Success Planning Reference Guide

Overview

Use the Planner features to:

Review past and upcoming tasks and to-dos.

Manage assigned tasks from your school or district.

Create and manage goals.

Create and manage to-do list items, including those created in Naviance Curriculum.

Planner

'm- Planner Home

Goals

To-Dos

Student Readiness Indicators
Calendar View

Curriculum

Test Prep

You can also access Test Prep, Curriculum, Student Readiness Indicators, and X2VOL from the
Planner menu if available at your school.

From the Naviance Student homepage:

Review Tasks from My School for those with an upcoming due date. By default,
Naviance displays three upcoming tasks or to-dos. Click See All in My Planner for a
complete list.

Check Messages for reminders about an upcoming task due date if your school sends
deadline reminders.

Tasks

1. Select Planner and then select Tasks.
2. From My Tasks, review:

o Tasks you Need to Work On
o Tasks you've Completed

o Overdue

o Tasks for Future Grades

3. Select a task name to display the task details.
4. Optionally, from the task details:

o Select the link to be redirected to the task activity.
o Click Raise Hand to ask your counselor or teacher a question about the task.
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o Enter a Comment and then click Add Comment to share a comment with your
counselor, teacher, parents, and guardians.
o Click Define your next to-do to add a to-do list item to help you stay on track
and reach your goal.
o Click Mark as Done if your school has instructed you to mark the task complete
manually.
Download a document.
o Attach a file related to the task. The file must be 10MB or less. Naviance
supports the following file types:
=  PPTX, PPT, XLSX, XLS, DOCX, DOC
= MP4, WMV, MOV

= WAV, MP3

= JPG, PNG, GIF
= PDF

= ZIP

o Naviance does not support MAC documents.

Tasks AssignedtoMe  Goals  To-Dolist  Calendar View

< Back ¥ Raise Hand

Add career clusters to list Status: In prograss

(7] DUE Saturday Jul 15,2023 o To complete this task, you need to add at least 2 cluster(s) or pathway(s) to your list.
Task information @ Draop files or click to Browse...
Requirement:

GRADUATION To-Dos

4 Define your next to-do

Add a comment
Mo ta-dos to show
My comment

Start typing Recent Updates

“ & itarted task Mar 16, 2020 7:28 PI1

Goals

Create goals for yourself and keep track of your progress in achieving them.

B

Create a Goal Academic Goal

Academic Goals

&

1. Select Planner and then select Goals.
2. Click Add and select a goal category.

&

Attendance

Career Goals

B

B

Other Goals

&

Personal/sodal Goals

©

Post-Secondary Goals
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3. Enter the information and then click Add.

Academic Goal

* My Goal is: (required)

@ Cancel Add Goal

@ Instructions

achieve it?

Specific: What specific things will you accomplish?

Measurable: How will you know when you have achieved this goal?

Achievable: Is this goal realistic? Do you have the tools you need to

Relevant: Why is this goal important in your life?

Timely: When can you achieve this goal?

4. Optionally:
o Enter a Comment and then click Add Comment to share the comment with your

counselor, teacher, parent, and guardian.

o Click Define Your Next Step and add a to-do list item to help you stay on track

and reach your goal.

{ Back

Academic Goal

Get an A in Geometry

Here's how you defined your goal

Specific: What specific things will you accomplish?
I will get an A for both semesters of Geametry.

Measurable: How will you know when you have achieved this goal?

| can chack my grades.

Achievable: s this goal realistic? Do you have the taols you need to achieve it?
Yes. | will ask for extra help when I need it, do my homework every day, and study
for tests.

Relevant: Why is this goal important in your life?

| want to go ta college.

Timely: When can you achieve this gaal?

By the end of the year.

(o) (e

Next steps:

4 This looks like a great goal! Now, it's time to think about what steps you are
going to take to achieve it

4+ Define your next step

Comments:

* My comment

Start typing
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Manage a Goal

1. Select Planner and then select Goals to display any goal categories.
2. Optionally:
o Click the comment icon, enter a comment, and then click Add to share it with
your counselor.
Click the edit icon, edit the goal details, and then click Save.
Click the delete icon and then click Delete.
Click the goal name and then click Mark as Done.

o [ oo | R TE]

Academic Goal

Get an Ain Geometry

Here's how you defined your goal Next steps:
Specific; What specific things will you accomplish? 4 This looks like a great goal! Now, it's time ta think about whak steps you are
I 'will get an A For bath semesters of Geometry. going to take to achieve it.

Massurable: How will you know when you heve schisved this goal? i
1 can check my grades. i 4 Define your next step

Achievable: Is this goal realistic? Do you have the tools you need to achieve it?
Yes. | will ask For extra help when | need it, do my hamewark every day, and study
For tests.

Relevant: Why is this goal impartant in your lifs?

I'want ta go to college.

Timely: When can you achieve this goal?

By the end of the year.

Comments:

* My comment

Start typing

TO'DOS My To-Do List °

To-dos are actions you need to complete.

You can relate them to a goal you make or a task that your school has assigned to

Use the To-Do feature to add and manage
action items to complete. FH o
1. Select Planner and then select To-Dos.

® Cancel Add To-Do
2. Click add.
3. Enter the details and then click Add.

Assaciated with a goal or task

After creating to-dos, use the sort and filter e v
. . . Priority
options to organize your to-do list. D e D
You can also review any to-do list items created
Due date:
in Naviance Curriculum lessons. Select cate (optional)

Calendar View

Use the calendar feature to display upcoming due dates for to-dos and tasks in a calendar.
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