
 
 
 
 
 
 

 

Log into Xello:  https://login.xello.world 

Username:  TSD student email     (Included in your email from Mrs. Clippard) 

Password:  Student ID #       (Included in your email from Mrs. Clippard) 

Add your personal email to profile for continued use of Xello after high school 
 

 

• Locate the ALL LESSONS section on the left side of your Xello Homepage and select  
 

• You will see a checkmark in a green circle next to the task when it is complete or if you completed the 
task during a previous grade level. 
  

• Click the link to begin an activity. 
 
 
 

 
Select an activity name from the list below  
to open step by step instructions 
 

→ Career Matchmaker Assessment 

→ Explore and Save 5 Careers 

→ Skills Lab Assessment 

 
 

→ Save a minimum of 3 Experiences 

→ Select a minimum of 8 Interests 

→ Save a minimum of 8 Skills 

→ Resume 

→ Save a minimum of 2 Plans (Goals & Plans) 

   
 

 

 

→ After you complete Part 1 & Part 2 of your EDP, type the answer to the question in the text box.  Make 

sure to click the Turn In button to submit. 
  

 
 
 
 

 
 

Part 2 

Part 1 

https://login.xello.world/


To return to the Xello homepage click on the word Xello in the upper left-hand corner. 
 

Your EDP is complete when you see 100% next to All Lessons. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

ADDITIONAL RECOMMENDATIONS 
 

College Planning 
 

On the Xello homepage, locate the Goals & Plans section, locate College Planning, click Manage. 

→ College Applications – Create and track your college applications here. 

→ Scholarships – Search for and manage scholarships here. 

→ Knowledge Hub -  Find answers to your college planning questions 

 

 

Parchment – Student Records 
 

Order your official high school transcript for college, apprentice or job applications using Parchment.    

• This service is free to high school seniors until July 31st of your graduation year. 

• You will need to create an account. This will allow you to log back in and track your transcript progress. 

• Make sure you select Troy College and Career High School as your school.   

• You may need to order a transcript when you place your initial application and again after your 

graduation is official. 

• Parchment allows you the option to send a copy of your transcript to yourself via email.  **This is 

recommended** 

→ Message Mrs. Clippard to request a copy of the Parchment Instructions. 

 

 
 

Part 1 – 2023-24 Education Plan 

Part 2 – 2023-24 Education Plan 



The section below contains step by 
step instructions and screenshots for 

each EDP activity.  Some students 
report they do not need these 

detailed instructions, but they are 
available if you get stuck.    If you 
continue to have difficulty, please 

reach out to Mrs. Clippard for 
assistance. 

dclippard@troy.k12.mi.us    248-823-5158   

mailto:dclippard@troy.k12.mi.us


& 

 
The first question students will be asked is “What would you like to do after high 
school?”. This question helps to filter your matches. "Not Sure Yet" is also an option 
for those who are still on the path of figuring out their first steps after high school. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

CAREER MATCHMAKER can be found on the ABOUT ME page 
Click GET STARTED to start the 39-question quiz. 
Once you select an answer Xello does not allow you to go back and make changes 
until the quiz is completed. 

Click on Start 
the Quiz 

CLICK ON ABOUT ME 



  

Choose what you think you would like to do after high 
school.  You can always change your answer later. 
Then click the START MATCHMAKER button 

Click LAUNCH MATCHMAKER 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

During the Career Matchmaker quiz students will answer 39 questions. 
These questions have students thinking critically about their interests 
and ranking them on a scale of Like Very Much to Dislike Very Much.   
 

click DONE to go back  
to the Xello Homepage. 

 
9th grade and higher 
continue to Phase 2 

To start your Personality 
Style Quiz. 

 

 

 TIP: To get more information or clarification on a question, 
click the question mark icon.  

 TIP: If you’ve changed your mind on how you answered a 
previous question, click Review My Answers, located next to 
the progress bar, to update your choice.  

 

Return to Top of Document 



 

 

EXPLORING & SAVING CAREERS 
 

Save a minimum of 5 careers that interest you 
 

This lesson is designed to get your started in career exploration.  Your 
goal is to save at least five careers you are interested in learning more 
about.  You are welcome to save any additional careers that you find 
interesting enough to want to learn more about them. 
 
TIP: Explore the dynamic filters by clicking More Filters including. You 
can narrow your list based on factors like earnings, related clusters, and 
job outlook.  
 
 
Each career profile page contains: 
 Job Description 
 list of Similar Careers 
 Video Interviews 
 Core Tasks 
 Work Place 
 How Career relates to your Personality Style  *must have taken 

the Personality Style Quiz to access this information 
 Working Conditions 
 Earnings 
 Sample Career Path 
 Education and Training   You will see a list of links under Related 

Majors. Choose one to take you to the profile for that Major.  
 
 
 
 
  



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

From the Xello homepage 
Click on Explore Options and then (see the red arrows below) 
 

CLICK ON EXPLORE OPTIONS 
OPTIONS 

CLICK ON  
CAREERS 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

On this screen you can scroll 
down and look through all 
your career matches in Xello.  
When you find a career you 
are interested in learning 
more about, click on career 
name to access more 
information.  Click on ‘More 
Careers’ at the bottom of the 
page to see more career 
matches.  Students typically 
have more than 400 matches. 

You can use the  
MORE FILTERS 
option to help narrow 
down your career 
choices 



 
1.  

 
 
 
 
 
 
 
 
 
 
 

 To view your previously saved careers, select the heart 
located in the upper right corner of the webpage. 

  

If you already have a career in mind, use the 
search option to type the career  

1                   2                   3                   4    

To SAVE a career click on the 
heart.  You know you have saved 
it when it turns red like below. 

For each career you save, complete the Explore This Career section: 

1. How I Feel About This Career 
2. My Notes - Type your answer to the question  

              "What classes or activities could help me increase the skills 
related to this career? 

3. Important Factors 
4. Likes & Dislikes 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

You will want to keep scrolling all the way to the bottom of the 
page to learn all about the career you selected.   If you don’t know 
what a particular career does read the JOB DESCRIPTION.  If you 
really like a career check out the SIMILAR CAREERS to find out 
what other careers may use the same skills or education as the 
career you like. 



 
 
 
 



 

 
 
 
 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

If a career you are interested in requires further education click on one of 
the majors to learn what type of classes you would need to take. 

In 6th – 10th grades adding a major and a school are optional. 
If you are interested in exploring majors & schools, you are welcome to do so. 
You can save them to your EDP by clicking the heart (the same way you saved 
your career) 



 

 
 
 
  



By first selecting your 
major you can then 
see an alphabetical 
list of all of the 
colleges in a 
particular state that 
offer that major.  To 
learn more about a 
school click on it. 

Return to Top of Document 



In Skills Lab, you assess 35 skills and critically evaluate how often you wish 
to use each skill in your future career. This assessment is unique as it 
removes the anxiety and pressure that often comes with assessing how 
good you already are at a skill. Instead, it has you focusing on the skills you 

would most enjoy using, and which ones you value most. 

Students can access the new skills assessment from their Student 
dashboard or within their About Me section. 
 

 
 

 

Click on 
Get Started 



 
 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

After clicking on the Get Started button, students are presented with a series 

of 35 questions that have students consider how frequently they would like 

to use certain skills in their future career.  
 



 
 
 
 

As students delve into specific careers, they can learn more about how 

they got their match by clicking on Find out Why. They’ll see how their 

overall match was determined based on their responses to both the 

interest and skills assessments. They can also delve deeper into how 

frequently each skill is used in each career and how that compares to their 

desired use. 
 

Return to Top of Document 



 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

From the Xello homepage 
Click on ABOUT ME (see the red arrows below) 

CLICK ON ABOUT ME 

Document your extracurricular 
activities, volunteer experiences 
and jobs.  This information is 
useful when it comes time to fill 
out job, apprentice, or college 
applications and can easily be 
added to your Resume Builder 
assignment (9th – 12th grade).  
Update your experiences at 
least once a year. 
 

• Work:  document each job 
you have received money for  

• Volunteer: specify if you 
participated one time or 
ongoing 

• Education: enter your high 
school’s name and expected 
date of graduation.  Enter 
classes you take outside of 
school – art, music, karate, 
gymnastics….. 

• Life:  enter extracurricular 
activities you participate in – 
sports, band, clubs, 
performances, and awards. 



 
  

• Next to Position type in the name/title of what your experience was.  This 
example shows “Picked Up Litter” 

• You must fill in a start date (month & year) and an end date (month and 
year) or select ongoing if it is something you are still participating in.  The 
SAVE button will appear once you enter the date. 

• Fill in the other boxes if possible or come back later and add details you may 
need to look up. 

• Once you have the required information you will see the SAVE button in 
upper right-hand corner. 

• Click on SAVE to add your experience. 

You can now see the 
experience you added 

To add another 
experience click here 

VIEW FROM ABOUT ME PAGE 

Return to Top of Document 



 

 

Adding Interests in Xello 
 
As you prepare to complete the Interests portion of your EDP take a few minutes to consider: 

• What are some things you enjoy doing? 

• How do you think your interests may change as you grow older? 

• What do your interests say about you? 

• How do your interests influence your options now and in the future? For example, have you 
joined a club based on one of your interests, or what jobs are you thinking about that are related 
to your interests? 

• If you could get paid for one of your interests, what would it be? 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

From the Xello homepage 
Click on ABOUT ME (see the red arrows below) 

CLICK ON ABOUT ME 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Next click on  
ADD INTERESTS 

Choose one of the 6 categories  

OR type your interests in the text box and click ADD 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Open each category and select the options that you feel apply to you. 
Once an option is selected the text color changes to gray 
You will also see an ICON towards the top of the screen for  
each interest selected. 
When you have added all your interests, click DONE located in the upper 
right-hand corner of the screen 

Back on the Xello ABOUT ME page 
Your INTERESTS section will now show 
the list of interest you selected. 

Return to Top of Document 



Adding Skills in Xello 

 
As you prepare to complete the Skills portion of your EDP take a few minutes to consider: 
• What is a skill?  

According to Dictionary.com 

Skill noun 
1. the ability, coming from one's knowledge, practice, aptitude, etc., to do something 

well: Carpentry was one of his many skills. 
2. competent excellence in performance; expertness; dexterity: The dancers performed 

with skill. 
3. a craft, trade, or job requiring manual dexterity or special training in which a person 

has competence and experience: the skill of cabinetmaking. 
 

• What are transferable skills?  Transferable skills are talents and abilities that can be used in 
many different jobs and career paths.  List of transferable skills 

• What skills do you use at school? What skills do you use outside of school? 

• What skills are you most proud of? What are some skills you'd like to improve? 

• What skills do you think are required to perform some of the jobs at a school (e.g. teacher, 

accountant, plumber, computer software developer)? 

• Think of someone who has a skill you admire. Why do you admire that skill? 

 
 
 
 
 
 
 

 
 
 

From the Xello homepage 
Click on ABOUT ME (see the red arrows below) 

CLICK ON ABOUT ME 

https://troyk12mi-my.sharepoint.com/:b:/g/personal/dclippard_troy_k12_mi_us/ERs93cn5pfZPm_kPgEJoobMBVBBTgc6R_vcdPf1c0PvVbQ?e=PrFynD


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Next click on  
ADD SKILLS 

Choose one of the 6 categories  

OR type your skill in the text box and click ADD 



 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Open each category and select the options that you feel apply to you. 
Once an option is selected the text color changes to gray 
You will also see an ICON towards the top of the screen for  
each skill selected. 
When you have added all of your skill click DONE located in the upper 
right-hand corner of the screen 

When you chose each skill you have 
the option of selecting your skill level 
choosing from beginner, rising or 
master. 



 

 
 
 

When you return to the Xello ABOUT ME page 
Your SKILLS section will now show the list of skills you selected. 

Return to Top of Document 



Xello Resume Video 

Resume Builder makes it easy to take the valuable information students have learned 

about themselves through assessments, self-reflection, and early experiences, and turn 

it into a professional resume.  

Students access this feature from their About Me page. Once they've begun, they have 

access to the Tips & Samples on every page to help guide them in do's and don'ts of 

writing a stand-out resume. As they fill out each section of their resume using content 

already entered in About Me, they also have the option to add new skills, interests, or 

experiences. New content is then synced and saved to their About Me profile. At any 

point they're able to readjust the order of the sections so they can put their strongest 

skills and experiences first. Once they're ready, they download their completed resume 

either as a fully formatted, professional PDF, or as an RTF file if they wish to style their 

resume their own way. 

 
 

 
 
 
 
 

 
 
 
 
 
 

CLICK ON ABOUT ME 

To access the Resume Builder, click on the ABOUT ME on the Xello homepage. 

If you are applying to a job or need a resume before 12th grade 
you are welcome to use the Resume Builder to create your resume. 

 

https://youtu.be/BqiqeiJbES4


  

 

On the ABOUT ME 
page find the section 
labeled RESUME and 
click on ‘update’ to get 

started. 



 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

Once you have added or updated each section of the 
resume select DOWNLOAD RESUME at the bottom of 
the webpage. 

Select your layout 
style 

Select to view tips and sample 
resumes 

Enter your contact 
information.  You want to 
make it easy for a potential 
employer to be able to reach 
you.  Make sure you use an 
appropriate email address. 

Use the ‘ADD’ or 
‘EDIT’ buttons to add 
your information to 
each section of the 
resume. 
If you added 
information in the 
corresponding 
sections on the 
ABOUT ME page you 
will be able to select 
the information you 
want to add to your 
resume.   
You also have the 
option of adding 
additional 
information. 

We recommend downloading as a RTF - TEXT ONLY 
DOCUMENT.  The RTF file can be opened with MS 
Word or other text editing apps.  From there it is a 
simple task to edit margins and remove any extra 
spacing between sections.  Making these changes 
will allow you to create a one-page resume. 
Make sure you upload your resume into the 
Resume Lesson or in the Storyboard in Xello.  Also, 
make sure you save your resume so you can access 
it again in the future. 
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Xello Goals and Plans Overview Video 

 
As you start to make plans for your future, you will first want to consider your options for 
after graduation.  To complete your 12th grade EDP requirements we ask that you create at 
least 2 plans.  Your Xello Plans should reflect your real-life plans.   If you already know what 
your dream job is that is great!  Create a plan for it and then also create a ‘Back Up” plan as 
well.  Perhaps you are considering several different careers, you can create a plan for each of 
them.  Hopefully as you explore all your options and research the steps you will need to take to 
achieve your goals you can narrow down your choices. 

 
Click Goals & Plans in the top menu 

 

 
 
 

Click Make a Plan. 
 

Step 1.  Add a title 
 
Step 2.  Choose one of nine different pathways. Some of these pathways may be ones you've 
never considered, or even heard of before!  

https://youtu.be/dOxEUexRoz8


 
If you're not sure which option to choose, that's okay! You can click the Not sure? Learn about 
these options link which opens a menu to the side where they'll get a brief explanation, plus a 
chance to read a full profile of the option. 
 
Pathway profiles include lots of information about the option, such as:  

• A short video 

• Sample careers they can explore 

• Finances involved in taking that pathway 

• Any requirements or education 

• Other considerations for students to think about  

  



Step 3.  Plans can change and evolve. There is always room to edit a plan, add or remove tasks, 
change the pathway, and add notes or reminders.  
Once you have titled your plan and picked an option, you'll move on to step 3 which has you 
thinking about tasks you might need to complete. For each pathway, there is already a 
suggested task lists of to-do items. If you don't think you'll need to complete it, it can easily be 
removed. 

 

 
Once you have created your plan, you can edit as much as you want! 

Any information they added when first creating the plan is editable. This includes:  

• At the top of the profile is a commitment level they can adjust as you learn more about 

future options.  

• You can add more tasks to the to-do list, mark them as complete, or remove them. 

There's a helpful Need Suggestions button which offers tasks related to the option they 

chose.  

• There's a section for you to add or remove careers. Your saved careers will populate at 

the top of the list for easy reference. 

• You can take and keep notes as they explore. If you find websites related to your plan, 

you can add the link in your notes to keep everything in one place. 

• If you haven't already, you can add a new pathway, or change an existing one. Any 

relevant saved options will show at the top of the list so you can easily pull in previous 

work. 

• You also have the option to add details to the pathway. Details are dependent on the 

pathway and can include job or apprenticeship titles, schools or majors. 
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