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How to Complete the FOCUS Program

WHAT IS THE FOCUS PROGRAM?

The FOCUS program is designed to help students determine professions that are appropriate to their

interests and values. It also helps them identify what academic majors can help them prepare for these
professions.

REGISTERING TO USE THE FOCUS PROGRAM

1. Visit http://www.citadel.edu/career_services/ and CLICK ON THE FOCUS LOGO (see below)
in the upper right portion of the website.

The Citadel Career Center - Windows Internet Expl

e B it/ citsdeledu/career_services
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CareerCenter.Alumni@Citadel.edu
The Citadel Home Page

OUTH CAROLINA

The Citadel Career Center Website is a 24/7 window fo the world of werk, providing the training, information, and reseurces

that enable Citadel students fo make informed decisions about their career goals.

CLICK ON
STUDENTS Fall Career Fair ( Drvq career & education planning THE

(/S Career Dimensions Inc
Fall 2010 A Career Interest & Education Planning Profile System FOCUS
Wed., Oct. 20th QY

RECRUITERS 12:30 - 4:00 pm LOGO

Employers & Graduate Schools

&)
s
%
Spring Career Fair &
ALUMNI ¥

Spring 2011
Wed., Feb. 23

THE
CitapeL $1E

CAREER CENTER GATE

The Gate, our web based career management & recruiting system
ABOUT US 12:06-3:30 prm (online job board, resume database, mentoring network, & more)!

‘Office Information

Students, Recruiters, and Alumni are invited to access an existing
account or obtain a new account through the link above.

2. On the next screen, CLICK ON THE FOCUS LOGO AGAIN to go to the program’s login
screen.

The Citadel Career Center - Windows Internet Expl

)= B http:/Zwwow citadel.edu/career_services/FOCUS htm

[ 5[4 | ¢ [ 48 mittary frenaly o -
50z Favorites | 575 @ Suggested Sites 2| Get More Add-ons ~
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N Al CAREER CENTER CarerCentergCitadel scu
mCITADEL STUDENTS RECRUITERS ALUMNI

CareerCenter.Alumni@Citadel.edu
THE Miumagry Col SOUTH CAROLINA

Providing the training, information, and resources that enable Citadel students to make informed decisions about their career goals.

F 0 C U S { \y2_career & education planning Access Code =
ecim, 1 OCI

(/S Career Dimensions Inc CITADEL215
A Career Interest & Education Plannin

Click FOCUS icon above to Create a New User Account or
Profile SyStem Return to an Existing Account.

Review the FOCUS Guide to make the most of your time spent on career planning befare you take FOCUS. When ready fo start, enter FOCUS using the icon above.
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3. Students who are using the program for the first time need to register to use the FOCUS program.
CLICK ON THE “Click Here” LINK. When returning to FOCUS in the future, you will be
able to log in from this screen by entering your Username and Password and then clicking on

CONTINUE.

o 2 _career & education planning _ . ) ~ )
.. Jocus Career Dimensions Inc THE CITADEL E-MAIL: CAREERCENTER@CITADEL.EDU

The Citadel
IF REGISTERING
FOR THE FIRST

If you are a first time user and need to create an account, click here:
To create your account you will need the access code provided to you by your scl TIM Ey CLICK

IF YOU HAVE HERE.

If you have an existing account, use the form below to login.

ALREADY Focus Login for The Citadel
REGISTERED,

Please Enter Your Username:

FILL IN THIS
INFORMATION
AND CLICK ON CONTINUE »

CONTINUE.

Please Enter Your Password:

If you have forgotten your username or password, click here.

Back to:
The Citadel Website

Copyright 2009 Career Dimensions&, Inc. All Rights Reserved

4. Onthe next screen, FILL IN ALL OF THE REQUIRED INFORMATION. In the first block,
use the following Access Code: CITADEL215.

f \/a_career & education planning
i, 1 OCUS

Career Dimensions Inc

HE CITADEL E-MAIL 1 EDUl
The Citadel

Flease fill out the form below to oreate your new acoount.
When you are finished, lick the "Continue” button
Fields that are required are in bold

1 | TYPE IN:

Your Access Code: & CTADEL1S <
GroUP: () Caget Class of 2010 CITADEL215

- Cadet Class of 2011

© Cadet Class of 2012
013
' Citadel Alumni: Cadet Class of 2009
O Citadel Alumni: Cadet Class of 2008
@ citadel Alumni: Cadet Classes 2007 & Frior
@ Citadel Graduate College: Current Students
O Cadet Class of 2014

) Citadel Graduate College: Alumni

First Hame:
Last Hame:

Emasil: 0

Confirm Your Email

Create A User Name: 0

CLICK ON CONTINUE Creste a Password:

WHEN FINISHED 2
FILLING IN ALL

|
|

INFORMATION. B —

THE CITADEL CAREER CENTER
171 Moultrie Street, Charleston, SC 29409
http://www.citadel.edu/career_services/
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5. On the next screen, you will see a summary of the data you just created. CLICK ON “PRINT
THIS PAGE?” if you wish to print this information. CLICK ON THE BOX NEXT TO

“EMAIL CONFIRMATION TO ME?” to receive this information in an email. When finished,
CLICK ON CONTINUE.

OCL/S Career Dimensions Inc 3 THE CITADEL E-MAIL: CAREERCENTER @CITADEL.EDU

CLICK ON THIS
TO PRINT THIS PuntThis Page
e sgsstos e psoearvor | INFORMATION.

Please click on the Continue button b

FirstName: c|ITADEL

LastMame: cADET
Email: CITADEL@CITADEL.EDU
Group: CITADEL CLASS OF ****

UserNam:- TEST CLICK ON THIS BOX
' TO RECEIVE THIS

CLICK ON Email C mation to me:
CONTINUE WHEN Contings INFORMATION VIA
EMAIL.

FINISHED.

Copyright 2008 Career Dimensions®, Inc. All Rights Reserved

COMPLETING THE FOCUS PROGRAM
1. You will now see the Main Menu for your FOCUS profile. The CAREER READINESS section
is designed to help you assess your career readiness at this stage of your life. There are five items
in this section: Career and Educational Goals, Academic Strengths, Your Accomplishments, Your
Career Planning Process, and Your Personal Development Needs.

»ADDITIONAL HELP#

MAIN MENU
 SECT CLICK ON THE NAME OF THE
}G‘ Careers| Career Readiness ITEM AND FOLLOW THE
Career and Educational Goals INSTRUCTIONS TO COMPLETE.

Academic Strengths

‘Your Accomplishments

Your Career Planning Status

Your Personal Development Needs

Leaénomethmg If
about
VA ORI Self Assessment

Work Interest Assessment

2. After you have completed an item, you will receive confirmation that you have completed this
portion of the FOCUS program when you return to the Main Menu. The confirmation looks like
this:

ST . p——
\,% Career—s| Career Readiness p PRINTABLE
- o REPORT IF YOU
Career and Educational Goals ¥ COMPLETED: 8/24/10 PRINTABLE REPOR
Academic Strengths '<l- WANT A PRINTOUT
Your Accomplishments OF YOUR
RFSPONSFS

THE CITADEL CAREER CENTER
171 Moultrie Street, Charleston, SC 29409
http://www.citadel.edu/career_services/
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3. The next section of FOCUS is the SELF ASSESSMENT section. This section is designed to
help you learn about yourself and different aspects of your identity that are important to consider

when choosing a career. You can begin the SELF ASSESSMENT section either before or after
you have completed all five sections in the CAREER READINESS section.

4. CLICK ON THE NAME OF THE ASSESSMENT that you wish to complete. After you have
completed each assessment, CLICK ON RETURN TO MAIN MENU in the upper right corner
to return to the Main Menu.

Return To Main Menu

5. Once you have completed more than one assessment, CLICK ON “SEE YOUR TOP CAREER
CHOICES.” This will allow you to see the career fields which are a good fit for you based on
the results of the assessments you have completed so far.

Start . .
S Thinking
. about your d
< C Career Readiness
areer—?)
Career and Educational Goals « COMPLETED: 8/18/10 PRINTABLE REPORT
Academic Strengths ¥ COMPLETED: 8/18/10 PRINTABLE REPORT
Your Accomplishments « COMPLETED: 8/18/10 PRINTABLE REPORT
Your Career Planning Status ¥/ COMPLETED: 8/18/10 PRINTABLE REPORT
Your Personal Development Neads «f COMPLETED: 8/18/10 PRINTABLE REPORT
Learn )
Something
ot ¢ | S€lf Assessment
Yoursel —>)
Work Interest Assessment +f COMPLETED: 8/19/10 PRINTABLE REPORT
Personality Assessment ¥ COMPLETED: 8/19/10 PRINTABLE REPORT
Skills Assessment + COMPLETED: 8/19/10 PRINTABLE REPORT
. sessment +f COMPLETED: 8/19/10 PRINTABLE REPORT
CLICK ON THIS AFTER |jterest Agsessment + COMPLETED: 8/15/10 PRINTABLE REPORT

YOU HAVE COMPLETED
MORE THAN ONE
ASSESSMENT.

See Your Top Career Choices

6. On the next screen, CLICK CONTINUE:

THE CITADEL CAREER CENTER
171 Moultrie Street, Charleston, SC 29409
http://www.citadel.edu/career_services/




NCITADEL Career CENTER

THE MiLITARY COLLEGE OF SOUTH CAROLINA

7. On the screen labeled “Combining the Results from Multiple Assessments,” UNDER STEP 1,
SELECT ALL ASSESSMENTS that you have completed. Students may fill in Step 2 as they
wish. CLICK CONTINUE.

Combining the Results from Multiple Assessments

, look at the diagram below. Suppose you wanted to combine the results from 2 assessments. Letthe
nd. What we are going to do is look for occupations that appeared in both “List A” and "List B. This is d
[de in your search for occupations. Please Note: you will not be able to include assessments that have no|

Career Career
List lst | iy
A B
STEP 1:

elect The Assessments You Would Like To Combine
CLICK ON ALL i

Work Interest Assessment

5 BOXES TO Leisure Interest Assessment

Skills Assessment

SELECT ALL 5 Personality Assessment
ASSESSMENTS. Values Assessment

o
STEP 2:

Only Display Occupations That Would Requirg A

No Preference SELECT OR UNSELECT BOXES IN
V| Associate or 2 Year Degree

7] Bachelor Degree THIS SECTION BASED ON YOUR
S Eli e EDUCATIONAL ASPIRATIONS.

STEP 3:

CLICK ON
CONTINUE WHEN
FINISHED.

listof occupations will appear directly below these instructions.

CONTINUE =

8. On the next screen, SCROLL DOWN UNTIL YOU SEE “Your List of Occupations to
Explore.” CLICK ON THE “PRINTER FRIENDLY” ICON to print your results.

TONIy Display Occupations That TVould Require A
Mo Preference
Associate or 2 Year Degree
| Bachelor Degree
V| advanced Degree BE SURE TO
(SZERP gn the button below. SCRO L L DOWN

When the page reloads, your list of occupations will appear directly below these instructions.
TO SEE YOUR
CONTINUE »
RESULTS.

Your List of Occupations to Explore

To explore an occupation in your list,

CL I CK ON TH IS please‘make a selection from below.
ICON TO PRINT L P
YOUR RESULTS. )

SORT BY

MEAN SALARY MAJORS AT THE CITADEL

Academic Advisor $48,530.00 *
Anthropology and Archeology Professor $66,700.00 *

Area and Cultural Studies Professor 562 480.00 Social Studies Teacher Education
German
French
Spanish

Art Therapist $35,150.00 L

Athletic Director $69,430.00 Educational Administration / Leadership
Physical Education
Sport and Fitness Administration/Management

Athletic Trainer $36,520.00 Physical Education
Sport and Fitness Administration/Management
Kinesiology and Exercise Science

Audiologist $57,660.00 *

Business Professor $67,500.00 Business Administration
Accounting

Career Counselor $48,530.00 Guidance Counselor Education
Secondary Education and Teaching

THE CITADEL CAREER CENTER
171 Moultrie Street, Charleston, SC 29409
http://www.citadel.edu/career_services/
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9. CLICK ON PRINT in the upper right part of the screen to print these results.

Combined Assessment Occupations - Windows Internet Explore

—
‘g http://www.focuscareer2.com/LoggedIn, Ct:mbme:l—'-ssessmentzcccur:etu:n:Prml.cfm?ScltFlEl:l:Cccupet\cn“eme&jE\Ecte:l—:se::ments:]_| L§|
4 \/2_career & education planning
o & 1 OCUS Career Dimensions Inc I

The Citadel Current User: Kris*

Combined Assessment Summary

CLICK ON “PRINT”
You combined the following assessements: To P R I NT YOU R

Waork Interest Assessment
Leisure Interest Assessment

Skills Assessment RESU LTS
Personality Assessment
Values Assessment u

o Sauadin Thic i

10. From the page listing “Your List of Occupations to Explore,” SCROLL TO THE TOP OF
THE PAGE. Select RETURN TO MAIN MENU.

> UPDATE MY ACCOUNT I BE SURE TO

THE CITADEL E-MAIL: CAREERCENTER@CITADEL.EDU

Return To Main Menu SCROLL TO

Results from Multiple Assessments TH E TOP OF
se you wanted to combine the results from 2 assessments. Letthe diagram labeled "Career List A" represent the TH E PAGE

k for occupations that appeared in both "List A" and "List B™. This is depicted in the third diagram,

Ins. Flease Note: you will not be able to include assessments that have not been completed. CLICK ON

“RETURN TO
Ca;eer
@ ' MAIN MENU.”

uld Like To Combine

USING THE FOCUS PROGRAM TO SEARCH FOR CAREERS
1. Under the EXPLORE THE POSSIBILITIES section, search by the name of the occupation or
industry to explore career fields of interest to you. You can also click on WHAT CAN | DO
WITH A MAJOR IN...? and select your major to see a list of career fields that you can enter
with a particular major.

Research
m any Explore The Possibilities

Career— ==
) CLICK ON THESE TWO

Search by Occupation Name TOPICS TO SEARCH BY
Search by Industry THE OCCUPATION’S
What can I do with a major in ...7 NAME OR INDUSTRY.

Compare Two Occupations Side by Side

THE CITADEL CAREER CENTER
171 Moultrie Street, Charleston, SC 29409
http://www.citadel.edu/career_services/
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2. Ifusing the “Search by Occupation Name” topic, TYPE IN THE OCCUPATION NAME about
which you want to research, and CLICK ON SEARCH.

Return To Main Menu

Research A Career

0 You can search for Occupations by Name or Browse the Alphabet

ENTER THE
OCCUPATION
Search by Name:  Military Officer Search NAM E AND

Browse the Alphabet: SELECT

AIBICIDIEIFIGIHITIJIKILIMINICIPIQIRISITIUIVIW|Z SEARCH.

Review Saved
Occupations.

A

H Academic Advisor
Accountant
Accounting Clerk
Actor/Actress
Actuary
Adjudicator
Administrative Law Judge
Administrative Service Manager
Admiralty Lawyer
Admissions Counselor
Advertising Account Manager

3. FOCUS allows you to research a variety of topics about each career. These topics are listed in

the MENU on the left side of the screen. CLICK ON AN ITEM IN THE MENU to view more
information.

e Citadel

ym  Backto Overview

Occupation List
SELECT AN ITEM
» Overview FROM THIS LIST TO

Job Dutjes b5 the organizers, strategists, and managers of the military with duties t

Values VIEW MORE my, Marines, Air Force or Coast Guard. Military careers have related civilj
Outlook

Earnings INFORMATION ABOUT
Interest Profile of the following programs: Military Academy—competition is fierce to be 3
;cntact Info THIS OCCUPATION. aining School-for college graduates with no military training; Direct Co
Areas of Study miTiary, Resenve OTICer TTainmng Corps (RO TG -programs are offered at select colleges.

Save This
Dccupation

0 For more detailed information about this occupation, select any item from the list on the left.

B\, Printer
b= Friendly

4. To create a list of occupations that particularly interest you based on your research in the FOCUS
program, click on SAVE THIS OCCUPATION:

Save This
Occupation

THE CITADEL CAREER CENTER
171 Moultrie Street, Charleston, SC 29409
http://www.citadel.edu/career_services/




NCITADEL Career CENTER

THE MiLITARY COLLEGE OF SOUTH CAROLINA

5. To explore additional occupations, click on BACK TO OCCUPATION LIST. To return to the
Main Menu, click on RETURN TO THE MAIN MENU.

3 o Backie
Occupation List

Overview
Job Duties
Values
outlook
Earnings
Interest Profile
Contact Info
Areas of Study

FI Review Saved
Qccupations.

CLICK HERE TO EXPLORE
=y ADDITIONAL OCCUPATIONS.

military.

Officer: he military with duties that entail enormous responsibilities. Officers work
branch of the military which may be the Nawy, Army, Marines, Air Force or Coast Guard. ilitary careers have related civilian career equivalents that can be pursued after refi

Officers must eam their commission from ene of the following pregrams: Military Academy—competition is fierce to be accemed and applications are made as early as Ihe
school; Officer Candidate School and Officer Training School—for college graduates with no military training; Direct C are trained pr

military; Resenve Officer Training Corps (ROTC)—-programs are offered at select colleges.

‘ 0 For more detailed information about this occupation, select any item from the list on the left. ‘

CLICKHERE TO
RETURN TO THE
MAIN MENU.

SAVING AND PRINTING YOUR FOCUS PORTFOLIO

1. Inthe CAREER PORTFOLIO section, select REVIEW AND PRINT YOUR PORTFOLIO.

Explore The Possibilities

Search by Occupation Name

Search by Industry

What can I do with a majorin ...7
Compare Two Occupations Side by Side

e W Citadel Cadet’s Career Portfolio

Review & Update Your Saved Careers
Review & Update Your Saved Majo

CLICK HERE TO VIEW AND
PRINT YOUR COMPLETE
FOCUS PORTFOLIO.

Explore the Job Market

2. SELECT ALL elements, and CLICK ON BUILD MY PORTFOLIO.

Build A Customized Report

From this page you can create a customized printable report. Items that are grayed our |
have not been completed and therefore cannot be includ e — -

would like to include and click the Build My Portfolio butlo

Your Account and Contact In

CLICK HERE TO
Selec Al SELECT ALL
Career and Educational Goals ELEMENTS.

Academic Strengths
Career and Educational Accomplishments
Work Interest Assessment

Leisure Interest Assessment

Skills Assessment

Personality Assessment

Values Assessment

Career Planning Status

Personal Development Meeds

CLICK

VIEW/PRINT YOUR
COMPLETE FOCUS Build My Portfolio
PORTFOLIO.

Ooooocooooooo

Your Saved Careers

HERE TO

THE CITADEL CAREER CENTER

171 Moultrie Street, Charleston, SC 29409
http://www.citadel.edu/career_services/
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3. Tosave your results, CLICK ON “SAVE AS PDF.”
| Save As PDF |

4. CLICK ON “SAVE” to save your results.

File Download

Do you want to open or save this file?

Mame: KristinSchrader.pdf
Adobe Acrobat Document

CLICK HERE www fopggeareer.com
TO SAVE YOUR
RESULTS.

Cancel

" I the Intemet can be useful, some files can potentially
d ham your computer. f you do not trust the source, do not open or
= save this file. What s the risk?

5. In the next window, NAME YOUR FILE and determine where you would like this file to be
placed. CLICK ON “SAVE” when you are finished.

Save As @1
s i
L) ‘l Desktop  » - |~C, ‘ | Search Desktop ol
—
Organize » Mew folder ﬂ: i '@f‘
0 Favorites — Libraries Kristin Schrader
B Desktop :x_;n. System Folder J‘?) System Folder
& Downloads N
:-; Recent Places [ | Computer t&\ Netwark
£ =SS System Folder | System Folder
7 Libraries ppointment Tracker -
J| [ pocumer CLICK HERE
,J“. Music
=l Pictures NAM E TO SAVE
B | YOURFILE. YOUR FOCUS
8 Compte i'% PORTFOLIO.
| | I

File name: -
Save as type: IAdobe Acrobat Document

ts|| = Hide Folders [ swe | [ conca |

6. Students should also PRINT their results. CLICK ON PRINT.

7. Choose the appropriate printer, number of copies, etc. and CLICK ON PRINT when you are
ready.

| Prnt |

8. KEEP YOUR PRINTOUT IN A SAFE PLACE as it will be discussed during CIT 101 and in
other future sessions about career planning.

THE CITADEL CAREER CENTER
171 Moultrie Street, Charleston, SC 29409
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