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1. Welcome to Seamless WBL!
Seamless WBL is an online tool intended to serve as your virtual assistant in order to make work-based 
learning as easy and fast as possible. Our goal with Seamless is to help you:

◊ Find and manage partners
◊ Set up and manage work-based learning experiences
◊ Run your advisory boards
◊ Generate reports on work-based learning activities

This guide will help you navigate Seamless WBL and set up your own work-based learning and advisory 
board initiatives. If you have questions that aren’t answered here, please check the Knowledge Base area 
on the site, which contains a copy of this user guide as well as other guides, training videos, and FAQs. If 
the answer isn’t there, you’ll find a customer support link at the top of that page. 

2. General tips

The basics
A few tips on using Seamless WBL:

◊ When you’re entering information into Seamless, you’ll see that some fields are outlined in orange, 
while others are in gray. The orange fields are required; the gray fields are optional.

◊ Most columns in the list views are sortable; just click the small up and down arrows next to the 
column names. 

◊ If you’re in an area that allows you to export data (like the Reports area), exports will be in CSV 
(comma-separated values, also known as comma-delimited) format, easily opened in Excel.

◊ You can import data into your My Partners area. See the Appendix to learn how to import data into 
this section.

The difference between administrator and educator modes
Depending on your role with your institution, you may be working as an educator, an administrator, or 
both. Different roles can do different things in Seamless WBL. 

Administrator mode

Working in administrator mode, you can do the following:

◊ Add and manage users.
◊ Add and manage employers in the Employer Directory.
◊ Add and manage resources for the school(s) you oversee.
◊ Depending on the level of access you have been granted, you can review information on Educators’ 

partners, their work-based learning activities, and their advisory boards.
◊ Add and manage Tags in multiple areas.
◊ Add certifications you want to track.
◊ Customize the many Templates used in automated emails.
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◊ Create Student Learning Agreement templates that can be shared school- or district-wide.
◊ Add documents to the General Resources area that can be shared school- or district-wide.
◊ Run reports on work-based learning activities and other items across your school or district.
◊ Send email blasts to multiple audiences across your site.
◊ Turn off selected features like the SLA Tool and the Job Board.

Educator mode

Working in educator mode, you can do the following:

◊ Search for new partners in the Employer Search area
◊ Add and manage your own partners
◊ Create work-based learning activities
◊ Set up and run your advisory boards
◊ Update student records
◊ Update and manage Student Tags
◊ Update student records, including adding certifications and documents 
◊ Run reports on your own partners, work-based learning activities, and advisory boards.

Logging in
To log into your account, visit www.SeamlessWBL.com and click the 
Sign In link at the top right. On the sign-in page, select Educator, then 
enter your email address as your user name and then the password 
you received during system setup.  

Once you’re in the system, you can change your password by going 
to your User Profile, which you can find by looking for your name 
in the top right of the screen. If you forget your password, you can 
either reset it at the login screen by clicking Forgot Password (you’ll 
get an email allowing you to reset it) or by asking someone with 
administrative access to reset it for you.

3. Educator Dashboard

Introduction to Seamless WBL
As you can see in the image of the educator’s home page on the 
following page, Seamless offers:

◊ (A) key partnership metrics at a glance; 
◊ (B) an expandable calendar of upcoming activities; 
◊ (C) links to your most recently added partners; and 
◊ (D) a vertical menu to take you to the key areas of the site.
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Calendar
Seamless WBL features a calendar that displays your upcoming work-based learning and advisory board 
activities, color-coded by type of activity (the legend is at the bottom of the screen). If you have reminders 
set for any of your partners, you’ll also see those reminders in dark green. You can click on any of the 
calendar items and go to the item in question.

The calendar is set to view the entire month as a default setting; you can change the view between Month, 
Week, and Day by using the buttons at the top of the calendar area.

You can share or print this calendar. To share it with people who do not have log-in privileges to Seamless, 
click the Copy to Share button; a pop-up window will provide a link you can send to others or use to 
display the calendar on your website. People who view your public calendar will not be able to click into 
calendar items; they can only see the visible text. To print, just click the Print button.

The calendar you see on the Educator Dashboard is a reduced-size version of the full calendar. To expand 
this calendar, use the square button to the right of the Print button; you can use the same button to return 
to the Dashboard.

Menu
The left-side menu in the educator portal has recently been simplified, with related items grouped 
together. Employer Directory and My Partners were once separate menu items; they are now grouped 
together under Partners. If you can’t find an area, hover over the menu items to reveal their sub-menus.

4. Employer Search
The Employer Search area contains a directory of employers who have expressed an interest in working 
with your school. Listings in this area were entered by your school or district administrators or by the 
companies themselves at your administrators’ invitation. This area is searchable by every educator who 

Educator  Dashboard

A

B

C

D
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has an account with your school. You can think of this area as a phone book: You’re finding employer 
information here, but if you want to actually work with a partner they’ll need to be in your own My 
Partners area (more on this below).

Upon entering this area, you will see the entire list of companies listed in this section. This list is sortable 
using the up and down arrows next to the title of each column. To narrow down your search, use the 
“Search Employer By” area to the right, searching by Organization Name, Industry Sector, Status, or Activity 
Type. 

Clicking into a record will show you Employer Details, contact information for one or more representatives 
of the organization, and a list of the ways in which the company would like to work with you and your 
students. There is also a Notes field, which may contain additional information on the employer, as well as 
an Internal Notes field, which may contain notes from your administrators (the employer cannot see the 
Internal Notes). 

When you click into the record, you’ll be in the Employer Details area, but there are one or two additional 
tabs at the top: Contact History and Employer Documents. Your administrators may or may not give 
educators access to the Contact History area; if they do, you’ll see a history of all contacts they have made 
with this employer, which will help you understand what has been discussed to date. The Employer 
Documents section lists any additional documents your administrators want to share with you.

If you make contact with one of the organizations listed here and want to begin working with them, you 
can click the Copy to My Partner Area link at the bottom of the main page of their listing (the Employer 
Details tab). If there is more than one contact listed, you can decide which one(s) to bring over. Once 
they’re in your My Partners area you can add them to your advisory board(s) or invite them to work-based 
learning activities.

5. My Partners
In this area, you can enter and manage your own personal list of employer partners. Note that your 
partners must be entered into this area before you can invite them to work-based learning activities or add 
them to your advisory boards.

You will see your entire list of partners when entering this area; you can reduce the size of the list by 
searching for certain criteria (see the search boxes on the right), and you can sort using the up and down 
arrows next to the title of each column. 

Reviewing current partners
Click into one of the existing records, and you’ll see information on your partner. You’ll see three tabs at the 
top: Partner Details, List of Partnership Activities and Contact History (detailed in the next section). If you’d 
like to see the work-based learning activities connected to this organization, click the second tab; you can 
click into the activities from here if you wish.

The names of individual employees are also clickable; click into one of these names, and you can see their 
contact information as well as information on their roles with your advisory board(s), if any. You can click 
the List of Activities tab at the top to see the work-based learning activities they have been assigned. You 
can also invite them to the Employer Portal using the Invite button at the bottom of the page.
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Contact History
Seamless WBL has added Customer Relationship Management (CRM) elements to help you keep track of 
the contacts you’ve had with your partners along with reminders of things you need to do. You can now 
do that in the Contact History tab in your records in the My Partners area.

To log a new activity or reminder, simply fill out the fields at the top of the screen and save. Note that you 
can attach documents and specify which person at the organization was involved. Activities that took 
place in the past can be logged as appointments, emails, follow-ups and more, and those will all feed 
into a Contact History report; Reminders will feed into a Reminder report, and will also show up on the 
calendar on your dashboard. You can also run reports on past and future entries (See the Reports section 
below).

Sharing a partner
If you want to share one of your partners with one or more fellow educators, or ask that they be posted 
to the public Employer Search area, just click into the record and scroll to the bottom of the first page. 
To share the record with other educators, click the Share with Educators link; you’ll get a popup window, 
which will allow you to select one or more educators, and those educators will get an email informing 

My Partners listing - input view
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them of the new listing. To post the company’s information to the Employer Search area, click the Post to 
Schoolwide Employer Search Area link; their information, along with contact information for the primary 
contact, will be sent to the school administrator, who will contact them to find out what types of work-
based learning they would like to offer.

IMPORTANT NOTE: Sharing a record with other educators does not simply copy the information and paste 
it into their account; you will actually be sharing the record, so you’ll see each other’s notes and work-
based learning activities. In contrast, sharing the company for placement in the Employer Search area will 
simply copy the information to that section; there is no link to your record in that case.

Giving login access to your partners
Your partners do not need to log into Seamless WBL in order for the system to work; however, it does allow 
them to see information on the work-based learning activities and advisory boards to which you have 
invited them, and allows them to upload comments and documents for you and to sign off on student 
hours. So while it is not required, it is recommended for any active partner.

To invite them to the system, click on their individual name and scroll down to the bottom of the page, 
where you’ll find an Invite button. Clicking that button will send them an email inviting them to log in to 
the Employer Portal; from there they can access any activities or boards to which you have invited them.

Adding a new partner
To add a new partner, click the Add Partner button at the top right. You’ll create a new, blank record, 
and can fill out information on the organization. Fields with an orange border are required, while those 
with gray borders are not. At the bottom of the page you’ll find an area to add the employees of the 
organization. You can list multiple employees for each organization. Just click the Add button at the right 
to create an employee listing. If you create too many, just click the trash can icon to delete the extra rows. 
Save the record once you’ve entered your information. 

To do a bulk import, click the Import button, and then click Download Sample to access an Excel file 
with instructions, field definitions, and a template. See the Appendix, How to Import Data, for detailed 
instructions; you can also find a video tutorial in the Knowledge Base.

6. Partner Activities
When you enter this area, you’ll see a list of your scheduled work-based learning activities (assuming 
you’ve entered any!). As with other areas, this list is searchable by various criteria, and can be sorted using 
the up and down arrows next to each column head. 

Creating a new activity (Part 1)
If you click the Add Activity button, you’ll enter an empty activity record that you can use to schedule a 
new activity. The default list of work-based learning activity models is as follows, though yours may appear 
differently if your administrators have modified this list:
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◊ Apprenticeship
◊ Capstone Project
◊ Career Fair
◊ Career Mentoring
◊ Community Service
◊ Co-operative Education
◊ Externship
◊ Employment
◊ Guest Speaker
◊ Internship

Start by entering basic information on your work-based learning activity, including giving it a name, 
selecting the type of activity, identifying the partner organization (a drop-down menu appears with your 
list of partners from the My Partners area), and setting the status of the activity. Move to the next section 
and fill in the details: Start time/date, end time/date, and location. Note that you can make activities 
virtual; click the Virtual Activity button, and the location fields below will become optional.

Move to the next section where you can enter information on the activity, including Activity Description, 
Activity Objectives, and possibly Transportation Details (which appears for activities typically involving off-
site travel such as internships.) This information is important, because it will be included in the invitation 
you send to your partner. 

Next is a field where you can share this activity with other educators in your building; just click into the 
field and you’ll see a list of all educators with Seamless WBL accounts. You can add as many educators as 
you want. Note that these educators will have full access to the activity; they’ll be able to enter the activity 
and make changes just like you.

You’ll then see the Student Details area. You can manage this area in one of two ways:

◊ If you have student records loaded into the system you can attach them to the activity by name. 
Click on one or more Student Tags to load in every student identified through those tags and/or list 
students one at a time in the Students field. (You can still add students individually after selecting 
one or more Tags.) In either case, you add tags or students by clicking on that field, and delete tags 
or students by clicking on the X next to the tag or student.

◊ If you do not have student records in the system, you can still get a count of the number of 
participating students by entering that number in the Number of Students field. As long as you don’t 
add student records after that (which will override your number) you’ll have a count of participants.

Finally you’ll see additional options including the following:

◊ Time Sheets – This determines how students can enter their hours through the Student Portal. If you 
select Standard, students will have a single field in which to enter hours, which is appropriate for 
simple activities like guest speakers or site visits. Expanded allows students to enter their hours like 
a daily time sheet, with the student entering dates, start times, and end times for each day, and the 
system calculating daily hours. Or you can select Multi-date, where students will enter the start date 
and end date along with total hours, much like a bi-monthly paycheck they may receive.

◊ Apprenticeship
◊ Capstone Project
◊ Career Fair
◊ Career Mentoring
◊ Community Service
◊ Co-operative Education
◊ Externship
◊ Employment
◊ Guest Speaker
◊ Internship

◊ Job Shadow
◊ Mentoring
◊ Other
◊ Panel/Mock Interviews
◊ Project Mentoring
◊ Project-Based Learning
◊ Service Learning
◊ Site Visit/Company Tour
◊ Teacher Externship
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Partner Activity - input view
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◊ Employer Verification – This determines whether or not the employer can see, and sign off on, 
students’ submitted hours through the Employer Portal. Employers will receive an email up to once a 
week whenever students have submitted new time sheets; educators will be cc’d on those emails as 
well.

◊ Hourly Rate – If this is a paid WBL activity you can enter the hourly wage here; this number will be 
included in calculations for reports.

◊ Required Student Work Hours – If you have activities that require students complete a certain 
number of hours, you can now define that amount and track their progress; just enter the total 
required number of hours in this field.

◊ SLA Template – If you’re using a Student Learning Agreement Template from the SLA Template 
section, select it here. Note that you will be able to change the template until such time as someone 
signs it. (See more on SLA Templates in Section 8.)

Invite Partner panel (Part 2)
Once you save this information using the Save button at the bottom, a new area appears on the top right, 
allowing you to identify the people within the company you would like to invite. Just start typing their 
names and they’ll come up as an option. You can select multiple partners for this activity.

Next, decide whether you want to include a calendar notice in the invitation, send a follow-up survey, or 
send them documents. A bit more on each of these options:

Calendar Invitations

There are two options for Calendar Invitations: You can include one in the invitation that goes out to your 
partner (i.e., Send Invitation to Partner), and you can send one to yourself (i.e., Send Me a Calendar Notice). 
The former will include a link to the activity invitation that allows your partner to post the event to their 
calendar (Google or Outlook); the latter generates an email to your email address with such a link.

Follow-up Survey

Your partner will receive an email with questions about their partnership experience; they will be able 
to respond to you by email. The text is a pre-set template but that template can be edited by your 
administrators.

Documents and Links

You can send documents and links to your partner along with their activity invitation; further, any 
documents you add will be available for your partners and/or your students, depending on which ones 
you want each audience to see.

To add documents, click Upload Documents to either upload or attach documents in the General 
Resources area. Once you’ve found the document(s) you want, click Select to attach them to the record. 
The documents you add to this record will remain solely within this record; they won’t be added to the 
General Resources area. 

Once you’ve uploaded one or more documents, you’ll see them listed along with checkboxes for “Partner” 
and “Students.” Selecting one or both of these boxes allows you to determine who sees these documents.
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Reminder Email

You can select this option to ensure that 
any confirmed partners will receive a 
reminder email two days prior to the 
beginning date of the activity. You as the 
educator will receive a copy as well.

Saving, sending, and  
reminders
There are four buttons at the bottom of 
the Invite Partner window: Save & Send, 
Reminder, Student Invite, and Save Only.

If you want to send the information 
you’ve entered as a meeting invitation, 
just click Save & Send, and all the 
information will go to the partner you 
want to invite. Your partner will receive 
an email with information on the event 
as well as links to a calendar invitation 
and any documents you attached. 
They will have the option to Confirm 
or Decline the invitation; that response 
will show up next to their names in the 
record, and you’ll get an email to that 
effect.

If you made changes to the record, but 
don’t want the information sent out, click 
Save Only. If you want to send a notice to 
students, click Student Invite. And if you 
want to resend the invitation to someone 
who didn’t respond the first time, click 
Reminder.

Now that the activity has been created, 
note that you can make a copy of it using the Copy Activity link at the bottom of the page.

Additional tabs in the Partner Activity records
You’ll notice several tabs at the top of your partner activity records. They contain the following 
information:

◊ Partner/Student Documents – Any partners you have invited to this activity, and any students 
you’ve listed, can log in through their respective portals to see information on this activity, 
download documents, and upload both comments and documents for your review. If either or both 
have uploaded comments or documents, you’ll find them under this tab.

Email inviting a partner to an activity
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◊ Student Hours – If you’ve asked students to post the hours they’ve spent on this activity (which 
they can do through the student portal), those hours will appear here. If you have asked a partner to 
verify student hours, they will also see these hours as a tab in the activity within the Employer Portal. 
They will also receive an email each week that a student posts new hours asking them to visit the 
site and review.

◊ Agreements – If you’ve attached a Student Learning Agreement to this activity, you can use this tab 
to see which students and employers have signed it. You can also send it out for physical signatures 
by clicking Email: the student will be emailed a copy with instructions on routing to parents/
guardians and their employer and then returning to you.

◊ Checklist – If students are required to take certain actions as part of an activity, such as submitting a 
resume or getting a parent waiver, you can list those requirements here; students will see a Checklist 
tab in this activity within the student portal and can check off those items as they are completed.

◊ Approved Checklist – This tab displays student names and the Checklist items they have completed.

How to upload timesheets
In most cases, students will be manually posting their hours through the student portal. However, there 
may be times that you’d like to post timesheets on behalf of your students, such as if they all participated 
in a guest speaking activity, and it was easier to post them all at once rather than have 30 students logging 
in. In cases like that, you can do a bulk import of hours and timesheets by following these steps:

◊ Go to the Partner Activities area; while in list view (before clicking on an activity), click the Export 
Template for Hours button. This will give you a CSV file (easily opened in Excel) of all your activities, 
all the students assigned to each activity, and all currently posted timesheets. You’ll modify this 
spreadsheet in order to upload your new timesheets, so don’t change any of the headers or delete 
any columns.

◊ Find the activity or activities for which you want to add timesheets. If there are no timesheets listed 
next to each student’s name, you can use that row to create a timesheet for that student; if there is 
already a listing, or you need to add multiple timesheets, make copies of those rows.

◊ Add your timesheet(s) using the same format as others on the page. When you’re ready to upload, 
you can either delete the old activities and timesheets or not: The system will not load duplicates. 

◊ To upload, save your document as a new CSV (Comma-Separated Values, or Comma Delimited) 
document and click Import Hours.

7. Job Board
The Job Board allows educators, administrators, and employers to post specific opportunities, such as 
internships or employment, for students to search through the student portal. A screen shot on the 
following page shows the Job Board setup page.

Remember that Seamless WBL is FERPA-compliant: Employers can post opportunities to the Job Board, but 
they will not go “live” unless an educator or administrator has reviewed and approved them. Employers 
also cannot see student information unless specifically arranged by an educator or administrator.
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Creating a Job Board posting
There are a few sections to be completed in order to create a Job Board posting. First, you’ll need to 
identify the hosting partner from the drop-down menu (their address will then autofill into the posting), 
and then add in as much detail on the position as possible, including the type of opportunity, start date, 
length, compensation, and any other information you can share. You can also determine when the posting 
will be displayed by specifying the start and end dates of the posting.

You’ll then share information on the application process, including the primary point of contact (which can 
be you or the employer), the requirements for the position, and any other instructions you want to issue 
for the application. By using the Tags and Students fields, you can also specify which students are able to 
see the posting. (You can also use the “Allow To All Students” checkbox if you want every student in the 
system to be able to see the posting.)

Once you hit Save, all the students you listed will be able to see the job posting within the time frame you 
listed. You can also push the listing out to all the selected students with the Student Invite button.

Approving a Job Board posting
Employers can also post Job Board listings through the Employer Portal; however, students will not be 
able to see these posts until an educator or an administrator has reviewed, edited, and approved them. 
Since employers cannot see tags or student information, someone from your school or district will need to 
add that information; they can then approve the reviewed posting by moving the Status from Tentative to 
Approved so that students will be able to see it.

Job Board posting - input view
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Converting a Job Board posting
If you have a Job Board posting that has turned into a work-based learning activity, you can copy the 
majority of that content into a new Partner Activity with the Convert Activity link at the bottom of the 
page. The Job Board posting will remain, and the new Partner Activity (which the system will take you to) 
is populated with as much information as possible from the Job Board entry.

Sharing your Job Board postings outside of Seamless WBL
There are many situations in which you would want people to see Job Board postings without logging 
in, such as for students over the summer or if your school has decided not to set up student accounts. To 
provide public access to the Job Board, click the Share button on the main page; this will give you a link 
that allows anyone to see Job Board postings without logging in.

8. SLA Tool
When setting up intensive work-based learning activities like internships, externships, or co-ops, many 
educators create Student Learning Agreements (SLA). These documents spell out the details of the 
experience and ensure that both employers and students know exactly what types of knowledge, skills, 
and abilities the student should be developing during his or her time with the employer. 

The challenge, however, is that creating Student Learning Agreements takes time to develop, particularly 
when they need to be customized for each experience. That’s why we have added the Student Learning 
Agreement Tool to Seamless WBL. The SLA Tool allows you to easily build agreements that can be 
customized to each opportunity, and share them with employers and students for sign off. To further save 
time, the system allows you to create templates that can be modified and used over and over.

The process
Here are the steps involved in creating and using SLAs in Seamless WBL; each step will be explained in 
more detail later in the document.

◊ Go into SLA Tool area and create a template.
◊ Create or edit a work-based learning activity that links one employer and one or more students.
◊ Select the template you created at the bottom of the page (SLA Template drop-down).
◊ Save the record.

To see the completed template, enter the record again and select the Preview Agreement link on the right. 
(NOTE: The student information does not load into the preview, but the employer information does. This is 
by design, since the template can be used for multiple students added to the activity.)

When the Student logs in to the student portal and selects the activity, a completed agreement shows up; 
the student must accept and continue. When the employer logs in to the employer portal, he or she goes 
to the SLA item to find SLAs to complete. The first time they open it they have to accept and continue, 
but after that they can just view. Alternately you’ll be able to route a PDF version to your student(s) and 
have them gather physical signatures for you to scan and upload. The educator can see the status of the 
document under the SLA Status tab in the partner activity.
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How to create an SLA Template
To create an SLA template, click the SLA Tool button on the left-hand navigation under WBL. This pulls up 
a list of the templates you’ve already created; remember that you can reuse templates for multiple work-
based learning activities. You cannot edit an existing template, but you can create a copy to work on, 
which prevents agreements from being changed after they have been added to an activity and signed.

There are several sections in the template, some of which are required and some of which are optional. 
The required sections will always appear, while the optional ones can be included by clicking on the box to 
the left of each section. (These sections will open, and can be customized, once they have been selected.)

Student Information 

Aside from naming the template, there are no places in this section to type in information; all information 
on the students flows in from the Student Records. Note that this includes information on both the 
students and his or her parents or guardians. 

Employer Information 

Like the Student Information section, most of the fields here flow in from the Employer Records (from your 
My Partners area). There are three exceptions, all related to insurance matters: Worker’s Comp Provider, 
Policy Number, and General Liability Provider. 

Details on Work Experience 

This section is a mix of fields, some that flow in automatically based on the work-based learning activity 
(Type of Placement, Start Date/End Date) and some that you can enter manually (Compensation and 
Hours Per Week). There is an additional text box that lets you add additional text.

You’ll note that this text box, like those found in the following sections, includes default text that you can 
use if you find it helpful. If not, you can change it or delete it as you see fit. There are text controls, similar 
to those you would find in a word processor, that will allow you to modify the text with effects, alignment, 
bullets, or indentations as needed.

Safety Training (Optional)

If a work-based learning experience requires safety training, you can include this section, which consists of 
a single text box like the one seen above. You can keep the text as is or modify to fit your needs. 

Hazardous Occupations (Optional)

If a student will be working at a hazardous occupation you can include this selection, which again contains 
preformatted text that you are able to edit or replace.

Student Learner, Employer, and School Responsibilities (Optional)

Some SLAs include language regarding the responsibilities of each of the parties involved in the WBL 
experience. These three sections provide preformatted text that you can edit or replace as you see fit.

Learning Standards (Optional)

If you choose to include related learning standards, you can add them to this blank text area.
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Performance Elements (Optional)

Every Student Learning Agreement should contain information about the types of things that the student 
should learn or experience during their time with the employer. The Performance Elements section allows 
you to easily specify the tasks, skills, and work activities you want to highlight.

The Performance Elements section is connected to O*NET, a government database that provides a great 
deal of information about various occupations; you can find it online at www.onetonline.org. You’ll 
start by selecting a job from the Occupations field; clicking on this field will open a drop-down menu of 
occupations from O*NET. You can either start typing the occupation or scroll down the list to find the job 
you want. 

Once you’ve selected a profession, the Occupation Description field will automatically be filled in, along 
with the most common Tasks, Skills, and Work Activities associated with that position. Simply click on the 
items you want addressed during the student experience to have them included in the SLA; there is a 
blank space at the end to add additional items.

Once you’ve completed the template, click Save in the bottom right corner to make the template available 
in your WBL activities.

Copying a template
Once you have created and saved a Student Learning Agreement, it cannot be changed; that allows you to 
avoid seeing changes in an agreement after it has been signed. But you’ll find a Copy Template button at 
the bottom of every SLA when you click into it that will create an editable copy.

Adding an SLA to a Partner Activity
You can add a Student Learning Agreement to any Partner Activity, whether you’re creating the activity or 
it already exists. Simply scroll to the bottom of page, select your template from the SLA Template drop-
down, and save the record.

This will create an SLA for all of the students in the Students field and for the primary employer listed in 
the Organization window. You can see a preview of the template by clicking the Preview Template link in 
the Invite Partner window, above the Save and Send button. Note that this drop-down menu will stay live 
until someone signs the SLA.

Signing an SLA - digital
If you want students and employers (not parents) to sign the Agreements online:

Student Signoff

When a student enters the Student Portal, they can click into the appropriate Partner Activity in the My 
Activities section; before they can view the details of the Partner Activity, they’ll see a pop-up with the 
Student Learning Agreement details, which they must review and accept before continuing. At that point 
they’ll be able to see the activity record.

Students can also see the SLAs they have already accepted in the SLA area.



Seamless WBL User Guide - Educators 19

Employer Signoff

When an employer logs into Seamless WBL through the Employer portal, they can open up the SLA area 
and see every SLA that has been assigned to them, both pending and completed. The status bar will 
let them know whether they have executed the agreement; they can simply click in to each pending 
agreement and confirm acceptance.

Signing an SLA - print
If you want students, parents/guardians, and employers to sign the Agreements in print:

◊ Go into the relevant Partner Activity and go to the Agreements tab.
◊ Click the Email button. This will send a print-ready copy of the SLA to the student, which contains 

signature lines for the student, his or her parent/guardian, the employer, and the educator.
◊ The student will print the SLA and sign it, then bring it to his or her parent/guardian and then 

employer to sign.

Advisory board membership details
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◊ The student will then return it to the educator will sign it and upload it to the Activity. You can then 
select Signed Copy Received in the Agreements tab.

Tracking agreements
As the educator, you can enter the Partner Activity in question and click the SLA Details tab at the top of 
the screen. You’ll be able to see whether the employer and each student have signed off, route it by email, 
or click View to see a copy of the agreement in question. Note that in that preview mode you can also click 
Export Student Agreement to generate a PDF of the SLA.

9. Advisory Boards
Advisory boards are an essential component of a strong work-based learning program; you can manage 
yours in Seamless WBL’s Advisory Board area.

Creating an advisory board
To create your board, click the Add Advisory Board button at the top right of the screen. You’ll get a screen 
where you can name your board, set it to Active status, and then add members. You’ll find two drop-down 
menus at the bottom; under the first, Select Board Member Name, you’ll find a listing of people from 
your My Partners area; under the second, Select School/Educator Board Member Name, you’ll find a list of 
educators as well as school and district administrators from your school in Seamless. You can add both to 
your board.

Once you’ve selected one or more board members, you’ll just need to set the expiration dates on their 
terms, the types of members they represent, and their roles on the board. Then click Save at the bottom of 
the page. As current partners listed in Seamless WBL, your board members will have already been invited 
to log in to the system, and will now have access to the advisory board to which you have added them.

Note that you can add multiple boards, and set them to either Active or Inactive status. You can also delete 
boards using the trash can icon to the right of their names, but it may be better to set them to Inactive if 
you want to keep historic documents for boards that no longer function. You can also delete individual 
members from your boards with the trash can icon to the right of their names within the board listings. 
(You may have to scroll over to see this.)

You can also invite others from your school to serve as a Co-Lead of the board using the checkbox in 
the Co-Lead column. Any co-lead will have management authority over the board, including adding, 
removing, or editing members; setting meetings; creating and managing subcommittees; and adding or 
removing documents from the Board Documents section. These Co-Leads will be able to access all of these 
functions from their own Advisory Board areas.

Once your advisory board has been created, note that you can export your list of members using the 
Export Board Members button at the top of this page.

Subcommittees
You can add Subcommittees to your Advisory Boards in Seamless. Simply go to the Subcommittees tab 
within your Advisory Board and click Add Subcommittees; the following screen looks, and works, just like 
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the main Advisory Board page. You can add anyone from your My Partners area to the Subcommittee 
(oftentimes your subcommittees or task forces include people outside of your Advisory Board) following 
the same steps as with your primary board; you can also add educators or administrators.

You can also set up meetings for your Subcommittee members. Go to the Board Activity tab and click 
Add Board Activity; under Type of Activity, select Subcommittee Meeting. A new field will appear called 
Select Subcommittee, listing your current Subcommittees, and the options in the Role field will change to 
Subcommittee Members and Subcommittee Chair. 

Setting an advisory board meeting
Once you have your board members set up you can create meetings either by clicking Add Board Activity 
at the top right of the main screen for your board (once you’ve clicked into the appropriate board) or 
clicking the Board Activity tab and selecting the button from there. (The Board Activity tab allows you to 
see all past and future meetings as well.)

Once you create a new Board Activity, just enter the required information, like a name for the meeting, 
date/time/location, type of meeting, and who you want to invite (select Board Member from the Select 
Role drop-down for the entire list, or pick and choose who you want to invite). You have the option at the 

Setting up an advisory board meeting
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bottom to identify login details and any other notes, and attach an Agenda and any other documents you 
want sent out prior to the meeting. You can Save to save the activity without sending, or Save and Send to 
send an invitation to the members you selected.  

Once you click Send to Members, your advisory board members will receive an email invitation to the 
meeting; this email will include details on the activity, any documents you’ve added to the record, an 
option to Accept or Decline the invitation, and an option to add the meeting to their calendars.

Prior to the meeting, you can create a sign-in sheet using the Export Sign-In Sheet button near the top of 
the page. Once the meeting has been held, you can re-enter the record to upload your Minutes and Sign-
in Sheets so they’ll be easily accessible whenever you need them for state audits or Perkins compliance. 
You can also mark the people who attended so that you can run attendance reports in the future.

Board Documents
You and your board members can see a list of all documents shared during past meetings, as well as those 
marked for future meetings. Once you’ve clicked into your Advisory Board, go to Board Documents to 
see a list of uploaded documents and to upload additional documents to share. You can also add general 
documents not associated with a particular meeting.

10. Reports
Currently you can run eight different reports on the information you’ve put into Seamless WBL. In each 
case, you can search to narrow down your criteria (such as limiting the date range, or only displaying guest 
speaker activities); remember to hit the Reset button if you want to access the full list again or start a new 
search. You can also Print or Export your report; Print will send a formatted version to your printer, while 
Export will create a CSV file on your computer (CSV, or Comma Separated Values, is a common format for 
Excel). 

Activity Reports

Educator Activity Report

The Educator Activity Report is simply a list of activities you’ve added to the system, along with 
information on the number of students served (if you’ve entered that information). Note that you can sort 
by the various columns or conduct a search on the right hand panel in order to narrow your selection.

Partner Activity Report

The Partner Activity Report allows you to see all of the activities in which your partners have participated, 
along with the volunteer hours they’ve contributed (if you’ve added that information to the system). As 
with the Educator Activity Report, you can narrow the scope in the Search box to the right.

Student Activity Report

The Student Activity Report provides you with a list of all the work-based learning activities your students 
have experienced. Like the other reports, you can narrow the criteria to look at an individual student, tag, 
or type of activity. Now that students can enter their hours for work-based learning activities through the 
Student Portal, those hours show up in this report as well.
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Board Activity Report

The Board Activity Report allows you to see which board members attended each of your past meetings. 
This assumes that you record their attendance in the meeting record once the meeting is complete.

Tag Reports

Tag Report

The Tag Report provides you with information on Student Tags, such as what tags certain students are 
listed with, and all the students listed with specific tags.

Contact Reports

Partner Reminder Report

The Reminder Report lists all the reminders that you have set for employers in your My Partner area. 
Remember that these reminders have also been added to the calendar on the Dashboard page.

Partner Contact Report

The Partner Contact Report lists all the contact notes that you have entered in your My Partner records. 
You can narrow down your list by Organization, Partner, or Type of Contact in the right hand panel.

Certification Reports

Student Certifications Report

This report will display each student who has earned one or more certifications and list which ones the 
student has earned. 

Educator Activity Report
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11. Students
Your administrators can add some or all of your students to the Students section of Seamless WBL. This is 
optional - the system will work without having student data present - but it provides substantial benefits, 
including being able to track students’ work-based learning histories. It also allows students to interact 
with activities to which they have been invited through the Student Portal, including reviewing activity 
details, uploading and downloading relevant files, storing documents, reviewing Job Board postings, and 
entering their hours for WBL activities.

Note that Seamless WBL is compliant with the Family Educational Rights and Privacy Act (FERPA): Student 
data is protected and confidential, and no employer will have access to student information unless 
specifically provided by the educator (such as typing a student’s name in the comment field of a work-
based learning activity).

Student records currently consist of basic information (name, email, etc.) as well as several optional fields 
to add more information, like parent/guardian details. While administrators are the only ones able to add 
new student records, educators are free to edit any of the information there. If you’ll be creating a Student 
Learning Agreement for a student, you should add more details; if not, just the essential fields (in orange) 
are sufficient.

There is also a field to add Student Tags, such as for the classes they take, the groups they belong to, 
or other ways in which you might group students (academies, graduation year, etc.). Learn more about 
Student Tags in the following section.

Educators and students can both post documents for students under the Student Documents tab. 
Educators can choose whether or not students will see each of the documents they post; however you will 
be able to see every document that your students post through the Student Portal.

Student record - input view
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And finally, educators and students can now also both select the certifications that students have earned 
through the Certifications tab. Certifications must have been previously posted by your administrators; 
however, if they are available, you and your students are able to select certifications that have been earned 
as part of a student’s record and for school and district reporting.

12. Student Tags
Tags are simply a tool for identifying groups of students, such as all the students in a class, all of your 
interning students, or all of the students who belong to a student organization. Like the Students area, 
Tags are optional: You don’t use them at all unless student data is present, and you are not required to use 
them when working with student records. But those who use them will find it much easier to manage their 
work-based learning activities: It’s much easier to click on a single Student Tag than to add 30 students to 
an activity one by one.  They also come in handy when deciding which students can see which Job Board 
opportunities.

Administrators are the only ones who can create tags, though all educators can see and edit all of the 
available tags, and then add them to student records as needed. If you need a tag added, please contact 
your administrator for assistance.

13. General Resources
The General Resources area is a place where you can find templates for your work-based learning and 
advisory board activities; it’s also a place where you can store documents that you share frequently with 
your partners, such as directions to your school, or perhaps a brochure about your program.

To search for templates, just use the panel on the right hand side; you can search by the name of the 
document, who uploaded it, what type of document it is (advisory boards, internships, etc.), or when it was 
posted. Simply click into the record to access the document or web link. All documents that are included 
with the system are available in Word format, ready for you to copy and modify to suit your own purposes.

To add your own document or link, click the Add Resource button at the top; in the popup window that 
appears, name your document, identify its category, and either add a link (such as if it’s a Google Doc) or 
click the Select button to upload it. Multiple document format types (Word, PDF, etc.) can be used. You can 
add a description of the document but you don’t have to.

Once you’ve added your document, you’ll note that most of the documents only have a View button to the 
side, but the ones you added now also have an Edit button. Just click that button to make changes or to 
delete your entry.

 
14. Email Broadcast
You can now send emails to individuals or groups through Seamless with the Email Broadcast feature. To 
create an email blast, click the Add Email Broadcast at the top of the page in this area. You can then build 
your email as follows:



Seamless WBL User Guide - Educators 26

◊ Create your email text in the Subject and Email Body fields. The email will be sent from Seamless 
WBL, but you can specify the email address people will respond to by adding yours to the Reply To 
field. Finally, if you would like to include attachments, add them in the Attachment field.

◊ Select the audience(s) to whom you would like to send your email. You can include students and/
or your own partners (from the My Partners area in the educator portal). You can select individuals, 
groups by tag, or both. Finally, you can add others to your email with the Additional Recipient field. 

◊ Next, set the date and time you would like the email to be sent with the Send Date and Time field, 
or send it immediately with the Send Now button. If you’d like to see what your email will look like 
before you actually send it, select the Send Email Test Template button to receive a preview in your 
inbox.

◊ One sent, a copy of your email will be included on the main page of this area; you can see it with the 
View button and copy the text to use again if you like.

Email Broadcast tool - input view



Seamless WBL User Guide - Educators 27

15. Knowledge Base
The Knowledge Base is an area featuring questions and answers to common questions about using 
Seamless WBL; it also contains links to the current user guide as well as training videos. If you have a 
question not covered in this section, you can use the email address at the top of the section to email our 
support team directly.
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Appendix: How to import data
As noted above, you can import your partner records into your My Partners area. Here’s how to do it. 

Step 1: Download the template
When you click into the My Partners area, you’ll find an Import button at the top right of that page. Click 
that button and you’ll get a pop-up that asks you to select your import file, but you’re not ready to do that; 
instead, click the Download Template link beneath it. This will open up an Excel document that you’ll use 
to prepare your data.

◊ There are three tabs at the bottom of the page of that Excel file:
◊ Instructions: Read through these instructions carefully; they’ll tell you exactly how to set up and 

import your data.
◊ Field Definitions: This tab shows all of the fields included in the import template as well as details 

on each, including how many characters can be included whether the field is required or optional, 
and information on any limitations or requirements. The Input Restrictions may be that a field has to 
have certain text, such as the Zip Code field requiring only numbers, or that an Email Address needs 
to be unique.

◊ Template for CSV File: This is the template you’ll use when preparing and uploading your data.

Step 2: Prepare Your file
Add your data to the template, formatting it based on the information in the Instructions and Field 
Definitions tabs. Remember that the columns, and the wording in the first row (the column heads), need 
to be kept exactly as they are: If you delete, reorder, or rename columns, the system will not be able to 
read your data. 

If there are fields that require data in them, and you don’t have that data yet (such as an email address for 
an employer), you have three options. Either you can go acquire that data; you can put “dummy data” in 
so the system will accept the record, or you can remove that record and add it in later, when you have the 
needed information. If you use dummy data, remember that it needs to be updated later.

Step 3: Import Your data
Once your data is ready within the template, do a Save As, select CSV (which stands for Comma Separated 
Values, also known as Comma Delimited), and save the record. Go back into Seamless WBL, click Import in 
the My Partners area, and then select your new file by clicking Browse and then finding the file where you 
saved it. You’ll then click Upload to import your data into the system.

If your upload fails, it means that one of more of the records had a problem, such as a field not being prop-
erly formatted or required data missing. The system should give you detailed information on the errors; fix 
them and then upload the file again.


