Thanks for asking about the online counseling log.  Below is information regarding how to first set up and then how to sign-in and use the counseling log.

Setting Up a WebTop Account

Before accessing the new online counselor log, you will need to register for a WebTop account, if you haven't already.  To get your account, go to http://wvde.k12.wv.us and click on the navigation tab that says "Get a WebTop".  This will take you to a legal agreement that essentially states that you must agree to abide by Acceptable Use Policy in your use of the WebTop.  Click the link at the bottom of the agreement to continue to the first stage of the registration form.  This part of the form collects some basic information about you so that your identity can be verified in WVEIS. Once your identity has been confirmed, you will be able to select your account password and a set of security questions.  Once this stage is  complete, your WebTop account will be created and synchronized with the  external applications tied to the WebTop, such as Google Apps, Google Docs,  and WebTop Communities.  This synchronization process can take as long as 10 minutes, so your access to these services may be limited until it completes. You will, however, have immediate access to the counselor log on completion of your registration.

WebTop Tips:  

Write down your user name and password in your planner. Even though you think you will remember this, you may not and won't be able to get into your log without it.

When you have completed your data, click on the month at the top of the calendar to print you data and download the exact same form as the current Excel log.

Using your web-based log

The web-based counselor log which is aligned with recommended use of counselor time as per policy 2315 can be found at http://wvde.state.wv.us/forms/counselors-log.   It is a duplication of the previous Excel log you used last year (a copy of which is also attached). It has the exact same information and can produce the same data as the excel log you just sent. We are really encouraging all counselors to use this electronic version so we can gather state-wide data on how counselors are using their time. Use of time data will be useful to us as we plan professional development, seek appropriations for school counselor support, but most importantly as a planning tool for you. This tool is never intended to be used in a punitive way, but rather to help you and your administrator analyze how you are using you time so that you can work to more closely align your work with the recommended time distribution for each program component. Also, Dr. Seal with OEPA requests counselors to show their log to his team and cites school counselors who do not use a time log. Those who use this tool say that it takes less than 5 minutes a day, if you keep up with it and they love having the data. It does not have to be an exact "to the minute" science. By reflecting on your day, you can easily estimate how much time you spent counseling students, in groups, in the classroom, consulting with parents or in office related tasks, etc.

Many counselors have made substantial changes in their programs by using this as a  

communication tool with their principal and are now spending more with  students.

The beauty of this tool is, it is with you anywhere you have computer access. You don't have to have a specific computer with you.  If you work at more than one school, you can code each school a different color and easily see how you spend your time at each school or your combined time.  I will be demonstrating how to use this tool at our 

fall conference, but in the  meantime please sign-up for your WebTop account, which is required to use  the log and begin using the log.  Email Chris Casto, our assistant webmaster, chris.casto@access.k12.wv.us if you run into any problems or have questions.  He created the electronic components and is most familiar with its use.  Also, this will prepare you to assist others and address any problems you run across as you begin using the log.  All the instructions you need to use the tool are at the top of the log page once you are signed in.  
 Creating Monthly Reports
To view or print weekly, monthly, or year-to-date reports, click on the month at the top of the calendar.  You will be able to view and print the monthly reports that look exactly the same as the old Excel report.
