Career Portfolio Resume Upload Directions

How to Complete and Upload Your Resume in Smart Futures:

1. Create Your Resume
· Log in to Smart Futures.
· Click the three lines (☰) in the top-left corner.
· Under My Future, click Resume.
· Complete your resume using the Smart Futures template. Be sure to fill in all of the required sections.
2. Download and Save Your Resume
· When you're finished, click the Download button at the top of the Resume page.
· Download your resume as a PDF.
· Save the PDF to your Google Drive.
· Open the PDF with Google Docs.
· Click Share, change the sharing settings if needed so your teacher can view it, and copy the shareable link.
3. Upload Your Resume to Your Career Portfolio
· Click the three lines (☰) in the top-left corner of Smart Futures.
· Select Portfolio.
· Click Career Acquisition Documents.
· Select Add Item and choose Resume.
· Complete all of the boxes marked with an asterisk (*).
· Paste the Google Docs shareable link into the appropriate box.
· Click Save.

Before you submit, make sure:

· ✅ Your resume is complete and up to date.
· ✅ Your resume has been uploaded to your Career Portfolio.
· ✅ Your Google Docs sharing settings allow your teacher to view the document.
