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BUSINESS EDUCATION PARTNERSHIP





Student Instructions for using the 
Business Education Partnership (BEP) Website
Step 1    Get your school “Access Code” from your School-to-Work Coordinator (STW Coordinator), Teacher, or Advisor.

Step 2    Go to the BEP website:  www.businesseducation.org and click on “login”.
Step 3    If you are new to the program go to "First Time User” “Click Here" and complete the account information.  
      

Step 3    If you have previously opened an account enter your login name and password below and click on 'Log in'. If you can’t remember it check with your STW Coordinator for your login name and a new password. 
Step 4    Select “Student” and enter the Access Code. Click “next”. 

Step 5    Enter “General Information” and “Address”; you must complete all lines with a red asterisk next to it. E-mail is optional; if you include it you will receive communications to both your e-mail address and in your Message Center on the website. Click “next”.
Step 6    Select Career Pathways that relate to your career interests.  Answer the questions; “What are your career interests?” and “Related Classes or Interests.” Be as detailed as possible. Click “next”

Step 7    Enter a “User Name”, “Password” and “Confirm Password”. Your password must be at least seven characters long and include a symbol. 
   If there is someone with the same name already logged in use your middle initial following you first name. 
      Example: Login: smith.johnd 
                    Password: whatever?


If you don't have a middle name, use a one digit number behind your first name.
      Example: Login: smith.john3
                    Password: whatever?
   Click “Finish”.
Step 8    You have successfully opened your account. Click on “here” to login.

Step 9    Enter your “User Name” and “Password”. Click on “Log-in”.

Step 10  Click on ”Opportunities” to search for job shadows and other career exploration opportunities.

Step 11  Enter a keyword for the career you are interested in viewing. You may also select the “City” and the “Type” of opportunity, such as “Job Shadow”. Click “Search”

Step 12  To read the complete “Opportunity” description click on “View”. It will also include requirements such as specific classes, dress code, or required forms and/or waivers.
Step 13  Once you have found something you are interested in click on “Apply+”.  The first time you do this it will open an “Application” and enter a request for that “Opportunity.”

Step 14  To add more “Opportunities” click on “Add another Opportunity” and repeat Steps 11-13.

Step 15  When you have selected at least three Opportunities click on “Submit Your Application”.  This sends your Application to your STW Coordinator for approval.  Your STW Coordinator will approve your application and send it to the BEP Administrator for placement.

Step 16  If you have applied for an Opportunity that requires a “Waiver” or “Form” you will find those in the “Waivers and Releases” folder under “Forms”.  Print the form, fill it out and fax it to the Greater Yakima Chamber of Commerce (509-248-0601). This must be done before you will be placed.

Step 17  If you applied for a medical or dental opportunity you will need to complete the on-line HIPAA training and score at least 90% on the test prior to being placed. You may take the test more than once if necessary. You will also receive a certificate for your Portfolio.
Step 18  Check your “Message Center” for communication from your STW Coordinator, Advisor, Teacher or BEP Administrator. You can also send messages to us through the “Message Center”.

Step 19  After submitting your application click on the “Forms” folder and print “Job Shadow forms” it contains a “Check List”, the “Job Shadow Agreement”, “Insurance Form”, and “Suggested Questions”. 

Step 20  When you receive your “Placement Letter” with details of your Job Shadow, Interview, Career Seminar, etc read it carefully.  Complete the Job Shadow Agreement, including getting your Parent or Guardian signature, and any other forms required by your school.
Step 21  Call the “Business Contact” at least 24 hours in advance to confirm or reschedule.

Step 22  Show up on time and dressed according to the dress code in the Placement Letter. Take your signed Job Shadow Agreement form and any required Waivers or Releases with you. 
Step 23  After completing your “Opportunity” open your account on the BEP website and complete the “Evaluation” form.  You will find the link next to your “Message Center”, click on it.  Complete the form and click “Submit”.

Step 24  Send a thank you to your business host.
