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1: Start Here

1. Visit ASCA Portals

2. Open the appropriate link to access either the Districts Portal or the
Universities Portal

Only one counselor per school completes this process
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2: Determine if Your School Has An Account

Each counselor in the school will have a separate login and
password. Do not share your login and password with your

co-workers!

> If you have an ASCA login,

enter your ASCA
credentials on the left, and
click Login. Click here
after logging in.

> If you do not have an
ASCA login, click here.
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Login

Sign In to your account

= E-mail Address

Password

\_

Register
You can login to Districts/Universities
using your existing ASCA login. If you
don't have an ASCA login you can

click below to create one now.

Register Now!




Create Guest Login

Login Register
Sign In to your account _ g _ _ »
If you do not have an You can legin to Districts/Universities

using your existing ASCA login. If you

AS CA |Og | N y Sel eCt = | ErmoflAddress don't have an ASCA login you can
Reg |Ster NOW - |—— click below to create one now.

Register Now!
Forgot password?
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Create Guest Login

NOTE!! A new page will open.

Step 1: Complete all required
registration fields.

Step 2: Select Create Account.

Step 3: You will be redirected to the
Districts and Universities Portal
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DISTRICTS ANI

UNIVERSITIES

Create an Account

ormation below to create an account
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2: Determine if Your School Has An Account

*) =
Select Districts [ Universities My Applications
D istri cts I U n ive rs ities Click here to select your District or View Applications you hove access

University. 1o.

It's important that each school only have only one account.
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2: Determine if Your School Has An Account

Locate you r d |Str|Ct or Please select your district or university below. If you are meaning to apply for RAMP, click here.

university from the
dropdown menu, and click

Continue: a—— -
: Continue

SELECT DISTRICT OR UNIVERSITY:

It's important that each school only have only one account.
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2: Determine if Your School Has An Account

If a list of schools appear, review the list of schools to determine if an account exists.
e If your schoal is listed, click on Select School, then click here to continue.

e |f your schoal is not listed, click here to continue.

Id :  HName Created By Created On

1356 500 Septambar 28th, 2020 m
1666 Kristin Bamson Apeil 26th, 2031
1388 K Bamson Septembear Nith, 2023 B Selact Schao

OR

If the below message appears, Click here for detailed instructions.

Establish Your School

Pleass sstablish your Seload, using its full name. IF your Schoal has alrsady basn creatsd

RAME OF SCHOOL

and you one Fane, pheote conbact the Sohools Crsator far your occess lnk
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Your School Has an Account

If your school is listed, select Edit to open the application:

Select Application
[[+] School Year
14467

Created By

Kristin Barnson

Created On

September Gth, 2024

4+ Craate Applicotion

_ “

[+]
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Your School Has an Account

You are now ready to start adding information to the various sections!

Overview Contact Information School Information Vision & Mission Statements Annual Student Outcome Goal Plan(s) Classroom Group Mindsets Annual Administrative Conference

' o iy P
\_]} \%.z’ '~.:_x:' x.‘}/’

Next Step - to view and update who has access to your account, click here.
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If the below message appears when you clicked Continue,

Establish Your School

Flaase establsh your Schaol. using its full name. If your School has already been created and you ofe hare, plece contoct the Schools Creator lor your occess link

ML OF SO0

Follow these steps:

Check with a site-based school counseling colleague or your district director/coordinator to find out if
an application has or has not already been created for your school.

1. If your School has already been established, contact the person who created it to request
access. Click here for directions to be added to an application.

2. If your school has NOT been established, you may proceed by establishing your school in the
portal. Click here for directions.
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Create Your School Account

Enter Full School Name (no acronyms, abbreviations, etc.), and select Create & Continue:

Establish Your School

Please establish your School, using its full name. If your School has already beean created and you are here, please contact the School's Creator for your access link,

NAME OF SCHOOL:

ﬁ
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Create an Application

Click on +Create Application

“ DISTRICTS AN
UNIVERSITIES

Select Application + Create Application

Ho applications for this School exist. Please create one using the button to the top right of the poge.

o o o : MERIC AN
I fosse

© American School Counselor Association WWW. SCh OOICO unse |Or. Org




Create an Application

Use the drop down to select a school year, then click Continue

‘;!’,DISTRH:TS"
UNIVERSITIES

Create an Application

Create a new application by selecting a School Year below and hitting "Continue”,

SELECT SCHOOL YEAR:

2025-2026
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Create Your School Application

Overview Contact Inforrmation School Infermation Vision & Mission Statements Annual Student Outcome Goal Plan(s) Clussl
Complete the Contact -
Information section. Information

IM PORTANT! ! I—ISt a” LIST ALL SCHOOL COUNSELORS AT THIS SCHOOL
school counselors,
including yourself.

Add New Counselor

Click SAVE at the bottom of each page!

[+]
L] Q@ AMERICAN
s s CHOOL
H " " COUNSELOR
ASRDCIATION

© American School Counselor Association WWW. SCh OOICO unse |Or. Org




Create Your School Application

You are now ready to start adding information to the various sections!

i (L] | | i .-ul ---\.l L E H L | I J - o i i o o 4 i i L=
Overview Contact Information School Information Vision & Mission Statements annual Student Outcome Goal Plan(s) Classroom Group Mindsets Annual Administrative Conference
I -
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Next Step - to view and update who has access to your account, click here.
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If your school is not listed, one school counselor will create an
account. Do not create multiple accounts.

Select +Create New School:

Select School

" MamE s trestsdny Fiartid O

Kristin Bornson Soplembes 25th, 2000

e 2" | msunctscica |

Kregtin Bornaon Saptornbse 1ith, 2023

10033 Coaouint High Schact Kristin Bornaon Sapiamibes Bin, D8
a5 A s Funt B Sedaact aanidl
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Create Your School Account

Enter Full School Name (no acronyms, abbreviations, etc.), and select Create & Continue:

Establish Your School

Please establish your School, using its full name. If your School has already beean created and you are here, please contact the School's Creator for your access link,

NAME OF SCHOOL:

ﬁ
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Create Your School Application

Select +Create Application:

Select Application ‘

Mo applications for this School exist. Please create one using the button to the top right of the page.
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Create an Application

Use the drop down to select a school year, and select Continue:

DISTRICTS AN
Create an Application

Create a new application by selecting a School Year below and hitting "Continue™.

SELECT SCHOOL YEAR:

2025-2026
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Your School Has an Account

You are now ready to start adding information to the various sections!

Overview Contact Information School Information Vision & Mission Staterments Annual Student Outcome Goal Plan(s) Classroom Group Mindsets Annual Administrative Conference
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Contact Information

Complete all sections of ‘

the Contact Information
section.

IMPORTANT!! List all
school counselors,
iIncluding yourself.

i} School Information Vislon & Mission Statements Amn

Information

4

List All School Counselors At This School

Add New Counselor

Click SAVE at the bottom of each page!

[+]
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Adding Users to Application

To add yourself and other school counselors, click here.

DISTRICTS AND
UNIVERSITIES

& Manage Users
Contact Information School Information
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Create Your School Application

Select +Create Application:

Select Application ‘

Mo applications for this School exist. Please create one using the button to the top right of the page.
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Create Your School Application

Select School Year from drop down Menu, then Continue:

Create a new application by selecting a School Year below and hitting "Continue”.

SELECT SCHOOL YEAR:

If you are applying for RAMP, select the year that you collected your data

This will open your school’s new application.
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You School Has an Account

You are now ready to start adding information to the various sections!

Overview Contact Information School Information Vision & Mission Staterments Annual Student Outcome Goal Plan(s) Classroom Group Mindsets Annual Administrative Conference
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To view who has access to your account, and to update access, click here.
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4. Managing Portal Access

In your application
(in the upper left
hand corner), select
Manage Users:

© American School Counselor Association
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DISTRICTS AND

UNIVERSITIES

& Manage Users

Contact Information school Information




4: Managing Portal Access

O p—
To add User — enter email
address and click “Add User”
Active Users

» |f the school counselor is Pull Nome Email

already in the system, their m—py. (- sonishook e

name will appear in Active == €3

Users and he/she will receive

email with steps to gain access.

www.schoolcounselor.org
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4: Managing Portal Access

If the school counselor is not in
system, their email will appear
in Pending Users and he/she

will receive an email with steps
to create login/password.

o
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Pending Users

Ermail

EXample@gmaileom

e
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4: Managing Portal Access

The email includes directions for the
Invited school counselor.

© American School Counselor Association

6 DISTRICTS
UNIVERSITIES

YOU'RE INVITED

You've been invited and assigned in ASCA Districts/Universities
Portal!

Please click the button below to login; once you have logged in,
your permissions will be assigned automatically. If you do not
have an account, you need to click the link below, register,
then return to this e-mail and click the link again.




Always Click SAVE!!

[ Go Back J[ Continue J

www.schoolcounselor.org



If you need assistance, submit a support
request at in the portal:

# Home | @ Support
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