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CAREER CLUSTER INVENTORY 

 

 

 

 

 

 

 

 

 

 

  

  

Rate 80 activities on how much you think you 

enjoy doing them. After answering the 

questions, you see how your answers match the 

16 national career clusters. You will also learn 

more about matching occupations, and related 

courses. 

Instructions 

 

Important: You must first create a 

portfolio in order to save Career Cluster 

Inventory results.  

 

1. Log in and select Career Cluster Career 

Inventory under the Assessments tab.  

2. Read the instructions and select Rate the 

activities to begin. 

3. Select a response for each of the 80 

items. For more information about an 

item select Explain. 

4. When you are finished, a table displays 

your results. The horizontal bars represent 

your interest levels for 16 career clusters. 

Longer bars indicate higher interest. 

5. To sort the clusters by level of interest, 

select Score, in the upper right corner of 

the table.  

6. To read a description of a career cluster, 

click on the title. Explore the topics on 

the left side to learn more about the 

cluster.  

7. To view a list of occupations in the 

cluster, select Occupations under the 

Related Information bar (or select Check 

out Related in the Junior version).  

 

 

 

 

 

Continued on other side 
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CAREER CLUSTER INVENTORY 

 

 

 

 

Explore Your Results 

 

 
8. You can also view a video about the 

cluster.  

9. Repeat this process for as many clusters 

as you want.  

 

Print Results  
10. Click Print in the upper right corner. A 

pop-up window will appear with your 

name.  

11. Click the Print Results button.  

 

Save Results  
12. Results can be saved at any time. To 

save results click Save in the upper 

right corner. Your answers are saved in 

your portfolio under the menu item 

Sorts and Assessment Results. 

 

Retrieve Answers  
13. Once you log in using your user name 

and password, select Sort and 

Assessment Results under the My 

Portfolio tab.  

14. Click Restore Answers to view the 

graphic with the 16 clusters.  

 
 

Explore the clusters and occupations on 

your list to learn more about your choices.  

The more you research possibilities, the 

better your career decisions will be. 
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WORK IMPORTANCE LOCATOR 

 

 

 

 

 

 

 

 

 

 

 

 

The Work Importance Locator helps you identify the 

values that are important to you in a job. It also 

helps you identify occupations that you may enjoy 

based on your work needs. 

Instructions 

 

Important: You must create a 
portfolio to save your Work 
Importance Locator results. 

1. Under the Assessments tab, select 
Work Importance Locator. 

2. Read the Getting Started screen. 
If it helps you to place the cards 
on paper before placing the cards 
at the computer, print and use the 
worksheet and cards; otherwise 
select Place the cards.  

3. The virtual deck contains twenty 
cards with work needs statements. 
Place each card in the column that 
indicates how important it is to 
you to work in a job with the 
characteristics described on the 
card. Note: Column 5 is for needs 
that are most important to you. 
Column 1 is for your least 
important needs. 

 To place a card: Click the card 
and then click the spot in the 
column where you would like to 
place it. 

 To move a card: If you wish to 
move a card you already 
placed, simply click it and it 
will return to the top of the 
pile. You can then click the new 
spot where you would like to 
place your card. 

4. When finished placing all the 
cards, select Get My Results. 
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WORK IMPORTANCE LOCATOR 

 

 

 

 

Instructions (cont.) 

 

5. Your two highest work values display 
with a list of occupations that match 
both of these work values. 

6. Select any of the highlighted 
Occupations to learn more about the 
occupation. 

7. To return to your Work Importance 
Locator results from an occupation, 
select Show and Return to: Work 
Importance Locator at top of screen. 

8. Select My Scores to highlight your two 
highest work value scores and see the 
numerical score for each work value. 

 View a list that matches both of 
your highest work values by 
selecting the double title, for 
instance “Achievement and 
Independence.” 

 View a list that matches an 
individual work value titles by 
selecting only its title. 

9. The remaining work values also appear 
with the corresponding numerical score 
for each. Select any work value title to 
view a list of occupations that match it. 

10. Select Compare to compare any two 
occupations. 

11. Be sure to select Save to save to your 
portfolio your results and your thoughts 
about these results. 

 

The more you research the possibilities, 

the better your career decisions will be. 
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IDEAS 

 

 

 

 

 

 

 

 

 

 

 

 

The Interest, Determination, Exploration and 

Assessment System (IDEAS) is an interest 

assessment that is available as an option in this 

program. Based on your responses to 128 

items, the assessment rates your level of 

interest in 16 occupational areas. IDEAS
 
helps 

you link your interests to occupations and 

related courses. 

Instructions 

 

Important: You must first create a 
portfolio to save your IDEAS results. 

 
1. Select IDEAS under the Assessments 

tab. 

2. Read the introduction page and click 
Rate the Activities. 

3. Select a response for each of the 128 
items. Select Results and grade level. 

4. A table displays your results. Check 
marks represent your interests on each 
of the 16 interest areas. Put the cursor 
on the interest area titles (near the top 
of the Results screen), and the interest 
area title displays. 

5. Select and read Understanding Your 
Profile, located at the bottom left 
corner of the Results screen.  

6. Select the  (or abbreviated title) of 
your highest interest area. Review the 
list of occupations in your highest 
interest areas.   

7. To print your results, click Print in the 
upper-right corner.  
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IDEAS 

 

 

 

 

 

 

Explore IDEAS
 
Results 

8. Select an interest area where you have 
high results. 

9. A list of occupations displays.  Explore 
occupations of interest on your list.  

10. To return to your IDEAS Profile, select 
Show button at top of page. In upper-
right corner is a drop-down Return To: 
button. Select IDEAS.  

11. Explore a few more occupations from 
your highest interest areas then go back 
to your results profile. Explore 
occupations under your second highest 
interest area. Repeat this process for as 
many other interest areas as you want. 

12. Click Save to save your results and enter 
your thoughts and reflections about your 
assessment results. 
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OCCUPATION SORT 

 

 

 

 

  

 

  

Occupation Sort can help you to identify occupations 

that match factors you consider important. It will 

help you find occupations that match criteria you 

have chosen to explore further. 

Instructions 

 

Important: You must create a portfolio 
before you can save your Occupation Sort 
results. 

Important: Do not use the Back button on your 
browser’s tool bar when using Occupation Sort. 

1. Select Occupation Sort under the 
Occupations tab. 

2. Read the Getting Started screen. For 
an explanation of Occupation Sort and 
to see all factor definitions, print 
Worksheet before using the computer. 
Complete the worksheet. 

3. Select Restore if you want to review a 
sort you previously saved. 

4. To begin a new sort, choose Select 
Factors. 

5. Select Recommended List to have 10 
factors selected for you.   

6. Select the factors that are important to 
you. Use the  icon to view a definition 
for a factor. 

Important:  Some factors are 
important because you want them on 
the job. Others are important because 
you don’t want them. 

7. Your selected factors display on the 
right side of the screen. Use the arrows 
to move factors up or down, based on 
their importance to you.  When the list 
is ordered as you like, select Continue. 
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OCCUPATION SORT 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

Instructions (cont.) 

 

8. For each factor you will be asked to 

indicate your preferred level and 

additional levels, if any, you are willing 

to consider.  You must select at least 

the level you selected as your preferred 

level. Select Sort.  

9. After each sort, your progress will 

display at bottom of screen. View the 

occupations on each list by selecting: 

Eliminated by Last Choice, Not On 

Your List, or On Your List.  After 

viewing the information, select Next 

Factor. 

10. When done entering factor preferences, 

a list of the occupations on your list 

displays. Select Options to view other 

lists.  

11. To save your sort, select Save. Enter 

your thoughts about your sort. 

12. To change a restored sort and save new 

result, select Save as New. 

13. To begin a new sort, select Start New. 

14. Select Options. 

15. Click Review to see a chart of the factors 
and ranges you selected.  If you want to 

change a response, click  to the left of 
the factor name.  Click Sort after the 
change. 

16. When viewing Occupations On Your List, 

use the chart icon.  to compare your 
responses to the occupation’s factors.   

17. You can also view a list of occupations 
eliminated from your list because of just 
one factor by clicking on Occupations 

Almost on Your List and using the  
button.   

18. When viewing Occupations Not On Your 

List also use the  button.  Compare 
your choice to the typical occupation levels 
and consider changing your response. 

19. You can Compare Occupations to view 
factors of two occupations in which you are 
interested.   
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OCCUPATION SORT 

 

  

 

 

 
 

 

 

Instructions (cont.) 

 
15. Select Recommendations for 

suggestions about what to do next. 

16. Select Review to see the factors and 

ranges you selected. To change your 

preferences, use the  icon.  Sort after 

the change. 

17. When viewing Occupations On Your 

List, use the chart  icon to compare 

your responses to the occupation’s 

factors. 

18. When viewing a list of Occupations 

Almost on Your List, use the  

button to find out which factor did not 

match your preference. 

19. Occupations Not On Your List also use 

the  button.  Compare your choice 

to the typical occupation levels and 

consider changing your response. 

20. Compare Occupations allows you to 

compare two occupations side by side.   

21. Explore the occupations on your list to 

learn more about your choices.   

22. Save occupations you want to explore 

further.   

 

The more you research the 

possibilities, the better your career 

decisions will be. 
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SCHOOL SORT 

 

 

 

 

 

 

 

 

 

 

 

School Sort helps you identify a list of schools 
that interest you. Undergraduate School Sort 
includes sorting criteria for those seeking schools 
that offer associate or bachelor’s degree 
programs. Graduate School Sort includes sorting 
criteria for those seeking masters or doctoral 
degree programs.   

 

 

 

 

 

 

 

 

Instructions 

 
Important: You must first create a 
portfolio to save your School Sort 
results.  
 

1. Select School Sort under the Education 
tab. 

2. Read the introduction page. Select 
Undergraduate School Sort or Graduate 
School Sort. 

3. Select sort topics of importance to you   
Make your selection and Continue to the 
next sort topic. Select  to learn more 
about a topic. 

Degree 
Undergraduate School Sort allows you to 
select associate and/or bachelor's 
degrees. Graduate School Sort allows you 
to select Master's and/or Doctoral 
degrees. 

Location 
Select a state(s) or a region.  

Admission 
Select admission difficulty. 

Academics 
Majors are listed by cluster. View the 
Individual Majors tab for an alphabetized 
list of majors. Choose to include schools 
that offer any or all of the majors on your 
list. 

Size and Type 
Select preference for size or type of 
school. 

Tuition and Financial Aid 
Select preferences for tuition and types of 
financial aid programs available. 

Sports 
Select based on sports offered for men or 
women. 

Student Life and Activities 
Select based on housing and activities. 

 
4. When finished, select Get My Results. 
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SCHOOL SORT 

 

 

 

 

 

 

 

 

 

View School Sort Results 

 

5. Explore schools by clicking on the 
school title or selecting the At A 
Glance icon. 

6. Save schools to your portfolio for 
further review or remove them from 
your list by checking the box and 
selecting appropriate action box at 
top of list. Once saved, yellow stars 
appear next to the school name. 

7. Compare up to three schools at a time 
by selecting Compare Checked. 

8. To save your sort, select Save Sort at 
top of screen. 

9. To change your sort and save new 
result, select Save Sort as New. 

10. If you want to begin again, select 
Start Over. 

11. Select Print List to print your list. 

 

To restore your saved School Sort results: 

12. Log into this program using your My 
Portfolio user name and password. 
Select Sort and Assessment Results 
under the My Portfolio tab. 

13. Select School Sort from the next 
menu. 

14. Select the Restore Answer Set you 
want to review. 
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FINANCIAL AID SORT 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

Financial Aid Sort helps you to identify 

scholarships and other awards that match your 

educational plans, abilities, and background.  

Instructions 

Important: You must first create a 
portfolio to save your Financial Aid Sort 
results. 

1. Select Financial Aid Sort under the 
Education tab. Review the directions and 
select Go to begin. If you have a specific 
scholarship in mind, use the search box.  

2. Add awards by answering the Build Your 
List criteria: 

 Personal Characteristics 

 Academics (grades) 

 Postsecondary Plans 

 Programs of Study 

 Financial Need 

 More About You (clubs, etc.). 

3. Reduce your list by answering the Refine 
Your List criteria: 

 Award Requirements 

 Deadline 

4. After completing each criteria, select 
Continue to proceed. 

5. Select Explain to clarify the “Do not 
include” check box. 

6. Select  to learn more about a Financial 
Aid Sort criteria. 

7. To view the awards on your list at any 
time, select Get My Results. 
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FINANCIAL AID SORT 

 

 

 

 

 

 

 

 

Instructions (cont.) 

 

8. Awards display alphabetically. Select 
the arrow next to the Award Name 
heading to change order. You can also 
sort by type and deadline. 

9. Click on any award to learn more 
about it. 

10. Save awards by selecting the small box 
to the left of the award name and 
Save Checked at the top of the page. 

11. To remove saved awards, select 
Remove Checked. 

12. To save your sort, select Save Sort at 
top of screen. 

13. To change a restored sort and save 
new result, select Save Sort as New. 

14. To begin a new sort, select Start Over. 

15. Your search criteria appear on the left 
side of the screen. To change your 
response to an item, select the 
criteria. 

16. View the number of awards on and off 
your list at any time under Search 
Criteria. 

 

To restore your saved Financial Aid Sort 
results: 

17. Log into this program using your My 
Portfolio user name and password. 
Select Sort and Assessment Results 
under the My Portfolio tab. 

18. Select Financial Aid Sort from the 
next menu. 

19. Select the Restore Answer Set you 
want to review. 
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ASSESSMENT LINK 

 

 

 

 

 

 

 

 

 

 

 

 

Assessment Link helps connect occupations from 

assessment(s) you have taken elsewhere to the 

occupations in this program. It provides links from 

14 assessments. 

Instructions 

Important: You must complete 
most assessments outside this 
program before you can research 
occupations through Assessment 
Link. You must create a portfolio 
before you can enter notes about 
your exploration. 

 
1. Select Assessment Link under the 

Assessments tab. 

2. 14 assessments appear on the 
index. Review instructions. 

3. Select the assessment you 
completed. 

4. Be sure you have your assessment 
results in hand.  

Match Assessment Results to 
Occupations 

5. Each assessment displays 
occupations categorized by code 
or career cluster. Using your 
results, select a category. 

6. A list of all occupations in that 
category displays. Select the 
occupation you want to explore. 

7. Click on the related occupation 
title to view a description of the 
occupation. 

8. You can Save or Print your lists. 
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ASSESSMENT LINK 

 

 

 

 

 

 

 

 

Instructions (cont.) 

 

 

Explore Occupations 

9. If you open an occupation, you can 
explore topics such as:  

 Specific work activities 

 Common work activities 

 Working conditions 

 Skills and abilities 

 Knowledge 

 Wages 

 Related Occupations 

 Related Programs of Study and 
Training 

 Real World Interviews 

10. Videos are available for many 
occupations. Select View Video to 
view. 

Save Favorite Assessments to Your 
Portfolio  

11. In an assessment, select Save in the 
upper right corner.   

12. A text box displays. Enter why you 
are saving this assessment or details 
that are important for you to 
remember. 

13. Select Save Information. 
 

All assessments you save are located in 
the Favorites section of your portfolio.   
 
To explore more occupations from your 
assessment results, select Home or 
return to Assessment Link through the 
Assessment tab.  
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 ENTREPRENEURIAL CAREER ASSESSMENT 

 

 

 

 

 

 

 

 

 

This assessment asks you to rate yourself on the 

characteristics of successful entrepreneurs. 

Learn the differences between working for 

yourself and working for an employer. 

1 

Instructions 

 
 
 
 
Important: You must first create a 
portfolio to save your Entrepreneurial 
Career Assessment results.  

 
 
1. Log in and select Entrepreneurial Career 

Assessment under the Occupations tab. 

2. Read the introduction page and select 
Rate the Statements. 

3. Answer each of the 20 items. After you 
select a response, the next item appears.  

4. When finished, select Get Results. 

5. Your score displays. Select the Analysis 
for Entrepreneurial Career Assessment 
Form. 

6. Read the analysis, pay particular 
attention to those characteristics and 
assessment statements with which you 
disagreed strongly. 

 
NOTE: This assessment is not a test and 
does not predict business success. You may 
score low on the assessment and still 
succeed as an entrepreneur. 
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PRACTICE TESTS 

 

 

 

 

 

 

 

 

 

 

 

Practice tests help you get ready to take a 

variety of tests, such as the ACT, SAT, AP, GED, 

US Citizenship or Civil Service exam. You can 

learn about each test format and gain tools to 

help increase your test scores. They provide a 

chance to practice questions like those that 

appear on the tests, either timed or at your own 

pace.  Most of the tests offer two to three full 

practice tests that you can complete at your 

convenience. 

Instructions 

 

Important: you must first create a 
portfolio to access and use the Practice 
Tests. 

1. Log in to your my Portfolio. 
 

2. Under the My Portfolio tab, select the 
Practice Test link for the test you wish 
to complete. (There are three different 
test packages that your site might 
license. If the practice tests don’t list 
in your portfolio menu, your site may 
not use these. Check with your Site 
Coordinator. 

3. The Practice Test page provides an 
overview of each test that is available. 

Select the test information icon  for 
test information.  

4. When you click on the test title a new 
introduction or instruction window will 
open. Read it. 

5. Select Continue to transfer to the test 
publisher’s website. It may take a few 
seconds to appear. 

6. Select Continue to access the test or 
Exit to return to this program. 

 

Note: When you reach the Peterson 
website, you can review computer 
requirements at the bottom of the page 
to make sure your computer meets the 
minimum requirements to access these 
tests and results. 
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PRACTICE TESTS 

 

 

 

 

 

Instructions (cont.) 
 

7. For an overview of the practice 
tests select About The Test in the 
upper right corner.  

8. Select Start to begin a practice test. 
Instructions will display and a timer 
will begin immediately. The timer 
can be paused if you prefer. Select 
Resume to continue taking a test 
you saved earlier. 

9. Select Next to continue the test or 
Previous to view a previous 
question. 

10. Select Save to exit test and return 
later; select Exit to return to your 
portfolio. 
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