01  /  THE STUDENT EXPERIENCE
Insightfull Advisor User Manual
Guide students from readiness results to a useful next step.
Insightfull is a developmental self-assessment that helps students describe their readiness for college, training, careers, and life after high school. Your role is to help them interpret results, explore possibilities, act on selected goals, and get support. The dashboard is your main place to review their information and respond to requests.
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Follow the process as students experience it
1. Assessment. Students complete seven mini-quizzes and select one goal for each Key. Optional Interest Pulse activity choices can personalize exploration examples without changing readiness scores. Support honest responses without choosing for the student.
2. Student Readiness Report. Students review their quiz results, Four Keys, five Durable Skills, four goals and resources, and five alphabetical career examples. Ask what they notice before offering your interpretation.
3. Build My Action Plan. The report’s Complete My Plan link opens a short form. Students may write Steps I’ll take for four selected goals, then choose careers, location, question, support and a check-in date.
4. Action Plan. Students receive a three-page PDF attachment. My readiness goals plan contains four goals and optional steps. My career exploration plan contains choices, resources, timeline and check-in. Help choose one achievable first action.
5. Dashboard and follow-up. Students revisit results, save strategies and exploration activity, choose what to share and submit help requests. Advisors respond and save follow-through. See page 7 for the current saving workflow.
The Four Keys organize thinking, academic knowledge, learning habits, and transition skills. Five Durable Skills summarize problem solving, communication, critical thinking, self-management and adaptability, and lifelong learning.
Keep the student in charge
Ask: “What seems useful here?” and “What would you like to try?” Readiness results are a starting point for development, not an interest test, a qualification decision, or a prediction of success. An advisor helps students make informed choices; the student owns the plan.
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Help students access Insightfull
Assessment access
Give students the assessment link and your program’s access instructions. The public entry point is the Insightfull participant portal. Choose Begin Insightfull. If a password is requested, provide the program-approved password through your usual channel. Follow the identifying-information, permission, and assent prompts; do not bypass them.
Students complete all seven mini-quizzes, choose four goals, review their answers, and submit. A dashboard invitation is separate from assessment access. Do not assume signing in to a dashboard completes or submits the assessment.
Student dashboard sign-in
Students use the hosted page linked in their invitation. Choose Student dashboard sign-in, enter the invited email address, and select Email me a sign-in link. Open the newest email link, choose Continue to sign in, then Open student dashboard. The student starts with Today.
The student flow uses the email sign-in link. Do not direct students through the advisor authenticator setup. If access is unassigned, ask your program contact to check the invitation and student-record connection.
Your advisor dashboard sign-in
1. Open the advisor dashboard sign-in page or your program’s invitation link. Choose Advisor dashboard sign-in and use the email address on your invitation.
2. Select Email me a sign-in link. Open the newest email, then choose Continue to sign in and Open advisor dashboard.
3. First time: choose Set up my authenticator. Use your organization’s approved authenticator app to scan the displayed QR code. On one device, use Cannot scan the QR code? to enter the setup key in the app. Keep the key private.
4. Enter the app’s current six-digit Authenticator code and choose Verify and open dashboard. On later visits, use the email link and your authenticator code; you do not scan the QR code again.
5. Check your account and assigned cohort before opening student information. Sign out when finished, especially on shared devices.
Resolve access problems before advising
For missing email, check spam and the invited address. Request a new link if it expired or was used; use only the newest one. For a rejected authenticator code, wait for the next code and check automatic device time. For lost-device or assignment problems, contact the Insightfull representative who invited you.
Confirm before onboarding: your organization’s current links, assessment password or other credentials, invited email addresses, assigned students, support contact, and expected advising response time. The sign-in steps describe the hosted workflow; this manual does not certify deployment or access for a particular organization.
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Find your way around the dashboard
Start with Overview to orient yourself, then open My Students and choose the correct student. Use the student’s name and ID to confirm the profile. Clear search and scope filters when expected records are missing; a filter changes the view, not your access permissions.
	Function
	How the advisor uses it

	Overview
	Review participation and readiness patterns in your authorized cohort. Use available program or advisor filters to focus the view. Open an individual profile before deciding what help is needed.

	My Students and Readiness Profiles
	Search by student name or ID, review assessment availability, and open results. Examine the seven quizzes, Four Keys, and five Durable Skills together.

	Student profile and goals
	Review the four selected goals, linked resources, and saved Steps I’ll take. Use Refresh student’s readiness plan for the latest shared version; Saved versions shows earlier strategies.

	Action Plans and Career Exploration
	Review the recorded source plan, primary and comparison choices, five alphabetical examples, and career resources. Ask what the student has learned or wants to investigate.

	Check-ins
	Review saved student or advisor-recorded check-in entries and dates. Recorded reflections are separate from scheduled conversations and participant-reported activity.

	Help requests
	Read student-submitted requests and send student-visible replies through the shared request workflow. See pages 4 and 5.

	Advisor Work Queue
	Use Saved reviewer work queue for open saved advisor actions and student-shared next steps. Open a student profile to save or revise an Advisor action. Legacy demo actions are not imported. See page 7.

	Organization Reports
	Review scoped participation, readiness, and recorded activity. Check the cohort, denominator, and missing data before interpreting or exporting a summary.

	Resources and Help and Support
	Find goal and career links and interface guidance. Open resources with the student and agree on how to use one.



Know what is shared
Help requests, replies and saved readiness strategies use shared records. Saved exploration and advisor follow-through also persist online. Student sharing is chosen per version; private focus and staff notes remain private. Unsaved drafts are not shared.
Reviewer Workspace uses the new online saving controls. Earlier browser-only demo records are not uploaded automatically. Keep source plans, readiness strategies and saved exploration distinct. Downloaded PDF edits do not update shared records.
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Check and acknowledge help requests
Make Help requests an explicit part of your routine. Do not rely on a student’s profile flag, the Advisor Work Queue, or an assumed email alert to tell you that a new request arrived.
Find the requests that need attention
1. Sign in and select Help requests in the left navigation. Its number shows open requests in your authorized scope; it is not an unread-message count.
2. Choose Open requests for active work. Use Submitted to find requests awaiting acknowledgment, Acknowledged for accepted requests, Follow-up planned for continuing work, and All requests or Closed for history.
3. Select Refresh requests to check for current records. The list also refreshes while open, but an unsaved response draft can delay the displayed update. Save or deliberately discard the draft before reloading.
4. Read the student’s name, topic, message, optional shared context, saved date, responsible advisor, and Request history. Choose Open student profile when you need the readiness results or source plan. A profile view limits the request panel to that student; return to Help requests for the full queue.
Acknowledge deliberately
Opening a request does not change its status. For a Submitted request, select Acknowledged under Next status. Write a brief student-visible response if helpful, select Preview update, and review the preview. Then select Save acknowledgment or Save status and share reply, as shown. Wait for confirmation that the update was saved.
	Status
	What it means and what you can do next

	Submitted
	The student submitted the request. Acknowledge it explicitly before moving it forward.

	Acknowledged
	You have accepted it for review. Next choose Follow-up planned or Closed, with a student-visible next step or outcome.

	Follow-up planned
	Further action is agreed or needed. Update this status as work continues, or close with a clear outcome.

	Closed
	The request is complete as a request record and is no longer editable. A student can start a linked new request if more help is needed.



New requests normally route to the student’s current assigned advisor, with designated program support as a fallback. If a request or student is missing, check filters and assignment with your program contact. Do not use another person’s account to reach the record.
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Respond clearly and follow through
Write in the field the student can see
Use Reply or next step visible to the student for your answer, question, or agreed action. Use Staff note visible only to authorized advisors for relevant internal context. A staff note does not send an answer to the student. Keep sensitive case details in your organization’s approved system.
A useful reply answers the question you can answer, identifies one next action, and says who will do it and when. Check what the student wants to explore before choosing for them. Each reply and staff note allows up to 1,000 characters.
Example of a useful response
Student: “I compared nursing and radiologic technology, but I don’t know which science classes I should take.”
Student-visible reply: “Bring the course requirements for one program in each field to our meeting on Tuesday. We’ll compare them with your course options and list questions for the school counselor. If you cannot find them, contact me through our usual school channel and I’ll help.”
Private staff note: “Check course-registration deadline before Tuesday’s meeting.” This note supports your follow-up; it does not substitute for the reply above.
Preview and save the response
1. Choose the allowed Next status. A Submitted request first moves to Acknowledged; use a later update to plan follow-up or close it.
2. Enter the student-visible message. Follow-up planned and Closed require a next step or outcome in that field. Add a staff note only if needed.
3. Select Preview update. Check the student-visible status and message, and confirm that private notes are kept separate. Nothing has been saved at this stage.
4. Select Save status and share reply, or Save acknowledgment when there is no reply text. Wait for the saved confirmation. Review Request history to confirm the recorded update. The student finds your response under Today → My help requests. Ask them to refresh and open the request. No email is sent by this workflow.
Close the request with an outcome
Example: “We compared the two program requirements today and identified the courses to discuss with your counselor. Your next step is to bring that list to course registration on Thursday.” Close when the request has been addressed, rather than merely opened. Closure does not prove that a readiness goal or career activity is complete.
If an update does not save
Keep a copy of your draft. If another update changed the record, reload and read the latest history before revising and saving again. If your session ended, sign in again. Do not tell the student the reply was shared until the dashboard confirms the save. Use your usual contact channel if a response cannot wait.
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Support students where they get stuck
	Student difficulty
	Advisor response

	Cannot begin or sign in
	Check the link, program password, invited email, newest sign-in link, and assignment. Students use the student flow; advisors also use an authenticator.

	No report or Action Plan
	Check email and spam. Confirm submission of the assessment and then Build My Action Plan through the personalized report link. Escalate missing delivery to program support.

	A low result feels discouraging
	Explain the developmental snapshot. Ask for an example of a strength and agree on one practice activity. Avoid permanent ability labels.

	The career list feels wrong
	Explain the alphabetical exploration examples. Invite the student to compare tasks and preparation or explore a career outside the five.

	Too many goals or vague steps
	Return to the four selected goals. Turn one into a specific activity and date. Steps I’ll take elaborates existing goals; it does not add goals or record completion.

	A shared strategy seems missing
	Ask whether the student chose Save and share with my advisor and saw confirmation. Refresh the readiness plan and check saved versions. Unsaved drafts are not shared.

	A request or reply is missing
	Check Help requests, filters, history, and save confirmation. A profile shows only that student’s requests. Ask program support about assignment or routing problems.

	PDF and dashboard differ
	Compare the source plan and saved versions. Form-submitted steps and the shared readiness editor are separate. Downloaded PDF edits do not synchronize automatically. Confirm which record the student changed.



Use a simple advising routine
At each visit, refresh Help requests and acknowledge new requests. Review follow-ups and check-ins. In a student conversation, open the profile, discuss what the student noticed, choose one action, and agree who follows up and when.
Distinguish intentions, student reports, and reviewed evidence. Missing data does not mean zero readiness or no effort. Cohort summaries do not establish that Insightfull caused change.
Agree on checking frequency, response time, backup coverage, and escalation. Ask an Advisor is for education and career planning. Use your organization’s immediate support process for urgent safety or sensitive counseling concerns.
Useful links: O*NET OnLine for occupational tasks and preparation; UNC Learning Center for learning strategies; Federal Student Aid for college-cost information. Start with the student’s own linked goal resources.
Reference: Insightfull Technical Manual, October 30, 2026; companion Student User Guide; current saved dashboard workflow documented October 30, 2026. Organization-specific links, access, and operating procedures require program confirmation.
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Save exploration and advisor follow through
Use Saved exploration and advisor follow-through in the assigned student’s profile. This online workflow replaces the older browser-only demo entry points. It preserves original assessment results, career examples and source Action Plans.
Save an action or check-in. Choose Advisor action or Advisor-recorded check-in, enter its title, description, date, decision and status, then choose Save entry. Check Share this saved version with the student when appropriate. Wait for Saved online confirmation. A planned action is not completed work.
Keep staff notes private. Choose Private staff note for internal context. Sharing is disabled for that kind of entry. Do not put a private note in a shared action’s description. Students’ private focus entries are excluded from the advisor view. Student-shared entries appear after Refresh saved activity.
Retain versions. Revise this entry and Save revised version preserve earlier wording. Save confirmation identifies whether the new version is private or shared. A later private revision does not erase a previously shared version. Keep a failed-save draft and retry rather than claiming the student received it.
Review saved follow-through. Saved reviewer work queue shows open advisor actions and student-shared next steps. Check-ins and Organization Reports summarize saved records in your scope. Reported activity is a participant description, not independently verified completion or evidence of a readiness gain.
Refresh and distinguish sources. Use Refresh report and plan for newly imported results. The four readiness strategies use their separate shared editor. The planning form’s submitted steps and later PDF edits do not automatically populate that editor. Older source assessments and plans remain in history.
One authenticator is sufficient for advisor access. Each advisor connects their own app once; a second app is optional. Student access does not require it. No help-request or check-in notification email is sent automatically. Check the dashboard routinely and agree on a support response time.
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