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In this program, practitioners will learn basic concepts and theories of the following
area/dimensions:

Dimension A: conceptual foundation of career and life planning
Dimension B: career and life planning curriculum and experiential learning
Dimension C: Career Counselling, Individual Planning and Coaching

Dimension D: Workplace Learning, Community Capacity Building, and Life-long Career
Development

Each dimension is made of four to five objectives with videos for the presentation of key
concepts.

Course particip ants will need to finish five multiple choice questions (MCQs) as
assessment for each objective. An extended learning component is followed after the
completion of all objectives and their relevant assessments.

There will be at least one video of good prac tice sharing for each dimension. Practitioners
are encouraged to put theories to practice in their working context.
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Professional Development Program

Professional Development Framework > Dimension A > OCbjective 1 > Part A - Objective One

Part A - Objective One
1. Which of the following statement is not trus?

O A_A caling is the thing you should “listen for” that constructs the meanings for individuals in their life
work and create differences to other people.

O B.Vocation means caling.
@ C.Career has a metaphorical meaning which means “road for means of transpertation”.

C D.Ocecupation refers to any ful-ime and part-time employment.

2. The term refers o a journey that lasts your whole life. As you work, you build attitudes, values, skills,
knowledge, and expenences.

O Aljob
© B.occupation

O C_carser

O D.work

3. The waord is oriented from Latin which has the meaning of "caling”

O A Carser
O B Job
Q C.QOccupation

2 D.vocation

4. Which of the following statement about work fulfillment iz not true®

QA Work s an individual's public and personal identity.

o

B. Work as occupying time
O C.Werk os secicl contribution

O D.Work os an cid to mental health

3. Which of the following question belongs to level 2{self-actualization) of Maslow’s hierarchy of needs?

QA What is the meaning of my work?
O B. Does my work match with my interesi?
2@ C.How can | eamn my living?2

O D.MNone of the above.
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In this program, practitioners will learn basic concepts and theories of the following
area/dimensions:

Dimension A: conceptual foundation of career and life planning
Dimension B: career and life planning curriculum and experiential learning
Dimension C: Career Counselling, Individual Planning and Coaching

Dimension D: Workplace Learning, Community Capacity Building, and Life-long Career
Development

Each dimension is made of four to five objectives with videos for the presentation of key
concepts.

Course participants will need to finish five multiple choice questions (MCQs) as
assessment for each objective. An extended learning component is followed after the
completion of all objectives and their relevant assessments.

There will be at least one video of good practice sharing for each dimension. Practitioners
are encouraged to put theories to practice in their working context.
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Professional Development Program

Professional Development Framework > Dimension A > Objective 1 > Part A - Objective One

Part A - Objective One
1. Which of the following statement is not true®

2 A A calling is the thing you should “listen for” that constructs the meanings for individuals in their life
work and create differences to other people.

2 B.Vocation means caling.
O C. Career has a metaphorical meaning which means “road for means of transportation™.

O D. Occupation refers te any fulHime and part-time employment.

2. The term refers to a journey that lasts your whole life. As you work, you build attitudes, values, skills,
knowledge, and experiences.

O Aljob
2 B.occupation

O T carser

O D.work

3. The word iz onented from Latin which has the meaning of "caling”

O A Carser
O B Job
O . Oceupation

O D.vocation

.

. Which of the following statement obout work fulfilment is not truet

O A Werk s an individual's public and personal idenfity.

o

B. Work cs occupying time
O . Work os social contribution

O D.Work as an aid to mental health

3. Which of the following questfion belongs to level 2{self-actualization) of Maslow's hierarchy of needs?

2 A What is the meaning of my work?
O B.Does my work match with my intereste
2 C.How can | eam my living?

O D.MNone of the abovea.
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My Life Planning Porifolio

Life Planning Education at schools aims to help students know better about themselves, devise plans for
personal development, set and modify goals through self-reflection, and grasp various study and career

pathways, so that students can make wise choices for future study or employment.

There is no shortcut for life planning. It is important for students to record their experience so that they can
look back on their lives, identify their characteristics and explore their ideal careers. To start this life planning
journey, students can do some career assessments e.g. the Career Interest Inventory Test and the Basic
Interest Marker Test, so that they can know better their interests and strengths. The assessment results can
be a reference for their planning and rethinking their future development. Students can also use the Shine e

My Profile to record their journey of life planning and create their own profiles and portfolios.

Moreover, there are 12 sessions of online materials and videos to guide student’s life planning learning
journey. Please visit My E-lesson for details. These online materials can also be used by teachers for
conducting life planning education lessons. Please visit the Professional Development Program (for

teachers) for details.
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ABOUT MY LIFE
PLANNING
PORTFOLIO

Aims

My Life Planning Portfolio is an online tool for students and youth to develop and manage their

personal career development. Through the functions of the “Portfolio”, users can review and reflect

upon their past and present experiences, including interests, values and accomplishments. The

“Portfolio” contains functions to help users make sense of their experiences and “Shining Points”

and to plan their career and life in a systematic manner. The functions of “Portfolio” encourage users

to set their life and career goals and to identify actions to implement them. Users could share different

elements of Portfolio with their friends, teachers, parents, or other trusted individuals who accompany

them in the career and life adventures.

Objectives

The objectives of the My Life Planning Porifolio are to help young people to:

1.

Learn about what is career and life planning

Understand and develop their interest, skills, values, achievements, and different “Shining Points”
Build up their personalised career development profiles

Organise their career development materials and multi-media documents systematically
Construct their own career and life development plan and take purposeful actions

Share their achievements, reflections (e.g. a draft profile), and insights with teachers

Manage their career development journeys through updating their “Portfolio” profiles and

re-construct their planning and action




Key Audience

My Life Planning Portfolio

User Guidebook

Primary audience : Students
Secondary audience : Teachers and parents
. [ ]
® o (o
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ACCOUNTTYPES

My Life Planning Porifolio account gives you quick access to setting and tools for managing

your account. You can manage your setting, and experience our “Portfolio” to create profile or

portfolio.

3 Types of School Accounts

Approve teacher’s account

>

Portfolio Manager
Account

Teacher Account

! Generate registration token r
\ | ;

m

Student Account

As a school career master/ As a delegated teacher, you As a student, you can

mistress, you can register can register for a teacher explore a variety of career
the portfolio manager account, upon the approval and life planning resources
account for your school. from portfolio manager. from “Portfolio”, including:

You can have the right to: You can:

- Manage teacher’s =
account (assign role,
create, delete and

approve account)

- Generate student

registration token

- View reports (can

view all user(s) group
reports)

Generate student

registration token

View reports (only can
view the user(s) group
created by the teacher

themselves)

- Conduct career

assessment
- Create profile

- Create gallery
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INTRODUCTION
OF PORTFOLIO
MANAGER
ACCOUNT
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PORTFOLIO MANAGER
ACCOUNT ROLE

School career master/mistress can create a portfolio manager account. The account is responsible for
creating and managing the teacher accounts. The portfolio manager account has the highest access

right in the system and can reach each part of the portfolio site including all student reports.

Steps to Create Porifolio Manager Account

Step 1 School career master/mistress first time log in to Portfolio
School receives a set of My Life Planning Poritfolio account including “User ID”

and “Password”.



Step 2

Step 3

Login to Portfolio Manager Account
1.

2.

Go to https://portfolio.lifeplanning.edb.gov.hk

My Life Planning Portfolio
User Guidebook
Portfolio Manager

Use the registered account “User ID” and “Password”to login the My Life

Planning Portfolio.

Input the captcha.

Click “Log in”button.

-

-

Read & Agree Terms of Use (For first time login only)

1.You are required to read the Terms of Use.

2.Please tick the “Check Box” to agree.

3.Click “Next” button.

/

~
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NAVIGATION MENU

The portfolio manager platform menu is located on the left-hand side of the screen at "Portfolio”.\When

you move to a navigation tab, the tab will be highlighted for your easy reference.

Left Sidebar Menu

- Dashboard

- Individual Report

- Group Report

-  Career Adventure Report

- School Groups Management
- List of Teachers

- Shine ¢ My Profile

- My Gallery

- My Bookmarks

- File Manager

- Log out
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Account Menu

1. The account menu is located in the top-right

corner of your screen.
2. Click “My Account”.

3. Youcan update your account information,

change password and set your preferences.

4. Click “Save” settings.

Language Menu (- B

You can change the language of My Life Planning

Portfolio interface at any time.

1. Clickthe top “Language Icon” to select

language. \ )

2. Select language from the drop-down menu.
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DASHBOARD

-
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The dashboard shows the resulting information of Career Interest Inventory (Cll), Basic Interest Marker (BIM),
Career Decision-Making Difficulties Questionnaire (CDDQ) and Career Adaptability Scale (CAAS) to the portfolio

manager.

Steps Look at the resulting information with specific criteria

1. Select required “Year”, “Group Name”, “Gender” and click “+” (Multiple criteria can be

selected).

“ n

2. Unwanted information can be removed by clicking “-”.

3. To switch resulting information of Career Interest Inventory (Cll), Basic Interest Marker (BIM),

Career Decision-Making Difficulties Questionnaire (CDDQ) and Career Adaptability Scale

(CAAS) by clicking “ ”

Career Information

Information about different career

pathways.

My E-lesson

This provides a rich online learning
material and resources for teachers.
Also, teachers may assign after-class
exercises to students to ensure that
they can process what they have
learned in lessons.

My Work Values Game

This Work Values Game helps young
people to identify values and beliefs

that are most important to them in
choosing their career & life pathways.

Professional Development
Program

Professional Development Program
(PDP) allows teachers to have self-
autonomous learning of key concepts

in Career and Life Planning and
its application, through video clips
including teachers’ sharing videos.

Career Interest Inventory (ClIlI)
Career Interest inventory graph shows the
comparison of students’ Holland Code within the
school.

Basic Interest Marker (BIM)
Basic Interest Makes (BIM) graph shows the BIM
results.

Career Decision-Making Difficulties
Questionnaire (CDDQ)
Career Decision-Making Difficulties Questionnaire

(CDDQ) graph shows the score comparisons of
CDDQ within the school.

Career Adaptability Scale (CAAS)
Career Adaptability Scare (CAAS) graph shows the
scores comparisons of CAAS within the school.

Priorities - Plan Your Time

Calendar is designed for users to easily add and
remove events related to career and life planning.
You can schedule upcoming activities to participate,
so you always know what’s next.
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MANAGETEACHER
ACCOUNTS

As a portfolio manager, you verify users who are identified as a teacher to give them access to the
teacher platform features as they need. Portfolio manager has the permission to create and verify
teacher account, remove teacher account, transfer a user’s role from teacher to portfolio manager or

portfolio manager to teacher.

List of Teachers

The List of Teachers lists all the registered teacher accounts. Portfolio manager can manage teacher

account on this page.

Step1 Login to Porifolio Manager Account
1. Goto https://portfolio.lifeplanning.edb.gov.hk

2. Use the registered account “Email” and “Password” to login the My Life Planning Portfolio.
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Step 2 View and Manage Teacher Accounts

1. Inthe sidebar menu, select “List of Teachers”.

2. Inthe panel, it shows all the registered teacher accounts.
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Create Teacher Account

Step 1 Create New Teacher Account

1. Inthe sidebar menu, select “List ofTeachers”.

2. On the top right corner, click the “Create Teacher”.

“Create” new teacher account JRIIIIES

~

<
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Step 2 Fill in the form and receive a notificationemail

1. Fillin the teacher’s information and click the “Create” button.

2. Confirmation email will be sent to teacher’s email box.
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Step 3 Approve / decline application

1.

After the teacher verifies the email and confirms the account. Portfolio manager

will receive a notification email to approve / decline the new teacher user.
Login to portfolio manager account to approve / decline teacher account.
In the sidebar menu, select “List of Teachers”.

To approve a teacher’s registration, click the “Approve” button.

To reject a teacher’s registration, click the “Decline” button.

“Approve” or “Decline”

teacher application
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Remove Teacher Account

Before portfolio manager removes a teacher’s account, the portfolio manager should confirm
that the teacher’s group(s) is no longer in use by students. Removing a teacher account without

transferring group ownership limits some group(s) functionality.

If the group(s) is/are still in use, transfer group(s) ownership to another teacher. Please refer to P.

54 for details.

Steps Delete Teacher account

1. Inthe sidebar menu, select “List ofTeachers”.

2. Click the “Delete” button to remove teacher account.

Note: If the teacher account is deleted and the group(s) is/are still in use without transferring the ownership to another

teacher, all the group(s) under the removed teacher will be transferred automatically to the group called "(no group)".

4 N

“Delete” teacher account XK
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Change a user’srole from teacher to Portfolio
Manager

Teacher cannot change users’ roles. Only portfolio manager can change users’ roles. If a teacher needs

to take up the role as portfolio manager, portfolio manager must manually change the user’s role f rom

teacher to portfolio manager.

Steps Change a user’'srole from teacher to Porifolio Manager

1.

2.

Go to https://portfolio.lifeplanning.edb.gov.hk

Use the registered account “Email” and “Password” to login the My Life Planning Portfolio.
In the sidebar menu, select “List of Teachers”.

In the table, select the user role as “Teacher”.

Click the “Change to Portfolio Manager” button.

The teacher now is changed to portfolio manager role.

e

Change teacher role:“Change
to Portfolio Manager”

® e 00000000000
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Change a user’srole from Portfolio Manager to
teacher

The user role identified as portfolio manager’s role can be changed to teacher role.

The primary portfolio manager account remains unchangeable and cannot be removed by other

portfolio managers.

Steps Change a user’s role from Porifolio Manager toteacher

1.

2.

3.

Go to https://portfolio.lifeplanning.edb.gov.hk

Use the registered account “Email” and “Password” to login the My Life Planning Portfolio.
In the sidebar menu, select “List of Teachers”.

In the table, select the user role as “Portfolio Manager”.

Click the “Change to Teacher” button.

The portfolio manager now is assigned to teacher role.

A

Change Portfolio Manager
role:“Change to teacher”

®ec00000000000000000°
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GENERATE STUDENT
REGISTRATION TOKEN

Portfolio manager can create group(s) and generate student registration token for students to create
their own accounts. The token is unique and different each time. Portfolio manager can view all the
groups and accounts in the system. Whereas, teacher can only access the groups created using the

teacher account.

Create Group and Generate Registration Token

Step 1 Login to Portfolio Manager Account

1. Login to portfolio manager account.

2. Inthe left sidebar menu, select “School Groups Management”.

4 )
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Step 2 Generate Registration Token for Students

1. Fillin all required fields.
2. Click the “Generate Registration Token” button.

3. By default, the registration token will expire in 7 days.

Note: School year starts on the 1st of September and will end on the 31st of August. Portfolio manager can create a
group(s) for teacher and move students to different group(s). However, the teacher can only create a group(s) for

their own.

Unique
“Group Name”

v

40..‘ [ ]

Student Registration
“Token”
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SCHOOL GROUPS
MANAGEMENT

School groups can be managed by portfolio manager and teachers. Portfolio manager can access all
groups. Teachers can only access the groups created by themselves. School groups management

allows portfolio manager to transfer group’s ownership, delete, activate or deactivate groups.
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Transfer Ownership of a Group

If a teacher is leaving the school or changing the classes they teach, existing portfolio manager can
transfer existing teacher group(s) to another teacher.
When teacher transfers their ownership, the new teacher doesn’t need to accept the transfer when it

occurs.

Steps Transfer ownership group to other teachers

1. Go to https://portfolio.lifeplanning.edb.gov.hk and click Sign In.

2. Inthe left sidebar menu, select “School Groups Management”.
3. Tick the “Check Box” next to the group you want to transfer to another teacher.
4. Atthe bottom, click “Action” and select “Reassign” in the action drop-down box.

5. Inthe “Teacher Account”’, select the teacher’s name and click the “OK” button.

Note: The original teacher cannot access the group after transfer of ownership.

4 )

Ceeeaaaas Select the “Reassign”
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Delete a User(s) Group

When portfolio manager decides a group will never use again, portfolio manager can delete it

permanently. Teachers can delete their own groups only, but portfolio manager can delete all groups.

Steps Delete a User(s) Group

1. Go to https://portfolio.lifeplanning.edb.gov.hk/ and click Sign In.

2. Inthe left sidebar menu, select “School Groups Management”.
3. Tick the “Check Box” next to the group you want to delete.
4. Atthe bottom, click “Action” and select “Delete” in the action drop-down box.

5. Click the “OK” button.

Note 1: Once a group is deleted from the platform, it cannot be retrieved. The student report will no longer be

available for download or review.

Note 2: Incase there are students remained in deleted group, the students will be removed to "'(no group)". Portfolio manager can move the

students to other groups in school. Please refer to P. 28 — 29 for details.

4 )

ceteeens Select the “Delete”
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Activate / Deactivate the RegisirationToken

After the group is created. Portfolio manager can deactivate the registration token at any time. To

invite the student to a group, portfolio manager can activate the group’s registration token.

Steps Activate / deactivate the registration token

1.

2.

Go to https://portfolio.lifeplanning.edb.gov.hk/ and click Sign In.

In the left sidebar menu, select “School Groups Management”.
Tick the “Check Box” next to the group you want to activate or deactivate.

At the bottom, click “Action” and select “Activate” or “Deactivate” in the action

drop-down box.

Click the “OK” button.

Select the “Activate” or

“Deactivate”
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Transfer Student to Different Groups

If a student moves to another class or school, portfolio manager can transfer the student from one

group to another. Portfolio manager manage students by moving students within all groups in school.

Step 1 Login to Portfolio Manager Account

1. Login to portfolio manager account.

2. Inthe left sidebar menu, select “School Groups Management”.
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Step 2 Transfer Student to Different Groups

1. Click on the “Group Name”.

2. A pop-up window will show the user(s) details.

3. Choose the user(s) you want to move to the new group.
4. Select the “Group” you want to move to.

5. Click the “Save Changes” button.

Note 1: If a student quits school, portfolio manager can remove the student from school by selecting the “(Student
Left School)” in drop-down menu. Portfolio manager /teacher can no longer review reports of the student.

Note 2: After the student is removed from school, the student can still login My Life Planning Portfolio and review
his/her report.

4 N

Select group name
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In September 2021, teacher/portfolio manager generates new Token
by creating a new group (Group5B) for whole Class 5B. Below are the

procedures for student (userl) to promote from Class 4B to Class 5B.

School A (teacher/portfolio manager) generates new Token

by creating a new group (Group5B). Please refer to P.22-23
for generating new Token.

Student (userl) login to My Life Planning Portfolio.

Student (userl) go to My Account to enter the Token
(Group5B).

Student (userl) logout the account and login again.

Student (userl) move from Group 4B to Group 5B accordingly.
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Student (userl) joined Class 5B in September. In December, the
student change to Class 5A. Below are the procedures for student

(userl) to change from Class 5B to Class 5A.

School A (teacher/portfolio manager) activate the Token

(Group5A). Please refer to P.27 for activating the Token.

Student (userl) login to My Life Planning Portfolio.

Student (userl) go to My Account to enter the Token
(Group5B).

Student (userl) logout the account and login again.

Student (userl) move from Group 4B to Group 5B accordingly.
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Student (user 1) already create account in school A and the student
was transferred to school B. Below are the procedures for student

(userl) to change from school A to Class 6C of school B.

School B (teacher/portfolio manager) create new group

(Group6C) with new Token. Please refer to P.22-23 for generating
new Token.

Student (userl) login to My Life Planning Portfolio.

Student (userl) go to My Account to enter the Token
(Group6C).

Student (userl) logout the account and login again.

Student (userl) move from School A to School B accordingly.
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TYPE OF REPORTS

Portfolio Manager
Portfolio manager can view all student reports in one place. Portfolio manager can download and
review the reports across all groups in school. Reports in Chinese and English are available: BIM, ClI,

CAAS, CDDQ and Footprints Report.

Please note that:
(@) Each assessment shall, in one single sitting, take about 15-30 minutes to complete.
(b) To facilitate guidance and life planning in school, teachers can access the assessment results.
Students could be in touch with teachers for more in-depth review of their assessment results.
(c) Students should be reminded to consult and obtain consent from third parties (their parents in
this case) before answering Questions (6) and (7) in Section 1 of the Background Survey.
(d) It is suggested that students should not take more than 1 time of each assessment in secondary

education.

Individual Report

Step 1 Login to Porifolio Manager Account

1. Login to portfolio manager account.

2. Inthe left sidebar menu, select “Individual Report”.
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Step 2 Select the Report to Download

1. In“Choose Report”, select the report type.

2. Click the “PDF” icon to download the report.
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Group Report

Step 1 Login to Porifolio Manager Account

1. Login to portfolio manager account.

2. Inthe sidebar menu, select “Group Report”.

Career Adventure Report
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Step 2 Select the Report to Download

1. Select the group name and tick the “Check Box”.
2. In“Choose Report”, select the report type.

3. Click the “Download” button to download the report.

-
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Career Adventure Report

Portfolio manager and teacher can see how many times a student has submitted a Career Adventure

Report. They can also give their students personalized feedback in the Career Adventure Report.

Step 1 Login to Porifolio Manager Account

1. Login to portfolio manager account.

2. Inthe sidebar menu, select “Career Adventure Report”.
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Step 2 View Student Career Adventure Report

1. The table shows all student’s Career Adventure Report.
2. Select the student name and click the “Open/Comment” button.

3. Student’s Career Adventure Report will be shown in the pop up box.
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Step3 Add Teacher's Comment
1. Select the student name and click the “Open/Comment” button.

2. Select the one with the latest date and “Star” at the top.
3. Atthe bottom, enter your comment.

4. Click “Save a Copy to Student’s Folder”.

Note: The student can find teacher’s comment in the new Career Adventure Report saved in File Manager of
student’s account.

Add “Teacher’s

Comment”
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Professional Development Program

Step 1

Login to Porifolio Manager Account

1. Login to portfolio manager account.

2. Inthe dashboard, select “Professional Development Program”.

My E-lesson [ ]

In this program, practitioners will learn basic concepts and theories of the following
area/dimensions:

Dimension A: conceptual foundation of career and life planning
Dimension B: career and life planning curriculum and experiential learning
Dimension C: Career Counselling, Individual Planning and Coaching

Dimension D: Workplace Learning, Community Capacity Building, and Life-long Career
Development

Each dimension is made of four to five objectives with videos for the presentation of key
concepts.

Course participants will need to finish five multiple choice questions (MCQs) as
assessment for each objective. An extended learning component is followed after the
completion of all objectives and their relevant assessments.

There will be at least one video of good practice sharing for each dimension. Practitioners
are encouraged to put theories to practice in their working context.
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Step 2 View materials of the course

1. Select particular “Dimension”.

2. Select particular “Part”.
Part A is Presentation of Key Concepts.
Part B is School Sharing.

Part C is Resources.

3. Play the videos in “Part A or B”. In “Part A”, you can have assessment by clicking
“Go to assessment”.
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Assessment Samples
Professional Development Program

Professional Development Framework > Dimension A > Objective 1 > Part A - Objective One

Part A - Objective One
1. Which of the following statement is not truet

@ A_A calling is the thing you should “listen for” that constructs the meanings for individuals in their life
work and create differences to other people.

C B.Veocation means calling.
Q C.Carser has a metaphorical meaning which means “road for means of transportation™.

QO D.Qccupation refers fo any fulHime and part-time employment.

2. The term refers to a journey that lasts your whole life. As you work, you build atfitudes, values, skills,
knowledge, and experiences.

2 Aljob
C B.occupation

O C.carser

C D.work

3. The word iz oriented from Latin which has the meaning of "calling”

O A Career
O B Job
O C.Occupation

O D.vocation

4. Which of the following statement about work fulfillment iz not true®

QA Work s an individual's public and personal identity.
Q B.Work as occupying time
O C.Werk os secicl contribution

O D.Work os an cid to mental health

3. Which of the following question belongs to level 2{self-actualization) of Maslow’s hierarchy of needs?

QA What is the meaning of my work?
O B. Does my work match with my interesi?
2@ C.How can | eamn my living?2

O D.MNone of the above.
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Secuvrity & Password

You can change your password for security reasons.

4 )

- J

Change Your Password

1. Open your My Life Planning Portfolio account. You might need to signin.
2. Under “Security & Password”.

3. Enter your current password.

4. Enter your new password, then click “Save”.

Remark 1: Last 3 passwords cannot be reused.

2: You will be requested to change your password every 365 days. It is suggested that you change
your password in the beginning of every school year.

3: Password that contains username and email alias cannot be used as password.
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INTRODUCTION
OF TEACHER
ACCOUNT
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TEACHER ACCOUNT
ROLE

As a teacher, you can create a group for each class you teach. When you create a group, a student
registration token is auto-generated.To enrol students in your group, you need to give them the

registration token to join.

Besides, verified teacher can keep track of their student’s progress through online access to the

student’s report, e.g. group, individual, footprint and Career Adventure Reports.

Method 1:
The teacher can apply for an account online and an email for verification will be sent to the teacher.

Portfolio manager will then receive the teacher’s application, and will need to approve the account.
Method 2:
Portfolio manager can create teacher account directly. An email will be sent to the concerned teacher for

verification.The account will then be activated after the approval from portfolio manager.

*The above procedures ensure the highest level of security being attained.
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Teacher

Steps to Create Teacher Account

Step 1

Teacher Self-registration

1.Go to https://portfolio.lifeplanning.edb.gov.hk.

2

2.At the top right corner of the screen, tap the Sign up icon and select “School User”.
3.You are required to read the Terms of Use.

4.Please tick the “Check Box” to agree.

5.Click “Next” button.

6.Fill out the registration form (Select “Teacher” as type of school user).
7.Click the “Register” button.

8.Portfolio manager will approve your request, and a confirmation email will be sent to your email box.

9.Check your confirmation email and follow the steps to proceed.

Select “Teacher” [

~

4
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NAVIGATION MENU

The menu panel on the left-hand side of the screen is the main navigation of teacher account. Teacher

account mainly manage student accounts and view the group and individual reports.

Left Sidebar Menu

- Dashboard
- Individual Report

- Group Report

- Career Adventure Report Career Adventure
Report

- School Groups Management
- Shine ¢ My Profile

- My Gallery

- My Bookmarks

- File Manager

- Log out
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Account Menu

1. The account menu is located in the top-right

corner of your screen.
2. Click “My Account”.

3. Youcan update your account information,

change password and set your preferences.

4. Click “Save” settings.

Language Menu

You can change the language of My Life Planning

Portfolio interface at any time.

1. Clickthe top “Language Icon” to select

language.

2. Select language from the drop-down menu.
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DASHBOARD
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The dashboard shows the resulting information of Career Interest Inventory (Cll), Basic Interest Marker (BIM)'

Career Decision-Making Difficulties Questionnaire (CDDQ) and Career Adaptability Scale (CAAS) to the Teacher’

Steps Look at the resulting information with specific criteria

1. Select required “Year”, “Group Name”, “Gender” and click “+” (Multiple criteria can be

selected).

“ n

2. Unwanted information can be removed by clicking “-”.

3. To switch resulting information of Career Interest Inventory (Cll), Basic Interest Marker (BIM)’

Career Decision-Making Difficulties Questionnaire (CDDQ) and Career Adaptability Scale

(CAAS) by clicking “ ”

Career Information

Information about different career

pathways.

My E-lesson

This provides a rich online learning
material and resources for teachers.
Also, teachers may assign after-class
exercises to students to ensure that
they can process what they have
learned in lessons.

My Work Values Game

This Work Values Game helps young
people to identify values and beliefs

that are most important to them in
choosing their career & life pathways.

Professional Development
Program

Professional Development Program
(PDP) allows teachers to have self-
autonomous learning of key concepts

in Career and Life Planning and
its application, through video clips
including teachers’ sharing videos.

Career Interest inventory (CIl)
Career Interest inventory graph shows the
comparison of students’ Holland Code within the
school.

Basic Interest Marker (BIM)
Basic Interest Makes (BIM) graph shows the BIM
results.

Career Decision-Making Difficulties
Questionnaire (CDDQ)

Career Decision-Making Difficulties Questionnaire
(CDDQ) graph shows the score comparisons of
CDDQ within the school.

Career Adaptability Scale (CAAS)
Career Adaptability Scare (CAAS) graph shows the
scores comparisons of CAAS within the school.

Priorities - Plan Your Time

Calendar is designed for users to easily add and
remove events related to career and life planning.
You can schedule upcoming activities to
participate, so you always know what’s next.
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GENERATE STUDENT
REGISTRATION TOKEN

As a teacher, you can create a group(s) for each class you teach. Teachers can only access the
group(s) created by themselves. When creating group(s), student registration token will be auto-
generated. The teacher can give the tokento the students to register account and use the token

to enrol in your group(s).The token is unique and different each time.

Create Group and Generate Registration Token

Step 1 Login to Teacher Account

1. Login to teacher account.

2. Inthe left sidebar menu, select “School Groups Management”

Y

Career Adventure Report
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Step 2 Generate Registration Token for Students

1. Fillin all required fields.
2. Click the “Generate Registration Token” button.

3. By default, the registration token will expire in 7 days.

Note: School Year means the period each year when the school is open and people are studying. School year starts

on the 1st of September and will end on the 31st of August.

JETRRrERY Unique “Group Name”

Student Registration
“Token”

®ececccccce
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SCHOOL GROUPS
MANAGEMENT

The teacher can access the group(s) created by themselves. In school groups management, it allows

teachers to reassign, delete, activate or deactivate their own group(s).
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Transfer ownership of a group

If a teacher is leaving the school or changing the classes they teach, existing teacher user can
transfer their group(s) to another teacher.
When teacher transfers their ownership, the new teacher doesn’t need to accept the transfer when it

occur.

Steps  Transfer your group to another teachers

1. Go to https://portfolio.lifeplanning.edb.gov.hk and click Sign In.

2. Inthe sidebar menu, select “School Groups Management”.
3. Tick the “Check Box” next to the group you want to transfer to another teacher.
4. At the bottom, click “Action” and select “Reassign” in the action drop-down box.

5. Inthe “Teacher Account”, select the teacher’s name and click the “OK” button.

Note: You cannot access the group after transferring its ownership to other teachers.

-

Ceeeeeees Select the “Reassign”
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Delete a User(s) Group

Steps Delete a User(s) Group

1.
2.

3.

Go to https://portfolio.lifeplanning.edb.gov.hk/ and click Sign In.

In the left sidebar menu, select “School Groups Management”.
Tick the “Check Box” next to the group you want to delete.
At the bottom, click “Action” and select “Delete” in the action drop-down box.

Click the “OK” button.

Note 1: Once a group is deleted from the platform, it cannot be retrieved. The student report will no longer be

available for download or review.

Note 2: In case there are students remained in the deleted group, the students will be removed to "(no group)'. Teacher can move the

students to other groups in school. Please refer to P. 57 —58 for details.

/

~

ceceennd Select the “Delete”
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Activate / Deactivate the RegisirationToken

Steps Activate / deactivate the registration token

1. Go to https://portfolio.lifeplanning.edb.gov.hk/ and click Sign In.

2. Inthe left sidebar menu, select “School Groups Management”.
3. Tick the “Check Box” next to the group you want to activate or deactivate.

4. Atthe bottom, click “Action” and select “Activate” or “Deactivate” in the action

drop-down box.

5. Click the “OK” button.

Select the “Activate” or

“Deactivate”
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Move User(s) to Different Groups

Step 1 Login to Teacher Account

1. Login to teacher account.

2. Inthe left sidebar menu, select “School Groups Management”.
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Steps Move User(s) to Different Groups

1. Click the “Group Name”.

2. A pop-up window will show the user(s) details.

3. Choose the user(s) you want to move to the new group.
4. Select the “Group” you want to move to.

5. Click the “Save Changes” button.

select group name
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Example for same school class promotion

In September 2021, teacher/portfolio manager generates new Token
by creating a new group (Group5B) for whole Class 5B. Below are the

procedures for student (userl) to promote from Class 4B to Class 5B.

School A (teacher/portfolio manager) generates new Token

by creating a new group (Group5B). Please refer to P.51-52
for generating new Token.

Student (userl) login to My Life Planning Portfolio.

Student (userl) go to My Account to enter the Token
(Group5B).

Student (userl) logout the account and login again.

Student (userl) move from Group 4B to Group 5B accordingly.
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Example for student change class in the
same school year

Student (userl) joined Class 5B in September. In December, the
student change to Class 5A. Below are the procedures for student

(userl) to change from Class 5B to Class 5A.

School A (teacher/portfolio manager) activate the Token

(Group5A). Please refer to P.56 for activating the Token.

Student (userl) login to My Life Planning Portfolio.

Student (userl) go to My Account to enter the Token
(Group5B).

Student (userl) logout the account and login again.

Student (userl) move from Group 4B to Group 5B accordingly.
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Example for student transfer from School
A to School B

Student (user 1) already create account in school A and the student
was transferred to school B. Below are the procedures for student

(userl) to change from school A to Class 6C of school B.

School B (teacher/portfolio manager) create new group
(Group6C) with new Token. Please refer to P.51-52 for generating

new Token.

Student (userl) login to My Life Planning Portfolio.

Student (userl) go to My Account to enter the Token
(Group6C).

Student (userl) logout the account and login again.

Student (userl) move from School A to School B accordingly.
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TYPES OF REPORT

Teachers can download and review the career assessment reports, both teacher version (summary of
the full report) and student version (full report of career assessment). Reports in Chinese and English

are available: BIM, Cll, CAAS, CDDQ and Footprints Report.

Please note that:

(a) Each assessment shall, in one single sitting, take about 15-30 minutes to complete.

(b) To facilitate guidance and life planning in school, teachers can access the assessment results.
Students could be in touch with teachers for more in-depth review of their assessment results.

(c) Students should be reminded to consult and obtain consent from third parties (their parents in
this case) before answering Questions (6) and (7) in Section 1 of the Background Survey.

(d) Itis suggested that students should not take more than 1 time of each assessment in secondary

education.

Individual Report

Step 1 Login to Teacher Account

1. Login to teacher account.

2. Inthe left sidebar menu, select “Individual Report”.

Career Adventure Report
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Step 2 Select the Report to Download

1. In“Choose Report”, select the report type.

2. Click the “PDF” icon to download the report.
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Group Report

Step 1 Login to Teacher Account

1. Login to teacher account.

2. Inthe sidebar menu, select “Group Report”.

Career Adventure Report
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Step 2 Select the Report to Download

1. Select the group name and tick the “Check Box”.
2. In“Choose Report”, select the report type.

3. Click the “Download” button to download the report.
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Career Adventure Report

Teacher can see how many times a student has submitted a Career Adventure Report.Teacher can

also give their students personalized feedback in the Career Adventure Report.

Step 1 Login to Porifolio Manager Account

1. Login to teacher account.

2. Inthe sidebar menu, select “Career Adventure Report”.

Career Adventure Report
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Step 2 View Student Career Adventure Report

1. The table shows all the student’s Career Adventure Report.
2. Select the student name and click the “Open/comment” button.

3. Student’s Career Adventure Report will be shown in the pop up box.
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Step3 Add Teacher's Comment

1. Select the student name and click the “Open/Comment” button.
2. Select the one with the latest date and “Star” at the top.
3. Atthe bottom, enter your comment.

4. Click “Save a Copy to Student’s Folder”.

Note: The student can find teacher’s comment in the new Career Adventure Report saved in File Manager of
student’s account.

Add “Teacher’s

Comment”
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Report Samples

Individual Report
Career Assessment Report Sample (Teacher version)

Cll Individual Report sample (Teacher version)
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Individual Report
Career Assessment Report Sample (Student version)

Cll Individual Report sample (Student version)
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Individual Report
Footprints Report Sample (Teacher version)
4 )
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Individual Report
Footprints Report Sample (Student version)



My Life Planning Portfolio
User Guidebook
Teacher

Group Report Sample
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Career Adventure Report Sample

Add “Teacher’s

Comment”
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Professional Development Program

Step 1

Login to Teacher Account

1. Login to Teacher account.

2. Inthe dashboard, select “Professional Development Program”.

My E-lesson [ ]

In this program, practitioners will learn basic concepts and theories of the following
area/dimensions:

Dimension A: conceptual foundation of career and life planning
Dimension B: career and life planning curriculum and experiential learning
Dimension C: Career Counselling, Individual Planning and Coaching

Dimension D: Workplace Learning, Community Capacity Building, and Life-long Career
Development

Each dimension is made of four to five objectives with vid eos for the presentation of key
concepts.

Course participants will need to finish five multiple choice questions (MCQs) as
assessment for each objective. An extended learning component is followed after the
completion of all objectives and their relevant assessments.

There will be at least one video of good practice sharing for each dimension. Practitioners
are encouraged to put theories to practice in their working context.
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Step 2 View materials of the course

1. Select particular “Dimension”.

2. Select particular “Part”.
Part A is Presentation of Key Concepts.
Part B is School Sharing.

Part C is Resources.

3. Play the videos in “Part A or B”. In “Part A”, you can have assessment by clicking
“Go to assessment”.
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Assessment Samples
Professional Development Program

Professional Development Framework > Dimension A > Objective 1 > Part A - Objective One

Part A - Objective One
1. Which of the following statement is not true®

2 A A calling is the thing you should “listen for” that constructs the meanings for individuals in their life
work and create differences to other people.

2 B.Vocation means caling.
O C. Career has a metaphorical meaning which means “road for means of transportation™.

O D. Occupation refers te any fulHime and part-time employment.

2. The term refers to a journey that lasts your whole life. As you work, you build attitudes, values, skills,
knowledge, and experiences.

O Aljob
2 B.occupation

O T carser

O D.work

3. The word iz onented from Latin which has the meaning of "caling”

O A Carser
O B Job
O . Oceupation

O D.vocation

.

. Which of the following statement obout work fulfilment is not truet

O A Werk s an individual's public and personal idenfity.

o

B. Work cs occupying time
O . Work os social contribution

O D.Work as an aid to mental health

3. Which of the following questfion belongs to level 2{self-actualization) of Maslow's hierarchy of needs?

2 A What is the meaning of my work?
O B.Does my work match with my intereste
2 C.How can | eam my living?

O D.MNone of the abovea.
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Secuvrity & Password

You can change your password for security reasons.

4 )
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Change Your Password

1. Open your My Life Planning Portfolio account. You might need to signin.
2. Under “Security & Password”.

3. Enter your current password.

4. Enter your new password, then click “Save”.

Remark 1: Last 3 passwords cannot be reused.

2: You will be requested to change your password every 365 days. It is suggested that you change
your password in the beginning of every school year.

3: Password that contains username and email alias cannot be used as password.
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STUDENT ACCOUNT
ROLE

Students can create their own student accounts by using the registration token. The students will receive
the email for verification after creating the account. The functions of the student account includes:
Passion (engagement), Voices (self-understanding), World (career and pathway exploration), and
Empowered (planning and career management). Students can go to the dashboard to explore the

functions.
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Create My Life Planning Porifolio in 4 Steps

Build up a Personalised Profile and Portfolio at My Life Planning Portfolio in a quick and simple way.

Edit your gallery to

update progress

Build a Profile

(Shine e My Profile) w w w

T A

STEP 02

7
;

p— Upload and customise your gallery

Register an account
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Steps to Create Student Account

Step 1 Create Student Account
1. Goto https://portfolio.lifeplanning.edb.gov.hk.

2. At the top right corner of the screen, tap the Sign up icon and select “School User” button.
3.  You are required to read the Terms of Use.

4. Please tick the “Check Box” to agree.

5. Click “Next” button.

6. Fill out the registration form (Select “Student” as type of school user).

7. Enter the registration token given by school teacher.

8. Complete the form and click the “Register” button.

9. Confirmation email will be sent to your email box.

10. Check your confirmation email and follow the steps to proceed.
Select“Student” LI

4 N\ R

4--
AP

Token given by

teacher

® ¢ 0606 0 0 0 o
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Step 2 Login to Student Account

1.

2.

Go to https://portfolio.lifeplanning.edb.gov.hk/.

Student uses the registered “Email” and “Password” to login the My Life Planning Portfolio.

Now your Portfolio is underway. You can start to create your profile and add contents to

your portfolio.
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Forget Password

If you cannot sign in to your My Life Planning Portfolio account, you can enter the registered email
address to reset your password. The system will email you a link that will enable you to reset your

password.

4 )

here
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Update the Token if changing Class or School

If student changes class or schools, they can enter the new registration token.

Steps Update the Registration Token

1. Go to https://portfolio.lifeplanning.edb.gov.hk.

2. Go to My Account, than select “Basic Information”.
3. Enter the registration code provide by the new class / school teacher.

4. Click “Save”.
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NAVIGATION MENU

Please use the navigation menu located on the left-hand side of My Life Planning Portfolio platform

to switch between views. The navigation tab selected will appear in contrast colour.

Left Sidebar Menu

- Dashboard

- Shine e My Profile
- My Gallery

- My Bookmarks

- File Manager

- Log out




Account Menu

1. The account menu is located in the top-right

corner of your screen.
2. Click “My Account”.

3. Youcan update your account information,

change password and set your preferences.

4. Click “Save” settings.

Language Menu

You can change the language of My Life Planning

Portfolio interface at any time.

1. Clickthe top“Language Icon” to select

language.

2. Select language from the drop-down menu.

My Life Planning Portfolio
User Guidebook
Student
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I DASHBOARD
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My Life Planning Portfolio is an informative web display that shows the development of every student

in terms of curricular and co-curricular activities. Students can sign in to manage the data and to view

the most relevant reports and information at “Portfolio”.

Career Assessment

Contain a number of tests to
facilitate self-understanding. There
will be a personalised display of
suggested pathways based on one’s

pattern of person career interests.
You may view your assessment
results here if you had already taken
the assessment survey.

Career Information

Information about different career
pathways.

My E-lesson

This provides a rich online learning
material and resources for teachers.
Also, teachers may assign after-class
exercises to students to ensure that
they can process what they have
learned in lessons.

My Work Values Game

This Work Values Game helps young
people to identify values and beliefs

that are most important to them in
choosing their career & life pathways.

Professional Development
Program

Professional Development Program
(PDP) allows teachers to have self-
autonomous learning of key concepts

in Career and Life Planning and
its application, through video clips
including teachers’ sharing videos.

Unleash Your Future

Steps you can take to start planning
for your future.

Passion (engagement)
Voices (self-understanding)
World (career and pathway exploration)

Empowered (planning and career
management)

Priorities - Plan Your Time

Calendar is designed for users to easily add
and remove events related to career and life
planning. You can schedule upcoming
activities to participate, so you always know

what’s next.

Adventures - To-do List

The To-do List is a collection of tasks related
to career and life planning. Users can add

their own tasks to personalise the list.

My Reports
Students can download career assessment
reports to review when there is a need.You

may download the reports at any time you

like.
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Unleash Your Future

In order to plan your life and career, you can follow the following steps:



VOices:

Career Assessment

Individuals are different and they have different
qualities, needs, and life orientations (your
“Voices”). Understanding what those “Voices”
are, such as what you are interested in doing,
what skills you enjoy using, and values that

inspire your energies are important in planning
your future. You could take a number of career
development surveys to further the journey of
self- understanding. “Portfolio” could generate

brief reports for you to review and consider.

My Life Planning Portfolio
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Please note that:

(a) Each assessment shall, in one single sitting, take about
15-30 minutes to complete.

(b) To facilitate guidance and life planning in school,
teachers can access the assessment results. Students
could be in touch with teachers for more in-depth review
of their assessment results.

(c) Students should be reminded to consult and obtain
consent from third parties (their parents in this case)
before answering Questions (6) and (7) in Section 1 of the
Background Survey.

(d) It is suggested that students should not take more than
1 time of each assessment in secondary education.

- Basic Interest Marker (BIM)
- Career Interest Inventory (Cll)
- Career Adaptability Scale (CAAS)

- Career Decision-Making Difficulties

Report Sample

(CbDQ)
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VOices:

My Work Values Game

My Work Values Game is an educational game developed by the CLAP for Youth@JC Team. A total
of 20 commonly identified work values are included in the exploration, and you are asked to rank
the work values based on how important they are to you in choosing your future work. The gaming

environments and design allow users to integrate gaming, learning, and exploration.
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My Work Values Game has a web-based interface at “Portfolio” where users can access the game

through computers.
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My Work Values Game Report Sample

My Work Values Game Online Report
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My Work Values Game Report Sample

My Work Values Game Online Report
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World:

Career Information

Career and life planning involves finding pathways and opportunities that allow individuals to make
the best use of their qualities and orientations. In the 21st century where places and people are
closely connected, young people have to adopt an “Global” outlook and be encouraged to explore

life and career opportunities in nearby regions and around the world.

Career information in “Portfolio” are organised based on the model of career interest by John Holland.
Career interest and the world of work are organised into 6 different themes of Realistic, Investigative,
Artistic, Social, Enterprising, and Conventional. If you have already completed the career development
survey earlier you should have some information about your interest and the interest profile could guide
your exploration. Otherwise, feel free to look into the occupational briefs and videos as your interest

guides you.



My Life Planning Portfolio
User Guidebook
Student

Empowered:

My E-lesson

My E-lesson aims to equip students with necessary career development competencies to plan their
future educational and career pathways. Through the use of My Life Planning Portfolio, students
may complete their take-home exercises easily. Upon submission of all their answers, a summary

named “Footprints Report” can be generated out of the system for students to have an overview of

their thought process, which will help them with career planning and decision making in life.

My E-lesson provides a rich online learning environment to students by involving them in other various

functions of the platform (e.g., My Gallery) so that their e-learning experiences can be enriched.
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Passion to action:

Adventures - To-do List

Everyone is different but there are many life and career pathways available to each person if we open

our eyes to the possibilities. If we are willing to take some risks and actions we can turn career and life

planning from an obligation to an exiting “Adventures”. Here, we suggest a number of possible actions

that secondary students could take to engage in the “Adventures”. You should also identify actions

you want to take in your adventures, and to enjoy the process of discovering more about your “Voices”

and the “World” and where you can find meaning, satisfaction, and success.

_____

To-do List

1. Inthe top right hand corner, click”D/" icon.
2. Enter atask, and click“Add”.

3. When you complete the editing, click “Submit

Data”.
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My To-do List
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Participate in activities or events (in or outside school) connected to your career and life interest
Talk with an alumni to understand how you could develop positive and optimistic attitudes toward
yourself and your future

Participate in career and life planning class/lesson

Take a career interest test and understand the findings

Visit some workplaces that are connected to your career interests
Identify some career options that you are interested in

Identify some further study options that you are interested in

Review your experiences and identify some skills that you are proud of

Talk to some people who are working in the fields that you are interested in

Learn how to make life and career decisions (e.g., through reading or talking with someone you
trust, participating in career and life planning class, etc.)

Visit to local higher education institutes (e.g., universities, institutes of vocational education)
Conduct information search related to career options that you are interested in (e.g., labour market
information, job requirements, career prospects, etc. )

Participate in workplace attachment or internship programmes

Write down the main things you want to accomplish in life (e.g., short-term and long-term goals)
Talk with the students (e.g., alumni) who are studying in courses or programmes that you are
interested in

Conduct information search related to the further study options that you are interested in (e.g.,
programme content, admission requirements, skills development, career options, etc.)

Write down what you would like to accomplish at work (short-term and long-term goals)

Talk with your career teacher about your progress and needs related to career and life planning
Participate in a mock interview training (for further studies or employment)

Understand the typical career paths of the occupations that you are interested in

Share with your parents/guardians about your career and life plans (and your dreams for the future)
Identify some values, attitudes, skills and knowledge required in a workplace you are interested in

Learn how to construct a personal CV or career development profile
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Passion to action:

Career Adventure Report

Career Adventure Report is a self-reflective tool that helps you review your progress on completing
career development tasks that are typical to senior secondary students. Through “tracking” your
progress on completing these tasks you could know your readiness to face different career and life

planning challenges ahead. The tasks included in the Career Adventure Report are divided into four

categories of career and life planning activities and skills:

1. Mobilizing my Passion (Engagement)

- Engage in new experiences
- Extend one’s connections with others and with the community

- Maintain interest to participate in activities related to career and life planning

2. Understanding my Voices (Self-Understanding)

-  Know who one is and one’s hopes and dreams about work and life
- Engage in self-reflection and self-enhancement activities

- Connect self-knowledge with pathway options

3. Knowing the World (Career and Pathway Exploration)

- Know how to explore multiple pathways and multiple forms of work and career
- Know how to compare and prioritise pathway alternatives

- Know how to set career and life goals

4. Be Empowered (Planning and Career Management)

- Gain support and opportunities, and overcome obstacles to achieve career and life goals
- Manage career transition and development

- Set priority for a personalised work-life mix
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There are many activities and tasks listed on the Career Adventure Report and most students complete

them during their senior secondary school years (F4 to F6). Please note the following:

1. Tostart your Career Adventure Report please enter the school years of your senior secondary study

period (i.e., the year you start F4 and the year you depart school in F6).

2. Before you indicate in the Report the tasks you have already completed, please review each of
the items to understand what activities and tasks they refer to. This will give you a sense of what

is expected from a senior secondary student like yourself on career and life planning.

3. Discuss with your teachers if you want to know more about the tasks and activities listed in the

Report or if you need support to complete the tasks.

4. If you have completed a task listed on the Report, you should indicate with a “tick.” For some of the

tasks more than 1 engagement with the tasks are required for full completion.

5. You are encouraged to review and update the Report periodically, or at least once during each
of your senior secondary year. This will help to track your progress on completing the career

development tasks.

6. Inorder to acknowledge your efforts and achievement, you will receive a digital award for

completing each of the tasks listed in the Report.

7. You are encouraged to write down brief reflections and future plan in the designated space in the

Report to facilitate self-understanding and purposeful actions.

8. You are encouraged to share the Report with trusted teachers (e.g., class or career teachers)

periodically to inform them of your progress, and to get their support and feedback.

9. You are also encouraged to share the Report with your parent and to explain to them what you

have done to map out your career and life plans.

10. We hope that by F6, you can complete all the tasks listed on the Report. Completing the tasks
means that you are more likely to have the mindset and skills required to face the career and life

planning challenges ahead.
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Steps to Update the Career Adventure Repori
Step 1
Login to Student Portfolio Account.

Click “Career Adventure Report” button.

Click “Career AdventureReport” = = EEEEEKKEEEN X
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Step 2
You can update the lists, and click the “Save Draft”, “Save to File Manager” and “Submit to Teacher”

button.
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Step 3

In the left sidebar menu, select “File Manager”. The Career Adventure Report is stored in the “File

P Career Adventure Report

Manager”.

-

104
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Career Adventure Report Sample
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Passion to actions
Priorities - Plan Your Time

Career and life planning is about planning your priorities, including your time. We should invest our
time into tasks and activities that are most important because time is limited. The feature of
“Portfolio” allows you to schedule upcoming activities including those related to career and life

planning.
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Add New Event

1. Inthe top right hand corner of Calendar, click the

“

”icon.
2. Then click the “New Event”button.
3. Add a title and details to the event.

4. Atthe bottom of the page, click “Save”.
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FUTURE READY

In order to get yourself ready for the future, you need to connect your discoveries about yourself and
your unique experiences into a unified picture with connected themes (you can call this your “Career
Development Story”). This story will serve as a guide in your career development adventure. It can
help you to explain to others (e.g., potential employers) your strengths and life directions. Your career
development story will continue to unfold and new chapters will be written as you progress in your

career development journey.

The following tool is developed to get you ready for the future:

- Shine ¢ My Profile
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Shine * My Profile is a working document or story about your career development that you could
construct and re-construct, edit and re-edit whenever you gained new insights about your past and
present experiences. These experiences have allowed you to develop valuable qualities, interests,
strengths, and different “Shining Points”.These “Shining Points” are foundations of your life and career
goals. You could identify these “Shining Points” through following the step-by-step guidance from the

system. The cumulative content in Shine e My Profile could be printed out when a need arises.
Login to Student Account

1. Login to student account.

2. Inthe left sidebar menu, select “Shine « My Profile”
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Steps to Create Shine * My Profile
Step 1

Choose a “Shine” template.

Choose a layout from the existing options and click the “Save and continue” button.

Please choose a “Shine” template
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Step 2
Who am |

You can enter your personal information and click the “Save and continue” button.
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Up.load Your Profile Picture
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1. Inthe top left corner, mouse over your profile picture, and click picture icon.

2. “Select” or “upload” a new picture.
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Step 3
What do | Enjoy Learning

You can enter your education history record and click the “Save and continue” button.
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Step 4

My Skills and Strengths

You can identify your skills and strengths from different life experiences, including paid (formal work)
and non-paid experiences (e.g., volunteering and service to others). Please enter all the experiences

you want to include and then click the “Save and continue” button.
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Transferable Skills
Transferable skills are the skills you have acquired and can be transferred to future employment settings.

These skills are the versatile skill sets that you can continue to apply in different fields and settings.
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Analysing and comparing data

Appreciate others, willing to share credits with
others

Assembling together

Attending to details

Building or constructing

Calculating, computing

Caring and serving others

Caring for the needs of others

Carrying/Moving things

Collecting and classifying data

Composing music

Conveying empathy

Conveying feelings and thoughts through body,
face, and voice tone

Conveying feelings and thoughts through drawing
or paintings

Conveying feelings and thoughts through words/
essays

Coordinating eye-hand motions

Counselling others, giving advice

Creating a model or sculpture

Dealing creatively with colours

Dealing creatively with space/face/shape, such as
taking photos

Decorating a room/building or space
Developing good relationship with others
Diagnosing

Drawing out others to share and express
Encouraging and motivating others
Examining/Evaluating data/people/things
Expressing ideas in words/numbers/ symbols
Filing, storing, and retrieving data/materials
Following instructions or set plans to complete a

task
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Having good memory

Growing plants

Handling detailed data and information
Initiating a new project

Installing parts

Inventing/Create new ideal[s]/thing[s]
Keeping financial records, bookkeeping
Leading a meeting/gathering
Leading/Directing others

Listening

Making decision

Managing others/project

Operating a machine/tool

Organise a group

Persuading others to agree to a viewpoint
Planning a budget

Problem-solving

Processing and organizing data
Promoting changes

Raising animals

Reasoning or thinking logically
Recognizing/Evaluating things through an artistic
perspective

Recording information accurately
Repairing something

Selling a product

Singing or playing musical instrument[s]
Speaking in front of a group, expressing your
viewpoints

Taking inventory

Taking risks

Teaching others

Working/Operating outdoors

Others
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Step 5

Recognition

Recognition includes not only special achievements and awards you received, but also instances

when you are recognised for reaching stated goals or objectives. Please enter those experiences in the

section below.
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Step 6
My Digital and Language Strengths

Select your language and skills level and click the “Save and continue” button.

-




Adobe Photoshop

Adobe lllustrator

Adobe InDesign

Adobe Dreamweaver

Android

Cloud File Management

Computer Graphic Design

Digital Presentation

Email Organization

Facebook

Google Docs

Google Sheets

Google Slides

Instagram

Internet Research

10S

Keynote

Linux
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Microsoft Excel

Microsoft Power-point

Microsoft Word

Numbers

Pages

Pinterest

Prezi

Search Engine

Twitter

YouTube

Website Development

Window
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Step 7
My Hobbies

Select your hobbies, interests and activities.Then, click the “Save and continue” button.
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- Baking - Play an instrument

- Biking - Play board games

2 A

- Chorus . - Play chess e
X, ;% \

- Collect seashells - Play competition sports

- Collect stamps </ - - Play crossword puzzles

- Collecting coupons :ﬂi‘m - Play music with band SK
- 3
- Read fiction “Q

i ¢
- Fishing :%//Q - Rock climbing
fal

- Computer chess

b
- Flower arranging - Shopping e
[} L
- Gardening m - Take pictures
? 0
- Go to amusement parks :@’: - Teach others i‘“
o
A %
- Go to church - Toy making

dAh

v
- Hiking v ,' - Visiting museums F/‘

-

..
- Mosaic ' - Write essays *

- Observe wildlife i!.‘ - Write stories ﬂ!
[ ]

f
- Piano lessons M

( 4
- Keep a pet ﬂ\ - Voluntary works [
* -
- Make video “ - Watch sports "9
. o 4
- Model making : - Water sports o
L4
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Step 8
My Life and Career Goals

You can set your career goals and click the “Save and continue” button.

-
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- Goal-setting is an important step in career development

- After you set your goals, you should identify actions and steps you can take to actualise your goals

- Without life and career goals you will not have a sense of direction. Without actions you can never

achieve you career and life goals

- You can review the “Adventures - To-Do List” function in the “Portfolio” system to identify examples of

actions you can take

-  Find someone you trust and share with them your goals and actions

- Your goals and actions can always be revised and updated because of new discoveries,

opportunities, and insights

- Remember: YOU CAN DO IT!
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Step ¢
Edit & Preview

You can always preview the profile to see how it looks like and functions.
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Shine * My Profile Folder

Shine ¢ My Profile is where you can manage all your “Shine” profile files.

Delete file from Shine * My Profile Folder

1. You can permanently delete any profile from your “Shine ¢ My Profile” Folder.

2.

Next, using your mouse, hover over any of the profile files that you wish to remove from your

“Shine * My Profile” Folder.
Click on the “Delete” button to remove the profile.

Done!
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PERSONALISED
GALLERY

Steps to Create Your Gallery

The “Gallery” is your career development story in multi-media format. The pictures and multi-media
collection is a way of expressing your career and life development in time. You can use the

“Gallery” function of “Portfolio” in at least 2 different ways:

Update : Update and revise your multi-media collection when you wish.
Review : When you have to review your career and life development, or when you have to make
a career and life decision, come to the “Gallery” and review images, pictures, or other

documents you have collected and see where they pointed you toward.

Steps by Steps

Step 1 Login to student account

In the left sidebar menu, select “My gallery”.

Step 2 Upload media
Use the button “+ Add new media” to add content to your gallery.

You can click upload files and choose media direct from your computer.

Step 3 Add text
Add a description about your gallery by clicking the “+ Add Text”
button. You can click the “Edit Icon” next to any of the elements
and edit the content. You can also drag the media or text to the

order you want.

Step 4  Save your gallery

Your gallery is auto saved.
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Sample of the Gallery
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SEARCH TOOL

The engine search provides a list of results that best match what the user is trying to find. You can

save short cuts to your favourite web pages and navigate to them in seconds from anywhere.
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Steps SearchTool

1. Enter the words and filter the result.

2. Click the bookmark icon ”N” next to the search result. A bookmark will be automatically

saved.
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MY BOOKMARKS

Add a Bookmark

You can save shortcuts to your favourite webpages and navigate to them in seconds from anywhere.

Step 1 Search the result and add to bookmarks

1. Enter the words and filter the result.
2. Click the bookmark icon “ m” next to the search result.

3. Input the category, a bookmark will automatically saved.

( )
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Step 2 Preview in My Bookmarks
1. Login to student account.
2. Inthe sidebar menu, select “My Bookmarks”.
3. All the bookmarks are listed in the table.
4 I
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FILE MANAGER

Library

File Manager helps users to manage all files easily. It allows users to move, rename, delete or share files

to gallery.

Remark: Storage of 200MB is allocated to each student account.

4 N
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Add the Media to My Gallery

You can tick the box “Show in My Gallery” next to each image that you wish to add to My Gallery.
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Add Media

You can easily embed many different types of media using the Add Media tool.

1. Goto “File Manager” and click the “Add New Media” button.
2. Upload or select the media you want to add to your page.

3. Then click “Confirm”button.
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View and delete Media

You can view image details after the image has been added.

1. Toview the image, click on the image to open the Attachment Details screen.

2. Toremove the image, click the “Delete Permanently” button.
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FACILITATE
STUDENTS’
REFLECTION ON
THEIR OWN
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ACCOUNT
PREFERENCES

My Life Planning Portfolio account gives you quick access to the settings for the management of

your own account.

Basic Information

You can update, add and remove some basic information on your account.

4 N
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Security & Password

You can change your password for security reasons. Your My Life Planning Portfolio account is used to

access to Career Assessment and My E-lesson, etc.

4 N
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Change Your Password

1. Open your My Life Planning Portfolio account. You might need to signin.
2. Under “Security & Password”.
3. Enter your current password.
4. Enter your new password, then click “Save”.
Remark 1: Last 3 passwords cannot be reused.
2: You will be requested to change your password every 365 days. It is suggested that you change
your password in the beginning of every school year when you update your class group with the

token provided by your teacher.

3: Password that contains username and email alias cannot be used as password.
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My Life Planning Portfolio Website https://portfolio.lifeplanning.edb.gov.hk

For Portfolio Manager Role (School Career Master/Mistress)

EDB send account
details to school P.8

ISchool use SRN and
password to login

Agree the Terms
and Conditions

Y
Y Y !

Forget Password

Portfolio Manager Individual Report Group Report
Dashboard P.12 P.33 P.35

Career Adventure School Groups Lists of Shine * My Profil
Report P.37 Management P.24 Teachers P.14 e S Al
Career Student Report School Groups Add New Teacher N ) Create ) Basic
> > ci cu P.38 > Details P.25 user P.16 Shine « My Profile Your Gallery Library Information
! G te Student !
enerate Studen
Add comment . ; [Teacher’s Account Choose ) Security &
> My E-lesson > - :
BIM BIM P39 Reglstr;tlzo; Token Details P.20 Template Add New Media Password P43
. My Wg;';]\éa'“es > CAAS CAAS > Action Function Fillin the Form
Y
Professional
mad Development g CcQQb CcQQb - | Reassign | Change ® Edit & Preview
Proaram P.40 School Admin
L, Priorities - Ly Footprint > | Delete b Delete
Plan Your Time Report Account
> | Activate
> |Deactivate
Keep Track of View and Download Report Manage School Manage Teacher Create CV and Profile Create Gallery Manage All Your Files Manage Your Account

Important Information Groups Account (Shine « My Profile)
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For Teacher Role

My Life Planning Portfolio Website

{

Online Registration
P.46

/

Portfolio Manager

Approve the Account

/

Login to Teacher
Role

https://portfolio.lifeplanning.edb.gov.hk

1. Fill out the registration form (Select “Teacher” as type of school user).
2. Portfolio Manager will approve your request, and confirmation email will be
sent to your email box.

3. Check your confirmation email and follow the steps to proceed.

Forget Password

{

Dashboard P.49

>

'

/

/

/

Individual Report Group Report Career Adventure School Groups Shine * My Profile
Report P.66 Management P.53 :
Career Student School Groups Shine ¢ Create . Basic
> > cu > ci Report > Details My Profile Your Gallery Library Information
Y
Generate Student :
! > Choose ; Security &
. My E-lesson - BIM > BIM Add comment Reg|str:t:501n Token Template Add New Media Password P.78
B My Work Values |G CAAS > CAAS > Action Fill in the Form
Game
Y
Professional
Development [z cQab - cQab > | Reassign Edit & Preview
Program P.75
Priorities - Ly Footprint > | Delete
Plan Your Time Report
> | Activate
> |Deactivate
Keep Track of View and Download Report Manage School Create CV and Profile Create Gallery Manage All Your Files  Manage Your Account

Important Information

Groups

(Shine « My Profile)
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For Student Role

My Life Planning Portfolio Website

{

Online Registration
P.82

/

Verify Email

/

Login to Student
Role

|

https://portfolio.lifeplanning.edb.gov.hk

1. Fill out the registration form (select “Student” as type of school user).

2. Enter the registration token given by school teacher.
3. Confirmation email will be sent to your email box.

Forget Password P.84

'

Dashboard P.88

=l Career Assessment P.91

xall Career Information P.96

> My E-lesson P.97

. My Work Values
Game P.92
|y Career Adventure
Report P.100
|y Adventures -
To-do List P.98
L, Priorities -
Plan Your Time P.106
Ly My Reports
(CAAS, CDDQ, ClI, BIM)

Keep Track of Important Information

!

Shine « My Profile
P.109

L Shine * My Profile

v

Choose Template

v

Fill in the Form

v

Edit & Preview

Create CV and Profile (Shine « My Profile)

!

My Gallery P.124

L Create Your Gallery

Create Gallery

!

'

My Account
P.134

Basic Information

Library P.130
> Library
L Add New Media

Manage All Your Files

Security & Password P.135

Manage Your Account
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