s clster
the job, they will be displayed. This N ’
exam pl es h ows th e resu |t for M ed I Cal ‘P:crﬁror{;rg?;tlme medical laboratory tests for the diagnosis, treatment, and prevention of disease. May work under the supervision of a medical
an d C I I n I Cal Labo rato ry TeCh n I CI ans. Skill Area Median Skill Level| Mini Skill Level i Skill Level| Number of Profiles
Applied Mathematics 5 5 7 &
) ) Reading for Informatiof 5 5 5
The Median Skill Level shows the Locating Information 5 . : 5
. . Applied Technology 3 3 5 3
target WorkKeys skills and skill levels Writing 5 : 4 5
needed to perform the job tasks. S : . : b
Below the WorkKeys information is a opeenvaton ’ ! ‘ ’
Tasks

I ISt Of typ I Cal JO b tas kS pe rfo rm ed by sonduct cha;ncal anglydses of body fluids, such as blood and urine, using microscope or automatic analyzer to detect abnormalities or
H iseases, and enter findings into computer.
MLTs. Click on the O*NET code under —

Setup, adjust, maintain and clean medical laboratory equipment.

the job title to go directly to the O*NET B B e e it LD B i
Summary Report for the occupation. i
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The third tab, Skill Skill Details
Details, lists all nine of Applied Mathematics

the WorkKeys skills. Readiominainieraiisn

Clicking on the down ko fnmininmnnien

arrow for a skill title Arpheddestmalary

opens the description of B

the skill and each skill Hstening

level the WorkKeys :::'::::“

system measures.

Business Writing

8. My Resume

The Resume Builder in Career Ready
101 helps you create, arrange and
save a basic resume you can use in
the job search process. MY RESUME

Arrange Resume
Build Resume

RESUME BUILDER

. . Contact Information
The Resume Builder has sections for Career Objective
. . . Summary of
Contact Information, Career Objective, Qualifications
.pe . Work Experi
Summary of Qualifications, Work Sio
Experience and Education. You can Custom Section
) Preview Resume
even create custom sections for Print Resume
awards and recognitions, special skills, [<Prev | [Next»]
etc.

Complete a resume section
by typing your information

Career Objective

Contact Information

Enter your contact information.

Full Name:
Address 1:
Address 2:
Address 3:
Address 4:
Phone:

Email Address:

Parker Leigh

101 Weskt Main 5t.
Apt. 4-6

Evansville, TN 47701

111-222-3333

pleigh@provider.net

RESUME BUILDER Instroctions: Your Career Objective i a brief description of the type of job you are kooking for.
into the blank space. The MY RESUME Title Career Objctve
builder includes some text Q:EE{”:%:;W e e B
editing tools such as font, St Brg A4 &Y EEEWEE L
. . . Qualifications | am seeking a position as a customer service representative allowing me to apply my
bOId, italic and underline. ‘:rfk Experience exceptional communication skills to assist and resolve customer issues in the financial
Lo ) u;;‘::‘“" on services industry.
When you are satisfied with R
your entry, go to the next e fiesme
. = Prev Mot » - . . - - -
Sec“on_ |f you are not sure Sample: Sesking entry-level position as a line operator in the chemical processing industry.

what to include in a section,
review the Career Ready

Save

101 Resume Sections topic in the Writing a Resume lesson. The Resume Formats and
Resume Sections topics have examples you can model your resume on.

The Resume Builder allows you to delete or rearrange sections of your resume. Click on the
Arrange Resume link in the Resume Builder box. A screen like the one on the next page will

appear.
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To change the order of the resume
sections, click on a section title
and drag it up or down the section
list. To delete a section, click the
Delete link.

If you need to create a custom
section, click on the Create New
Section button. Be sure to give
your custom section a title. When
you are finished arranging your
resume, remember to click the
Save button to keep your changes.

When you finish writing, editing
and arranging your resume,
preview your resume. Click the
Preview Resume link in the
Resume Builder box to check your
resume before printing it.

You can copy your resume and
paste it into Microsoft Word or
another word processing program
to edit the text or format.
Instructions for doing so are
outlined in the Help box.

If you are satisfied with your
resume, you can print copies.
Clicking the Print Resume link
opens a print dialog box. Select your

RESUME BUILDER
MY RESUME

Arrange Resume
Build Resume
Preview Resume
Print Resume

| Nest = |

HELP

Secti boot wp or down to arange
tthem: on your resume.

RESUME BUILDER
MY RESUME

Arrange Resume
Build Resume
Preview Resume
Print Resume

« Prav | | Nesz» |

resume into ument an
Save it on your computer,

printer and settings, then click the Print button.

9. My Portfolio

Resume Sections

Deelete
Delete
Delete
Deelete
Deelete

Create Mew Saction

Resume Preview

Parker Leigh
101 wesk Main St
Apt, 4G
Evansville, IN 47701
111-222-3333
pleigh@provider.net

Career Objective

| arm seeking a position as a customer service representative allowing me to apphy my
exceptional communication skills to assist and resolve customer issues in the financial
services industry.

Work Experience

smith & Hughes, Jacksonville, FL 09/06 Present

Customer Service Representative:

 Investigate and resolve customer complaints

» Coordinate clients' problem resolution with co-workers and sUpervisors
« Demonstrated ability to make guick and accurate decisions

« Received letters of commendation for exceptional customer service skills

Dr. Rohert Jones, MD., Jacksorwille, FL 08/03 09/08

Accounting Clerk:

« Prepare, monitor, and maintain computerized accounts payables and receivables
System

» Generate income staterments, balance sheets, general ledger, checks and reports;
enter payable vouchers; receivedideposited checks.

» Supervise receptionist duties on a daily basis.

« Hired, trained and developed receptionist.

The Portfolio of Parker Leigh
Skills

Skill Symbol KeyTrain Level
RI

Interests

Interest Score

The Portfolio gives you quick access to your KeyTrain
Workplace Skills levels, Interest Profiler results, favorite
career clusters and saved and favorite jobs. Click on My
Portfolio to open your portfolio.
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10.  Viewing Reports

Check your progress in the Career Ready
101 lessons by using the Reports function.
To view the reports you can create, click on
the Reports icon in the dashboard to show
your report options.

Home Lessons Portfolio Calendar

n Automotive Technology (changs)

My Reports
. . ~ Student Status Report = Detail Report
You can generate five reports: .? _ .?
ate  Status of each course assigned ate  Assigned courses/lessons, last quiz
including goal, score and time spent. date, status, scores/targets and

number of quiz attempts.

e Status — shows your current status in

completing assignments. n?; Topic Detail Report n?; Quiz Detail Report

. . . . . Student activity in lesson topics, time e 10pic and final quiz results, including
o TOpIC Deta” - ShOWS yOUI’ aCt|V|ty N spent, status, scores/targets and quiz ~ correct and incorrect answers to quiz
e . . . . attempts. questions.

specific lesson topics including quiz

Scores. Iﬂi Student Career Skills Report
e Career Skills — shows your progress Lo Sunimary of progress n ell Career

in completing career skills lessons.

5

e Detail — shows assigned courses and lessons o T s fortren e Deta"Rewt g
with quiz attempts and results and other o
scores.
e Quiz Detail — shows which questions you P e
answered correctly and incorrectly in pretests,
topic quizzes and final quizzes ::;ea e
In this example of the Quiz Detail Report, the student’s e T
answers to the pretest questions for Reading for e — T 7
Information are shown. The answer letter and whether o Gon  awwen comr
or not it is correct is listed for each question. The
guestion code specifies which question the student et N
was given. Your instructor can show you questions you
missed using the answer code.
Career Ready 101 lets you print or save your reports. e

11. My Account

Career Ready 101 allows you to change
some of the information in your user

a0

Calendar  Reports  Support

ERE ik class will you be working with today? You areloggedin 25 Joh G Kerr | Logout

account. Note: Some organizations may b Kerr
restrict students from editing their it sccort
. g s] My Lessons l1| Ca E:mu Orgatmzatiun
aCCOUHIS TO edlt your user aCCOunt, place vied Career Cluster: No cluster selected (znange)

your mouse pointer over your name when
you are logged in as shown in this example. A pop-up will appear with an option for My account.

Click on My account to open the screen for editing your account information.
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In the My Account screen, you can reset
your password from the one you were
originally given. Just enter a new password
and verify it. Make sure it's one you will
remember or write it down. If you forget it,
you will not be able to log in to Career
Ready 101.

You can also enter your contact information.
It's a good idea to include your email
address if you have one. If you forget your
password, Career Ready 101 can email it to
you when you try to log in.

When you finish editing your account
information, click Save & Close. You will see
a message that your account settings have
been saved.

12. Choosing Career Clusters

m Career Explorers (change)

My Account

School Name Demo Organization

Username jobckerr
* Last Name arr

* First Name Jgh
Middle Name (,

Group | Type or select a group....

Notes

Student [D
——

Reset Password

New password

Verify password

6 character minimum

Contact Info

Phone
Email

Address

City, State ZIP

000-000-0000

Apply

Save & Close I Cancel

License Settings

License Expiration Date Organization dees not enforce licensing.

*These fields are required

You can choose a career cluster to contextualize the KeyTrain
pretests in Reading for Information, Applied Mathematics and
Locating Information. Let’s say you are interested in computer
technology. If you select the Information Technology career
cluster, the questions you will answer in the KeyTrain pretests
will be related to computers and information systems.

You are bogged in 25 Job C. Kerr

Job C. Kerr
Student

Iy account

Demo Organization

Logout |

Mone

Agriculture, Food & Matural Resources
Architecture & Construction

stg/Arts, AN Techrology & Commurication

Business, Management & Administration

o finEducation & Training

=

To choose a career cluster, place your mouse

related to that career.

13. Getting Support

cursor over your name when you are logged in,
just like you did to edit your account information e
above. An option for Career Cluster will appear
under your organization’s name. Click the
change link and select a cluster from the list.

Finance

Government & Public Administration
Health Science

Hospitality & Tourism

Human Services

Information Technology

i reflaw, Public Safety, Corrections & Security

Manufacturing
Marketing, Sales & Service
Science, Technology, Engineering & Mathematics

lio Transportation, Distribution & Logistics

Career Ready 101 will remember the career cluster you chose. Your cluster
will be listed in your Portfolio and your KeyTrain pretest questions will be

You can check to see if your computer is ready to run Career Ready 101 lessons, find lesson
information and other documents and get troubleshooting tips by going to the Support section.
Click on the Support icon in the dashboard to open the support page.
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To check your computer’s setup, click on the Check my setup

button. Career Ready 101 will automatically check your computer

and let you know if it is ready to run lessons. If not, follow the

instructions to make any necessary changes. If you are checking
the setup of a computer at a school or other organization and are

prompted to download and install software, you will need
someone with administrative access to do the installation. Ask
your instructor or counselor for assistance.

About your system settings...

Flash Player

Authorware
Player

Operating
System
JavaScript

Cookies

Browser

*
.

10.0.22

Installed

Windows

You have the version needed, but wou can dick here to update it amyway.

You have the version neaded, but you can dick here to update it amrway.

Career Ready 101 is compatible with Windows S8/2000/XP/2003 2nd with Mac OS X,

Click here - for specis] instructions for Vista users.

Enabled

Enabled

Explorer 7

About Your Setup

‘Your machine needs certain plugins in order
to run lessons.

[ Check my setup...

Troubleshooting

Troubleshooting Tips A
Observation Video Solution

Manuals

Career Ready 101 Course Qutlines &
Career Skills Instructions Al

Career Skills Checksheet 4

Career Ready 101 Student Guide | 4

Career Ready 101 Instructor-Led Document,
Outline

Additional Information

System Requirements 4

Career Ready 101 with Windows Vista 4
Career Ready 101 with Macs

Levels 1and 2

Authorware Web Player Installers

If your setup checks out, Career Ready 101 will give you green flags and you should be ready to

get started.

TIP: If you forget your login username and/or
password, ask your instructor or the person

who set up your account for your username
and have them reset your password. When you
log in, you can change your password to one

you will remember.

That about does it!

You can open this guide when you are logged in to your Career Ready 101
account. Just click on Support and find the link for Career Ready 101

Student Guide.
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