
Naviance Tasks
12th Grade



Naviance Student Information



What is Naviance Student?



How to Log Into Naviance Student

• All students have an account set up with Naviance.

• To login go to ClassLink and click the UCS Naviance Icon.

• You will then be taken directly to your student page on your school Naviance site.

Do not forget to check out the
SHOW ME HOW button



Show Me How Button

Once you log into Naviance this is the page you will see. Make sure you use the Show Me How Button

to learn all the tools available to you.



Show Me How Button







My Favorites



Request Transcript

















Request Letter of Recommendation











Update Resume 

(Talent Portfolio)



Resume

Update your 

Resume

Click on About 

Me.

Click on My 

Stuff.



STEP I

Select Add/Update 

Resume

STEP 2

To add entries to your 

resume select the plus 

sign.

NOTE

After selecting 
the plus sign a list 

of categories will 
appear. 

ADDING ENTRIES TO YOUR RESUME



Click on 

Resume to start 
updating and 

inputting 

additional 

information.



Update all 

Resume 

Categories

Update Education, Volunteer 

Activities, Extra-Curricular 

Activities, Work Experience, 

Skills, Awards/Certificates and 

References.



Note for Entering Activities

As you enter each activity, you are 

only required to complete the entries 

starred in red. If you are currently 
involved in the activity, you will check 

the To Present box. You do not need 

to worry about the average hours or 

total hours. Check the grades that 

you participated in this activity, and 

then click Add.



Saving Your Resume 

Step 1

When you are finished entering 

activities, you must save your 

resume. The first step is to click on 

Print/Export Resume.



Saving Your Resume

Step 2

Start by entering a name for your resume. Use 

the date or the grade you are in.

Click Preview to see each different style.

Once you pick your favorite, click Continue.



Saving your Resume 

Step 3

Click the checkboxes next to the 

activities you would like to include on 

this resume. Typically you will click all of 

the activities.

Once you are finished, click Save 

Resume.



My Saved Resumes

Your Resume has been created! You can now Edit it, 
Download it, or Remove it.

If you want to change the formatting, download it as a 
DOCX document.

If you want to save it "as is" with no changes, download 
it as a PDF document.

If you want to create another resume, you will click the 
White plus inside the Pink circle again.



Graduation Survey 

(Will be Assigned in May)



GRADUATION SURVEY

STEP 1
Select About Me

STEP 2

Select  My Surveys

STEP 3

Select Graduation Survey 
STEP 3

Select Survey Not Started 



Other  Tools for College and Career Exploration



Tools to Use for Exploring Colleges

SuperMatch® is a college search tool that allows you to discover best-fit colleges based on criteria 

that are important to you in a college experience. Supermatch Quick Reference Guide

College Match is a way to view and explore colleges that may be of interest to you.

Use the Advanced College Search to find college results based on selected areas of interest related to 

location, athletics, majors, costs, and others.

College Lookup is a great way to search for colleges based on items such as name, location, keyword, etc.

Once you identify a college you like make sure to add it to Colleges, I am Thinking About

https://myuticak12-my.sharepoint.com/:w:/g/personal/susan_fitzsimonds_uticak12_org/Ebv6gitVNAxApq1kta1aFQEB9HoUQm5xFz9AGxKZGYNUWw?e=bH9rM4


Hot50_Statewide_2028.pdf (milmi.org)

What Are the Michigan Career Clusters? (aeseducation.com)

Sites to Use to Explore Careers

Occupation Finder : Occupational Outlook Handbook: : U.S. 

Bureau of Labor Statistics (bls.gov)

https://milmi.org/_docs/publications/Hot50_Statewide_2028.pdf
https://www.aeseducation.com/states/michigan/career-clusters
https://www.bls.gov/ooh/occupation-finder.htm?pay=&education=&training=&newjobs=&growth=&submit=GO

