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1. How to log into CMS?

Step 1: Go to www.careersfasttrack.com.au

Step 2: Click on Login to enter “Career Management System”. 
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Cont’d
Step 3: 
 Enter your username and password 

 check the Box “Agree to Terms of Use”. 

 Click Login.
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2. Consultant’s Home Page

Your name appears here

Latest Promotions



3. How to Create a Group?
Step 1: Click on Clients in the top toolbar as shown in the picture 1.
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Step 2: To create a Group, click on “Add New Group” as 
shown in picture 2.

Step 3:Enter New Group Information and click Add. Please 
note, Group Name and Client Type are mandatory 
fields. Please see picture 3.
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Cont’d

 Lyla has created her first Group, “Dynamics”.

 Now she can add members to her new group.
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4. How to add client(s) to a group?

There are Three ways to add clients to a Group.

1. Add Single Client

2. Add Multiple Clients and

3. Group Registration Link (in the Group Tools Link)

Your Newly Created 
Group Name 
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1. Add a Single Client

Step 1: Click on “Add Single client”. 

Step 2: Add single Client Details as shown in the 

following picture.

Step 3: Click Add.

 Bill Pope has become the first  client of Lyla’s group called Dynamics.
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2. Add Multiple Clients

Step 1: Click on “Add Multiple Clients”.

Step 2: Add Client Details as shown in picture 2.

Step 3: Click on “Client Groups” in the top toolbar menu to 
display your active Groups. To view your new clients, 
click on the target Group (Dynamics). 
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3.   Group Link Registration

Step 1: Click on Group Tools.

Step 2: Click on Group Registration Link.

Step 3: Check Assessments that you wish your clients to 
complete. See picture 3 as an example.

Step 4: Click - Create Link.
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Step 5: Send the Group Registration Link to your clients. It can be done through one of the 
following steps: 

1. via Group Email, or

2. Post link on your website, or

3. Cut and Paste the link onto your e-learning platform.
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Step 6:  The Group Registration Link will open the Registration Form for clients to 
complete. It is important that clients complete each of the required sections in the 
form. 

Please see sample Registration Form on next page as picture 5.

1. Please avoid manually writing the Group Registration Link (GRL) for your clients. 
Chances of making a mistake in copying the link with large number of characters 
is very high. 

Quick Tip
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Step 7:   After successful registration, clients will immediately be able to complete the 
selected Assessments. When registered, the client will have access to the Assessments 
in a new screen (see picture 6).
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1. Clients must read instructions at the top of each Assessment. As a counsellor you 
should clarify these instructions to clients as appropriate.

Quick Tip

General Instructions
• After successful registration, Clients are sent an automatic message confirming 

their registration. This email also contains a link to the  Career Assessments page 
for future reference. 

• As each Career Assessment is completed - a Tick will appear next to the 
completed Assessments.
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5.How to send Assessment invitation to clients?

Step 1: Access your Group.

Step 2: Select the client/clients you wish to 
send Assessment invitation to. Please see 
picture 1.

Step 3: Go to client Tools and click on Send 
Assessment Invitation.

Step 4: Select the Assessments by checking the 
relevant boxes. Please see picture 3 on the 
following page.

Step 5: Review and amend the message if 
needed.

Step 6: Click Send Email.

2

1

http://www.careersfasttrack.com.au/�
http://www.careerlifecollege.com.au/�


3

Step 4



1. Assessment invitations are sent from noreply@careersfasttrack.com.au by 
default. Please ensure your clients are aware of this email address.

2. Clients can access incomplete Assessments by following the Assessment Link in 
the original email sent to them. It is advised that clients do not delete this email.

Quick Tip
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6. How to access Client Reports?

Step 1: Go to Clients Group. In the example, we have used 
Lyla’s group, “Dynamics”.

Step 2: Select the client by checking the box on left side of 
their name. See picture 3 on the next page.

Step 3: Click on client Reports as shown in picture 1.

1. To view/print client reports, you would need to purchase and apply credit to each 
client. A credit can be applied individually to a client or to multiple clients in a 
group. Go to How to Apply Credits to learn more about how to apply credits.

2. Please go to How to Purchase Credits for detailed instructions on how to 
purchase credits.

Quick Tip
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Step 4: Click on the report title that you wish to display. The 
download process may take few minutes.

Step 5: Once displayed, reports can be printed from File menu in 
the tool bar. These reports can also be converted into PDF using 
PDF writer.
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General Instructions

• To print clients reports (or PDF them), select (tick) 20 clients at a time. This is due 
to limited on-board printer memory which may result in an incomplete print job.

http://www.careersfasttrack.com.au/�
http://www.careerlifecollege.com.au/�


7. How to Purchase Credits?
Step 1: Select your consulting business name.

Step 2: Go to Purchase Credits under Payments in the second toolbar.

Step 3: Fill in the Order Form for the amount of credits and select the method of 
payment. 

Step 4: Select Submit.
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8. How to Apply a Credit?
Step 1: Go to the target Group.

Step 2: Select the client to whom you wish to apply credit by checking the box next to 
his/her name.

Step 3: Under Client Tools, click Apply Credit Payments.

Step 4: Click OK on prompt. Once the credit is applied, a letter “Y” will appear  next to 
the selected student. Please see picture 3.

Note – YOU CANNOT apply a credit to the same client more than once.
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9. Updating Information in CMS
9.1 Updating Client Information
9.2 Updating Group Information
9.3 Changing a Client from One Group to 

Another
9.4 Updating Consultant Information
9.5 Change Password



9.1 Updating Client Information 

Step 1: Open the Client group.

Step 2: Click on the corresponding ‘paper & pencil’ icon in the far right column. Please 
see in picture 1. 

Step 3: To change any record under “Client Information” click on Edit.

Step 4: After Editing, Click Update to record changes.
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9.2 Updating Group Information

 To Edit Group Information:

Step 1: Go to Client Groups page.

Step 2: Click on the corresponding ‘paper & pencil’ icon in the far right column of the 
target group. Please see in picture 1. 

Step 3: Change any record under “Group Details”.

Step 4: After Editing, Click Update to record changes.
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Cont’d
 To Delete Group:

Step 1: Click on the red cross sign on the right hand side of the group. 
You will be prompted to confirm if you really want to delete the group. 

Please note: Groups once deleted can not be restored.
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9.3 Changing a Client from one Group to Another
Step 1: Open the client’s current Group. 

Step 2: Select the target client by checking the box and click on Group Tools as shown 
in picture 1.

Step 3: Click on Change Group. You will be prompted to select the new Client Group 
which can be selected from a drop down menu.

Step 4: After selection, click Submit.

1 2 3
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9.4 Update Consultant’s Profile

• Step 1: Click on Update Profile under Profile in the top toolbar menu.

• Step 2: Click Edit at the bottom of the page.

• Step 3: Update your information and click Update.

• Note:    You can update your personal and business info with your business logo so 
all reports are branded with your Name and Consultancy. 
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9.5 Change Password

• Step 1: Click on Change Password under Profile in the top toolbar menu. 

• Step 2: Enter your old and new passwords and click Change Password.
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10. Client Information Management

10.1 Client Information
10.2 Assessments & Reports
10.3 Communication Log
10.4 Client Meetings
10.5 Client Resume



10.1 Client Information

• In this section, you can maintain detailed information about your client including: 
personal details, contact details, career pathways and program outcomes

• Click on Edit at the bottom of the section to update information.
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10.2 Assessments and Reports
• This section allows you to manage the assessments that you have conducted with 

your client.

• All sent and completed assessments will appear in this section.

• To send any new assessment, click on Send Assessment Invitation and follow the 
instructions.
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10.3 Communication Log

• The communication log allows you to record all of your 
communications with your client. 

• It is highly recommended that consultants maintain records of their 
communication with their clients.

• Most activities are auto-recorded here (eg. Sending assessments)

• Keep accurate records of telephone dialogue or tasks the client 
needs to perform.

• These records are important to keep track of client progress.
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10.4 Client Meetings

• Use this section to manage your meetings with your clients.

• You can book clients for counselling and email them details

• You can use the template to send them feedback & actions 
following counselling

• You can evaluate their progress following counselling
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10.5 Client Resume

• Client Resume is a powerful tool to build a resume for your client. 

• You can automatically send resume to your client via email

• This becomes a living document you refine with the client 

• The resume is easily transferred to a document 
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