Student Manual
Release 7/8/17 v1

Table of Contents
Section 1: About NAFTrack ................................................................................................. 3
1.1 Overview .................................................................................................................. 3
1.2 NAFTrack Certification ............................................................................................... 3
1.3

my

NAFTrack............................................................................................................... 3

1.4 NAFTrack Certified Hiring ........................................................................................... 4
Section 2: Getting Started ................................................................................................... 4
2.1 Accessing

my

NAFTrack................................................................................................ 4

2.2 Account Management ................................................................................................ 6
2.2.1 Forgotten Password............................................................................................. 6
Section 3: System Activities ................................................................................................ 7
3.1 Updating Your Profile................................................................................................. 7
3.1.1 Changing Your Password ..................................................................................... 7
3.1.2 Adding Personal Information ................................................................................ 8
3.1.3 Uploading Your Personal Photo............................................................................. 9
3.2 Updating Your Portfolio.............................................................................................10
3.2.1 Uploading Your Resume and Cover Letter ............................................................10
3.2.2 Updating Your Resume Elements .........................................................................11
3.2.3 References ........................................................................................................12
3.2.4 Updating Your Portfolio.......................................................................................12
3.3 Search for Opportunities ...........................................................................................14
3.4 Search for Employers ...............................................................................................17
Section 4: Resources and Technical Assistance ....................................................................19
4.1 Resources................................................................................................................19
4.2 Technical Assistance .................................................................................................19

my

NAFTrack Manual: Student Edition – v1 – 7/8/17

2

Section 1: About NAFTrack

1.1 Overview
NAFTrack is a groundbreaking initiative that connects high school students, educators,
employers, and NAF academy alumni to build a future ready workforce. Students and educators
engage with NAFTrack Certification to confirm the students are college and career ready.
my
NAFTrack provides the throughline for NAF students and alumni, connecting their high
school work-based learning with post-secondary education and subsequent work experience
while learning about NAFTrack partners and open jobs. NAFTrack Certified Hiring delivers on
the promise of career possibilities for alumni and a better prepared talent pipeline for partner
employers.

1.2 NAFTrack Certification
NAFTrack Certification is achieved through an online system created by education and business
leaders to assess college and career readiness. Student performance is measured through
career-related coursework, a qualifying internship, and high school graduation.
NAF prides itself on a flexible educational design from which all schools can benefit - regardless
of district, city, or state. It is vital that NAFTrack Certification also demonstrates a degree of
flexibility so that more students have access to NAFTrack benefits and are ready to fill our
nation’s workforce pipeline with highly skilled and diverse talent.
Schools with NAF academies can get their students on track to becoming NAFTrack certified by
using the NAF curriculum, adopted third-party curricula, or other NAF-approved coursework.
Upon successful completion of NAFTrack Certification, students are eligible for NAFTrack
Certified Hiring.

1.3

my

NAFTrack

NAFTrack is an online professional network connecting NAF students, alumni, and NAFTrack
Certified Hiring employers.
my

my

It allows students and alumni to build a professional profile and portfolio to easily showcase
their work to employers who understand the unique value and expertise NAF graduates can
bring. They will have access to a wide range of potential internship and job opportunities and a
library of career resources.
3
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NAFTrack Certified Hiring employers can easily search for talent who have been certified
through a rigorous and industry developed assessment system: NAFTrack Certification. They
can directly promote their company to a highly skilled and diverse talent pool.
NAFTrack will provide academies, schools, and districts with the ability to track students postgraduation and measure college and career success.
my

1.4 NAFTrack Certified Hiring
NAFTrack Certification and myNAFTrack help students in a variety of ways, including becoming
eligible for NAFTrack Certified Hiring, a commitment made by top companies to give special
consideration to college students and eventual job applicants who are NAFTrack certified. NAF
partners are committed to meaningfully recognizing NAFTrack certified graduates in otherwise
equally qualified talent pools by providing their selection of NAFTrack benefits:
•
•
•
•
•
•
•
•

Pre-interview and resume support
Guaranteed interviews in equally qualified applicant pools
Potentially expedited advancement in the hiring process
Priority hiring among equally qualified applicant pools
Potential for higher starting salaries
Applicant feedback and coaching post interview
Paid high school and college internship opportunities
Support to ensure more NAFTrack certified graduates attend the postsecondary
institutions where NAFTrack partners recruit

Together, NAF and corporate partners crafted NAFTrack Certification to signify students as
NAFTrack certified through a rigorous and comprehensive assessment system that evaluates
students on academic proficiency, project execution, and internship performance. These
companies’ recognition of NAFTrack Certification makes it a true differentiator in the hiring
process, as it holds real value to both the applicant and the employer.

Section 2: Getting Started
2.1 Accessing

my

NAFTrack

Prior to setting up a student NAFTrack account, your teacher or other academy representative
needs to enter you into NAFTrack Certification. You will need the following:

my

•

Student ID: This is the district-provided student ID number and should be the same
number used during the student upload or entry process. If you do not know what your
student ID is, please ask your teacher. They can look it up in NAFTrack Certification.

•

Last Name: This should be the same last name used during the student upload or
entry process completed by your teacher or other academy representative.
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Establishing a Student Account
Once students enter these fields, an
email address, and establishes a
password, NAFTrack Certification will
perform a look-up to be sure the student
exists. If the student exists, the student
will receive confirmation of registration
and be able to log into NAFTrack
Certification. If the student does not
exist in the system, the account cannot
be created and a message will appear
indicating the student cannot be found.
Note that students should use a
personal email address that they
will have access to after they
graduate high school instead of a
high school email address.

2. Select Register

Figure 2.1

3. Complete Student ID
and Last Name Fields.

Following are the steps for setting up a
student account:

4. Enter Valid
Email Address.

1. Access the Student Portal at
https://students.naftrack.or
g. (Figure 2.1)

5. Establish
Password.

2. Select Register. (Figure 2.1)
3. Complete the Student ID and
Last Name fields. (Figure 2.2)

6. Click Register.

Figure 2.2

4. Enter a valid email address.
5. Establish a password. (Figure
2.2)
6. Click REGISTER. (Figure 2.2)

my
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2.2 Account Management
2.2.1 Forgotten Password
Students
1. Access the Student Portal at
https://students.naftrack.org.
(Figure 2.3)

1. Click Forgot
Password?

2. Click the Forgot Password? link.
(Figure 2.3)

Figure 2.3

3. Enter the email address used to
create the NAFTrack account.
(Figure 2.4)

3. Student enters
email address.

4. If the student cannot recall which
email address was used, a
teacher, site coordinator, or
academy director can look it up
under Manage Students in
NAFTrack Certification.

5. Student enters
email address.

Figure 2.4

5. Click SEND EMAIL button.
(Figure 2.4)

my
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Section 3: System Activities
3.1 Updating Your Profile
As a student, your profile is only visible to academy staff. However, once you graduate
high school and turn 18, it will automatically be converted into an alumni profile and become
visible to NAFTrack Certified Hiring employers. Therefore, it is important to carefully consider
what information you include here as you want it to project your best, most professional self.

3.1.1 Changing Your Password
1. Log into NAFTrack and
select NAFTrack
Certification. (Figure
3.1)

1. Click NAFTrack
Certification.

Figure 3.1

2. Click My Profile.
(Figure 3.2)

2. Click My Profile.

Figure 3.2

my

NAFTrack Manual: Student Edition – v1 – 7/8/17

7

3. Click the Edit button.
(Figure 3.3)

3. Click Edit.

Figure 3.3

4. Enter your new email
address in the field.
(Figure 3.4)
5. Click the Update
button. (Figure 3.4)
4. Enter new email
address.

5. Click Update.

Figure 3.4

3.1.2 Adding Personal Information
Back in myNAFTrack, some of your personal information will be pre-populated in the system
based on your NAFTrack Certification account data that your academy director or site
coordinator entered when they set you up in the system.
To save changes made to your
personal information, click the
green Submit button located
at both the top right and lower
right of the screen. (Figure 3.5)

Click Submit.

Figure 3.5

my
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3.1.3 Uploading Your Personal Photo
Remember to select a photograph that shows you dressed for success! File size is limited to
2 MB.
1. Click the green Choose a
file button. (Figure 3.6)

1. Click Choose a
file.

Figure 3.6

2. Locate the picture file on
your computer and select
Open. (Figure 3.7) Please
note: the file size is limited it
2 MB.

2. Find the image file
on your computer.

Click Open.

Figure 3.7

3. A thumbnail of your picture
will appear. (Figure 3.8)
3. The thumbnail
appears.

Figure 3.8

my
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Removing Your Personal Photo
To remove the photo currently
being displayed, click the Remove
X link. (Figure 3.9)
Click the Remove X.

Figure 3.9

3.2 Updating Your Portfolio
3.2.1 Uploading Your Resume and Cover Letter
File types supported by the system are .pdf, .doc, and .docx. Files cannot be larger than 5 MB.
1. If you did not create a
portfolio as a student, in the
upper left corner under your
name, find No Portfolio.
Click the + to create one.
(Figure 3.10)

1. Click the + symbol.

Otherwise, click Student
Portfolio.
This takes you to the
Resume tab of the portfolio.

Figure 3.10

2. Click the green Choose a
file button. (Figure 3.11)

2. Click Choose a file.

Figure 3.11

my
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3. Locate the cover letter file
on your computer and select
Open. (Figure 3.12)

3. Select the file

3. Click Open.

Figure 3.12

4. You should now see an icon
depicting the file type and
the file name displayed.
(Figure 3.13)
4. The file type and name is
displayed

5. Repeat steps 2 and 3 for
your resume file.

Figure 3.13

3.2.2 Updating Your Resume Elements
Located underneath the Resume and Cover Letter Upload section, the resume elements section
allows you to enter key information in such a way that it will be searchable by employers once
you turn 18 and graduate high school. This makes it easier for them to find the kind job
applicants they are seeking.
This section includes:
•

Objective

•

Student Education

•

Work-Based Learning Experiences

•

Achievements/Honors/Awards/Scholarships

•

Activities/Leadership Community Services

•

Computer Skills

•

Special Skills

•

Certifications

Enter in information carefully and remember to proofread. If you do not have anything to list in
a particular section, type “n/a” (not applicable).

my
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To save changes made to your
personal information, click the green
Submit button located at both the
top right and lower right of the
screen. (Figure 3.14)
Click Add a Reference.

Click Submit to
save changes.

Figure 3.14

3.2.3 References
References are an important part of the job seeking process. These should be adults who can
speak to your professional skills and abilities. It is best to have former work or volunteer
supervisors, but if you do not have any yet, ask a teacher. They should not be friends or family
members.
It is always important to ask someone first if you can list them as a reference. They should be
happy to speak on your behalf and they should know ahead of time that they might get
contacted. It is also good business etiquette to ask which email address and phone number
they would like you to use.

Adding a Reference
To save changes made to your personal information, click the green Submit button located at
both the top right and lower right of the screen. (Figure 3.14)

3.2.4 Updating Your Portfolio
A portfolio is meant to display your best work and demonstrate key skills that are relevant to
your career. As with the cover letter and resume, it’s important to ensure that the files have
been carefully reviewed and don’t contain spelling, grammar, or formatting errors. Don’t include
too many files: recruiters don’t have a lot of time, so make it as easy as possible for them to
find what they are looking for.
When considering items to share, ask yourself: will this file be interesting to a potential
employer? Does it show skills that you think they are looking for in their job candidates?
1. Click on the Portfolio tab.
(Figure 3.15)

1. Click
Portfolio.

Figure 3.15

my
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2. OPTIONAL – Select an image
to upload for your portfolio.
Click on the Choose a file
button. (Figure 3.16)

2. Click Choose a
File.

Figure 3.16

3. Locate the image file on your
computer and select Open.
(Figure 3.17)

3. Locate the file

File types supported by the
system are .jpg and .png.
Files cannot be larger than 5
MB.
Click Open.

Figure 3.17

4. Write a short biography
statement - remember the
primary audience is
prospective employers.
(Figure 3.18)
5. Write a brief summary of
your featured work. Consider
explaining the context of the
project or file: the project
prompt, the skills or
knowledge they should look
for, etc. (Figure 3.18)

4. Enter biography statement.

5. Enter featured work
summary.

Figure 3.18
6. Click Choose a file.

6. Click on the Choose a file
button. (Figure 3.18)

my
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7. Locate the featured work file
on your computer and select
Open. (Figure 3.19)

7. Locate the file

File types supported by the
system are .pdf, .doc., and
.docx. If you wish to share
other file types (ex. A
PowerPoint) consider saving
as a .pdf

Click Open.

Figure 3.19

8. If your featured work is a
video or website, enter the
URL. (Figure 3.20)
9. Click Submit (Figure 3.20)

8. Paste the video
or website URL.

9. Click Submit.

Figure 3.20

3.3 Search for Opportunities
The search page has two sections. The first section allows users to target their search through
different opportunity characteristics such as full- or part-time and paid or unpaid. The second
section addresses different location-related variables.
1. Click on the Students picture
to navigate to your
my
NAFTrack Alumni Profile.
(Figure 3.21)

1. Click on the
picture

Figure 3.21

my
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2. Click the Search for
Opportunities link. (Figure
3.22)
2. Click Search for
Opportunities.

Figure 3.22

The myNAFTrack Search for
Opportunities page allows students
to perform targeted searches or
return all opportunities currently
listed in the system.
3. To perform a targeted
search, use one of the
search filters. Each filter has
two parts to it: the first is a
Figure 3.23
drop-down menu of logical
operators (e.g. contains,
equals, does not equal, etc.).

4. Click Search.

3. Drop-down
search menus.

The second is a field student
can select items from a
drop-down menu or type
into part or all of the search
term. (Figure 3.23)
Leave all search criteria
blank to display all
opportunities in the system.
4. Once the search criteria
have been applied and
entered, click the Search
button. (Figure 3.23)

my

NAFTrack Manual: Student Edition – v1 – 7/8/17

15

5. This returns all relevant
search results. (Figure 3.24)
This page displays current
opportunities including
opportunity name, type, paid
status, facility name, and
employer name.
6. Click on the opportunity
name to view details. (Figure
3.24)

6. Click the opportunity name.

Figure 3.24

7. The Opportunity page
includes important
information such as
employer name, location,
and start and end dates.
(Figure 3.25)
The left-side navigation bar
allows users to see what
other facilities and
opportunities are listed for
the employer. (Figure 3.25)

Facilities and other opportunities
offered by the employer.

Figure 3.25

8. Clicking on the employer
name takes users to the
Corporate Profile page.
(Figure 3.26)

Figure 3.26

my
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3.4 Search for Employers
Looking to see which companies are NAFTrack Certified Hiring partners can help you think
about your career path and what you want to do after high school.
1. Click on the students image
to navigate to your
my
NAFTrack Student Profile.
(Figure 3.26)

1. Click on the
picture

Figure 3.26

2. Click the Search for
Employers link. (Figure
3.27)
2. Click Search for
Employers.

The myNAFTrack Search for
Employers page allows students to
perform targeted searches or return
all NAFTrack Certified Hiring
employers currently listed in the
system.

Figure 3.27

3. To perform a targeted
search, use one of the
search filters. Each filter has
two parts to it: the first is a
drop-down menu of logical
operators (e.g. contains,
equals, does not equal, etc.).
The second is a field where
students can select items
from a drop-down menu or
type into part or all of the
search term. (Figure 3.28)

Figure 3.28
3. Drop-down search
menus and open fields.

Leave all search criteria
blank to display all
employers in the system.

my
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4. Once the search criteria
have been applied and
entered, click the Search
button. (Figure 3.29)

4. Click Search.

Figure 3.29

5. The Results page returns
employer name, company
size, and headquarters.
(Figure 3.30) Each is linked
to the employer’s corporate
profile page.
Figure 3.30

my
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Section 4: Resources and Technical Assistance
4.1 Resources
NAFTrack has created a number of different resources to help you bridge your academy and
post-high school education and work experience.
my

NAFTrack Overview
for Students

This PowerPoint presentation explores the benefits and different
system activities available to students.

Corporate Etiquette

Learn about how successful business people conduct themselves
in the office and online.

Cover Letter

Craft an effective cover letter to get the attention of hiring
managers to make them want to view your resume.

Resume

Create a concise record of your work, volunteer, and educational
experience.

Portfolio

Find out what to consider when reviewing and selecting projects
to showcase in your portfolio.

Presentation Skills

Learn how to command a room and develop clear, effective
presentations for school and the workplace.

Social Media

Make sure you’re making the best online impression possible to
current and potential employers.

College Application &
Scholarship Skills

Information about exploring your options after high school,
applying to schools, and crafting an effective application essay.

4.2 Technical Assistance
For technical assistance, contact NAFTrackSupport@naf.org. Someone will get back to you
within 24 hours.

my
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