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Access Admin Explore Careers

Create Customized Checklists

Reports by Checklist activity



GAFUTURES.ORG

Gafutures.org is your one stop for all 

college and career exploration. 



Keep track of students’ progress 

based on your specified assigned 

activities 
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Access Admin (Explore Careers)
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GAFUTURES HOME PAGE
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Admin (Explore Careers)
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Create customized checklist
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Customized checklist
Admin (Explore Careers)

Step 1:

To create a customized checklist, select create, edit and export checklists 

in Admin (Explore Careers) under the CUSTOMIZE tab.
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Customized checklist
Admin (Explore Careers)

Step 2:

Give your checklist a sequence number and name. Then, click add new.
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Customized checklist
Admin (Explore Careers)

Step 3:

Your new checklist name will appear in your system list. Next to it, click edit.
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Customized checklist
Admin (Explore Careers)

Step 4:
You have the option to add an introductory message and upload any supporting 

documents that you want attached to the checklist. First, let’s add an introductory 

message by clicking edit.
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Customized checklist
Admin (Explore Careers)

Step 5:

Enter your message for the students to see and also you can enter a message to 

your teachers (or other counselors) in your system. Once you are done, click 

‘update’.
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Customized checklist
Admin (Explore Careers)

Step 6:

Your message is now viewable when the checklist is viewed by a GAfutures user 

in your system.
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Customized checklist
Admin (Explore Careers)

Step 7:

If you have any supporting documents that are helpful to completing the 

checklist, click edit to upload them.
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Customized checklist
Admin (Explore Careers)

Step 8:

Click ‘add supporting documents’.
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Customized checklist
Admin (Explore Careers)

Step 9:

Select ‘choose file’ to browse your computer for the documents you wish to 

upload. Once you have found your desired file, click ‘upload’.
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Customized checklist
Admin (Explore Careers)

Step 10:

Now, it’s time to add activities to your checklist. Choose a sequence number, 

the type of activity and then click add new.
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Customized checklist
Admin (Explore Careers)

Step 11:

Enter information on your checklist 

for the user or student:

 Designate a specific task in the 

type of activity (1)

 What is the minimum number of 

words you want the user to type 

in their reflection? (2)

 How many reflections (entries) 

would you like the user to 

complete? (3)

 Add a sequence number (4)

 Describe the activity to the user 

(5)

 Create a short label for you to 

remember when checking your 

data (6)

 Enter a help message for the user 

in case they have difficulty trying 

to complete the task (7)
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Customized checklist
Admin (Explore Careers)

Step 11 (cont’d):

 Designate how you wish to review the user’s activities (8)

 Add any helpful links for the user (9)

Once you have completed these nine (9) fields, click ‘update’.
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Customized checklist
Admin (Explore Careers)

Step 12:

You should now see your new checklist listed in your system. You can add, edit 

or delete more activities by clicking on edit.



Activate customized checklist
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Activate customized checklist
Admin (Explore Careers)

Step 1:

In order for users to complete your checklist, you must first activate it. To do this, 

click on assign and activate checklists under the CUSTOMIZE tab in Admin 

(Explore Careers).
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Activate customized checklist
Admin (Explore Careers)

Step 2:

Choose the name of the checklist you wish to activate from the drop-down 

menu.
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Activate customized checklist
Admin (Explore Careers)

Step 3:

You have three (3) choices to activate your checklist:

 Site

 Group

 Graduation year

For this example, we will choose site and then select its’ designated name. (ex. elem, 

middle or high school)
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Activate customized checklist
Admin (Explore Careers)

Step 4:

Now that you have chosen the particular users you want to complete your 

checklist, assign it to them by clicking assign new.
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Activate customized checklist
Admin (Explore Careers)

Step 5:

You should now see that your checklist has been assigned. In this example, the 

middle and high school students will complete 6-12th grade activities. Click 

activate to make this checklist live.
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Activate customized checklist
Admin (Explore Careers)

Step 6:

A list will populate showing all of the users who will access the checklist. Click on

activate checklists.
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Activate customized checklist
Admin (Explore Careers)

Step 7:

Your checklist is now active and ready for use. To close the checklist, simply click

deactivate within the checklist activation section on Admin (Explore Careers).



Reports for checklists
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Step 1:  To generate a report for a checklist  select create, edit and export 
checklists in Admin (Explore Careers) under the CUSTOMIZE tab.
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Reports for checklist activities
Admin (Explore Careers)



Step 2: Next, you will see a table of checklists available for reporting in your system. Select 
the checklist you wish to report on and then click the report link.
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Reports for checklist activities
Admin (Explore Careers)



Step 3: Before moving forward, confirm that you are reporting on the specific checklist 
you have chosen.
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Reports for checklist activities
Admin (Explore Careers)



Step 4: Now, select the type of report you would like to generate: summary or 

detailed
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Reports for checklist activities
Admin (Explore Careers)



This report shows: Checklist Summary (with View for Activity Status for individual 

user)
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Reports for checklist activities
Admin (Explore Careers)
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Reports for checklist activities
Admin (Explore Careers)



This report shows: Checklist Detail (Print)
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Reports for checklist activities
Admin (Explore Careers)
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Reports for checklist activities
Admin (Explore Careers)



This report shows: Checklist Detail (Excel)
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Reports for checklist activities
Admin (Explore Careers)
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Reports for checklist activities
Admin (Explore Careers)
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Reports for checklist activities
Admin (Explore Careers)



Select the profile you wish to report on (or all of them) and then click the export

link.
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Reports for checklist activities
Admin (Explore Careers)
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Reports for checklist activities
Admin (Explore Careers)

This report shows: Checklist Activity Report (select activities for status for 

all users)



More customization: Creating a group
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Help

1

2

3

4

Your  Name

HOW TO CREATE A GROUP 

ADMIN EXPLORE CAREERS 
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OUTREACH REP TERRITORY MAP
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GAFUTURES@GSFC.ORG



Contact Us
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800.505.4732 clientservices@gsfc.org



Be Social
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https://www.facebook.com/GAcollege411
https://www.facebook.com/GAcollege411
https://twitter.com/gacollege411
https://twitter.com/gacollege411
http://pinterest.com/gacollege411/
http://pinterest.com/gacollege411/
http://www.youtube.com/
http://www.youtube.com/


OUR MISSION
To promote and increase access to education 

beyond high school for Georgians.

OUR VISION
To be the premier provider of student financial 

aid and educational services for Georgians.


