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Getting Started Tutorial
Thank you for selecting the American Careers Online program. You and your students will enjoy 
interesting, true-to-life projects that integrate knowledge and skills from several disciplines. 
This tutorial will help you get started. Simply click on the topic you would like to review.
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I. How to Order and Manage Accounts
We are pleased that you have chosen American Careers Online. This tutorial addresses site 
requirements, how to order and, for both administrators and teachers, how to set up and 
manage accounts.

Site Requirements 
This site requires the latest versions of
Adobe Reader and Adobe Flash Player.
If you need to upgrade, simply 
download the free plug-ins below:

Ordering Information
Subscription Options
When you clicked on Ready to Order?
or Ordering Information, you went
directly to the Subscription Options
screen. Here’s what to do next: 
• Click on your choice of American 

Careers Online subscription options. 
• Or click on any of our other programs

listed in the column at left.
• After each choice, click on Add to 

Cart. This will take you to a Cart 
Contents screen.
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Cart Contents
On the Cart Contents screen, you have
several options. You can: 
• Review your order. 
•Change the quantity of your order by

using the up and down arrows.
•Remove any orders.

To continue shopping, click on the
Continue Shopping button, which 
will take you back to the Subscription
Options screen. 

Ready to proceed? Click on Begin
Checkout. This will take you to the
Your Account Information/Shipping
Order To screen.

Your Account Information/
Shipping Order To
•Are you a new customer? Complete 

the information under Begin Your
Purchase on the right hand side of
the screen. Be sure to remember 
the e-mail address you used and
the password you created. 

•Are you a current customer? Log in 
on the left side of the screen. 

•Click “Continue,” and you will go 
directly to a new screen with the 
following sections: Cart Contents,
Your Account Information and
Payment Information.
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Cart Contents/Your Account 
Information/Payment 
Information
On this screen, you can:
•Edit your order and your account 

information.
•Select a credit card, and complete

credit card information.
•Place your order by clicking on the

Place Order button. The next screen
you see will be Your Receipt.

Your Receipt
Under Online Curriculum Setup In-
structions, click on Log In Here. You
will be returned to the home page to
begin your curriculum setup. A receipt
also will be sent to the e-mail address
you provided.
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Setting Up and Managing
Accounts
Whether you are an administrator or an
educator, you will set up your accounts
in similar ways:
•On the home page, enter your 

username and password. This will 
take you directly to the Educator’s
Home Page.

•On the Educator’s Home Page,
click on Manage Licenses in the 
left-hand column. The Current 
Educator Accounts screen 
will appear.

Are you an administrator? Click on
Add/Create Educator Account at 
the top right-hand corner of the screen,
and complete the information. If you
wish, you also may create student 
accounts.
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Are you an educator? Click on 
Manage My Students in the light green
box. A new screen, Current Student
Accounts, will appear. Complete the 
information, or have your students 
complete their own information if you
wish. Instructions are provided.

Both administrators and educators can
access the Management Options
screen in the column at left. These 
options include revoking an account
and others for each person on the 
account. Each person’s screen also 
includes information on account usage.
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II. How to Use the Program
Real-world topics, the chance to use today’s technology and integrated, standards-based lessons will
help motivate your students to learn. This tutorial addresses how to access and use your educator files.

Educator’s Home Page
To access the Educator’s Home screen,
go to the American Careers Online
home page and: 
•Type your username and password 

in the Log In area in the top right-
hand corner. 

•Click on Go.

The Educator’s Home screen will 
appear. On this screen, you will find: 
•An overview of two real-world 

situations. 
•A list of integrated subjects addressed

in two related student projects.
•A list of links on the left that lead 

to situations, projects, account 
management screens and your 
“Log Out” link.
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Situation Pages
After clicking on the word Situation
and its name, you will see a screen that
contains the following three boxes: 
•A Case for ... provides background 

information about a current, real-life
situation.

•Did U Know? provides related facts.
•Resource Links provides data about

related occupations.

Links to two related student projects 
appear at the bottom of the situation
page. Click on View Project 1 or View
Project 2 to review the student projects.

Your students also will be able to 
access the situation, “Did U Know?” 
and “Resource Links” boxes and the 
student projects.
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Student Pages
Once you or your students have created
student usernames and passwords, 
review the student pages with your
class. Topics you may want to cover 
include:
•The links to Situations and Projects.
•The Did U Know? and Resource

Links boxes on the situation pages.
•The Toolbox on the student projects

pages and the Downloads, Tools and
Links sections.
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Archives
Archives store previous months’ 
lessons that you can access throughout
the length of your subscription.

To access the archives, click on the
Archives button in the column at 
the left.

You can sort the archives by dates, 
subjects or situations.
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