
ADDING A CAREER ASSESSMENT 
 

 
Login to OKCareerGuide.org 

 

Choose Take an Assessment (left side of screen towards the top) 

+ Begin 

     ^  Follow the instructions by answering and clicking NEXT. 

 

(This should take no more than about 20 minutes.) 

 

OK Career Guide offers three assessments: 

     1)  Interest 

     2)  Confidence 

     3)  Work Value 

 
You look at the value markers and rate the questions based on 

your own opinions so there are no right or wrong answers and it 

is super easy!  

 

Once you take the assessments, back on the home page you will 

see bar graphs in different colors.  These colors represent 

different career cluster areas.   

 

If you click on one of the colors/bars it will open and then you 

can click further to find out what careers coincide with that 

career cluster color.   

 

If you are struggling with knowing what you want to be when 

you grow up these could help you with that. 
 

You will do all three of these EVERY year one time. 

 (9
th

, 10
th

, 11
th

, 12
th

)  



ADDING TEST SCORES 

 

Login to OKCareerGuide.org 

 

Choose My Assessments (left side of screen/halfway 

down) 

      My External Assessment Scores 

+ ASVAB (click to add your ASVAB score information) 

+ Additional   

(click to add in any other tests you have taken such 

ACT, SAT, PSAT, PREACT, etc.)  You will have to 

type these in manually for each one.   

 

IF you have taken any of the other tests listed, such as 

WORKKEYS, maybe you took at career tech and you 

have those scores you can add those in here also. 

 

Make sure to SAVE after each entry. 

  



 

ADDING CAREER AND ACADEMIC GOALS 
 

Login to OKCareerGuide.org 

 

Choose My Goals (left side of screen way down towards the bottom) 

+ Add Goal 

     ^  Create a Goal Name  (example:  9th grade academic goals, 10th grade career 

goals, 11th grade career goals, 12th grade academic goals) 

      ^  Choose a goal type from the drop down - Current Goals, High School Goals, 

or After Graduation goals 

      ^  Choose a goal category from the drop down - Academic goal, Career goal, 

Personal goal, other goals 

      ^  Step 1:  Write a short description that describes your goal and enter a goal 

date to complete it. 

      ^  You can add a "Step 2" if you need to.   

      ^  Also after you add a date it will provide a box for you to click on once you 

COMPLETE the goal.   

      ^Always remember to SAVE after each entry. 
 

DEFINITION 

What is a goal? 

A goal is something you are trying to do or achieve. Goals should be: 

 Specific - Write down exactly what you want. 
 Measurable - You should be able to track progress toward your goal. 
 Achievable - Make sure your goal is practical and obtainable for you. 
 Relevant - Make sure your goals are relevant to your education, 

career intentions, and people from whom you will need help and 
support. 

 Time-bound - Set a deadline for achieving your goal. This helps you 
remain focused. 

 

You should have ONE CAREER GOAL and ONE 

ACADEMIC GOAL  for every year.  

 (One for 9th, 10th, 11th and 12th grades) 

  



ADDING A GRADUATION PLAN/EDUCATION PLAN 
 

Login to OKCareerGuide.org 

 

Choose My Ed Plan (left side of screen way down towards the bottom) 

+ Add a New Plan 

     ^  Create a Plan Name =  HS Transcript 

      ^  Your School Name = Apache HS 

      ^  Current Grade Level =   Choose what grade you are in now 

      ^  Current School Year = Choose the current school year (ex. 2022-2023) 

      ^  Area of Study = High School Transcript 

      ^  Click CREATE PLAN 

 

It will automatically open up to show four different years for your transcript  

                          (Apache HS 9th, Apache HS 10th, Apache HS 11th, Apache HS 12th) 

 

   Start with: 

  + Apache HS 9th  (click the plus sign) 

      ^  This opens up a list of courses, click the + by one of the courses 

      ^  Area of Study = HS Transcript 

      ^  Course Name = example:  English I 1st sem. 

      ^  Add this Course 

(IF you have completed 2nd semester you will add that as well.  If you have not completed it yet 

then you will not add it yet.) 

       ^Click the + by the next course you want to add. 

       ^ Area of Study = HS Transcript 

       ^ Course Name 

       ^ Add this course 

 

You will do this for EVERY class on your transcript.  The electives courses should include every 

class that is not a basic requirement.   

IF you cannot find the name of your course on the list you can create a CUSTOM COURSE, to 

do this: 

      +Apache HS 9th 

          ^ Opens list of courses  choose + ELECTIVES 

          ^ Click on CUSTOM COURSE 

          ^ Type in the CLASS NAME 

          ^  Make up a COURSE CODE number 

          ^  Course credits will be 0.50 for 1st semester and 0.50 for 2nd semester.  Look at your 

transcript to determine if you had this class first and second semester or just one 

semester.                    

        

    + SAVE after you are done. 

 

You will do this EVERY year just once.  (9
th

, 10
th

, 11
th

, 12
th

) 



ADDING WORK/SERVICE BASED LEARNING 

 

STEP ONE: 

Type up a word document with information typed out stating what you completed 

for your Work/Serviced Based Learning. 

Include   DATE of event,  TITLE of event,  Brief DESCRIPTION of event. 

 

    Example:  9/21/2022    Comanche Nation College and Career Fair   Visited with 

several of the vendors about college and opportunities after high school.  Also 

talked with a potential employer, name of company here. 

 

    Example:  10/25/2022   Valir Physical Therapy, Elgin, OK      Job shadowed at 

Valir for a day.  Worked with PT techs on what they do day in and day out.   

 

   Example:  10/26/2022     Porter Hill Veterinary Clinic, Elgin, OK    Job 

shadowed at the vet for a day and worked with techs on the ins and outs of a vet 

clinic.  I really enjoyed the time I got to spend with actual animals learning about 

caring for them and assessing situations. 

 

SAVE the word file where you can find it to upload later. 

 

STEP TWO: 

Login to OKCareerGuide.org 

 

Choose My Documents (left side of screen way down towards the bottom) 

+ Add NEW FILES 

     ^  Click BROWSE to find the word document you saved. 

     ^  DOCUMENT NAME  type in the name of the document. 

      ^  DOCUMENT CATEGORY:  Choose OTHER 

      ^  DOCUMENT TYPE:  Choose DOCUMENT 

      ^  DOCUMENT DESCRIPTION:  Type in WORK/SERVICE BASED 

LEARNING 

      ^  Click UPLOAD 

 

 

You should have ONE SERVICE/WORK BASED LEARNING document.  

You will do this your 11th and/or 12th grade year. 
 



 

 


