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For Students...

How to access your student account
To access your new 12Twenty account, please click the link below:

https://law-ajmls.12twenty.com/SignUp/Student

Once the webpage loads, you will need to complete the following:

P wnNPR

Enter your school email address (@johnmarshall.edu or @savannahlawschool.org)
Create a password

Review and agree to AJMLS’s Student Professionalism Agreement

Review and agree to 12Twenty Terms of Service and Privacy Policy

When done, click Student/Alumni Sign Up

Join the THE ADVOCATE Platform
Emnail Address*: Email Address

Create a Password®: Password

® Minimum 10 charocters

* An uppercase letter

® A lowercase letter

* Aspecial character (L @,#5%,%,%.& %)
& A number
-

Example: ThisSchool10%

Confirm Password#®: Confirm New Pa

e— (=] agree to the Atlanta’s John Marshall Law School Student Professionalism

Agreement, and to the 12Twenty Terms of Service and Privacy Palicy.

Student/Alumni Sign Up

Already a member? Student/Alumni Log In


https://law-ajmls.12twenty.com/SignUp/Student

When you click Student/Alumni Sign Up, you will be taken to the student information page. At a
minimum, please fill out/complete the required fields (indicated by an *). Once done, click Continue.

**Telephone and address must be current**

@ THE ADVOCATE

Please tell us a little bit about yourself...

() ndcarms » vt e fisld

Genwral Bt exarm locatonds) Dute of Been®

Gender ISentity*
Wark Authnrestion Slatuy® Yours Exporencn®
CHicwn or EMttrerset! Nusiture - « & -
Addvuss *
D yra have & iiabelny ™
vus g
Dedine 1o ctote
“luphone Vitaran Stanus
Are yOU B transSer Sttt
Yur g
Dedina 1o ctate
Whial i yuur post-gracdudtion desrud jolb oy Whist = yuie pest. gy sduabion desred job courntsy?
S0 30T avarn b
ANturnatasPrefuad Emal Address*
INAErErao Major* Undergrad School*

Contact Atlanta’s john Marshall School of Law

aballedy
e Yebase




After clicking Continue, you will be taken to your profile page. Please spend some time familiarizing
yourself with the system. If you need help, there is a built-in help tool (12Twenty Guide) located at the
bottom left that will help you with basic functions.
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Demo Student 3

2asind sorveliyara tom

Jols and job Offers  Appicatom Materialy  Backgrmuest

Plamse toll us about your past gradustion plany

* fupect am

Planse toll us sbout your experience

Ploase tell us about your werk sxpurience while attending school

Flease tell s what you wera deing before starting school

Contact Atlanta’s Juhn Marshall School of Law



Pro Bono/Community Service

Overall Process

1.
2.

Create and submit pro bono/community service experience
Add hours

Create your pro bono/community service hour record

1.

vk W

10.

11.

Log into your student account

Click Experiential Learning in the menu on the left

Click New Experience at the top right

Under the Basics section, select Experiential Learning Type, and then click Pro Bono
Under the Basics section, select Pro Bono/Community Service Organization (*Not for
Experiential Learning), and then click on the desired organization type in which the pro

bono/community service will take place

a. *You must select a type other than N/A in order for the form to populate
Once you select the desired organization type, the form will populate additional questions.
Continue to fill out/complete the required information
Under the When section, select Service Type and you will be able to select the desired service:
Pro Bono, Community Service, Public Interest
When all information has been entered, click Save. This action will take you to a preview of your
pro bono/community service experience before final submission
If you need to make edits to your record before submission, select Action at the top right and
click Edit
If you do not need to make edits to your pro bono/community service experience, click Submit
at the top right
Once you have submitted your pro bono/community service experience, your status will change
to In Progress at the top of the page

Add hours to your pro bono/community service hour record

1.

Once you have created your pro bono/community service experience, you can add hours by
clicking on the Hour Log tab

Under the Hour Log tab, click Add Hours at the top right and a new window will appear called
Create New Hour Log Entry

Under Create New Hour Log Entry, enter the date, hours, and the description of your service

Once complete, click Save and the hours will be added to your pro bono/community service
experience



Jobs

How to apply for a job
After logging in to your student account:

1. Click OClI and Job Listings on the left side of your screen

2. Click on the job you would like to apply to
3. Click on the blue Apply button at the top right of the screen
4. Follow the prompts to complete your application.

a. Ifyou are applying through email, a prompt will include the email address to which you
will apply and the application documents to be included.

b. If you are applying for the position directly through 12Twenty, you will need to upload
the application materials to your profile for approval.

Application Materials

To upload into application materials, navigate to the “Profile” tab in the menu on the left side of the
screen, select the “Application Materials” tab and upload the documents you need to apply for the
position. Once approved, you can then select the documents with which you will apply and then submit
your application. Follow the prompts for applications through external websites or through a physical
mailing address.

Help

Use the help tool (12Twenty Guide) located in the menu on the left at the bottom for guidance if
needed.

OCI
Contact the Career Development Office for further details



Documents

How to add your resume, cover letter, and more
1. Loginto your student account
2. Onyour profile page, select the Application Materials tab. Once the tab has loaded, you can
select the desired document you wish to upload

m Application Materials  Background

O please upload oll application documents in PDF formar. If needed, please see instructions for converting word files to PDF.

Resumes
+Add New Resume You currently have no resumes in the system.

Cover Letters

+Add New Cover Letter You currently have no cover letters in the system.

Transcripts
+Add New Transcript You currently have no transcripts in the system.

Recommendation . )
Letters You currently have no recommendation letters in the system.

+Add New Rec Letter

Writing Samples . .
FAdd Writing Sample You currently have no writing samples in the system.

Other Documents )
4Add Other Document You currently have no other documents in the system.

Appointments
Contact the Career Development Office for further details

Events
Contact the Career Development Office for further details

Tasks
Contact the Career Development Office for further details



Experiential Learning

Overall Process
1. Create and submit new student experiential learning experience (Externship Registration —
Secured Placement Application)
2. Approval process (1*-Office of Experiential Learning, Z“d—Externship Supervisor, 3rd—Registrar)
3. Add hours
4. Evaluations
a. Midterm (Student Self Evaluation, Employer Midterm Evaluation)
b. Midterm Conference (1* time externs only)
c. End of Semester (Student Program Evaluation, Employer Final Evaluation)
5. Completion

Externship Registration (Secured Placement Application)

From your student profile page, select Experiential Learning in the menu to the left.

::?) THE ADVOCATE 5 3
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Plase toll us about your past gradustion plany
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Planse toll us sbout your experience
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Please tell us what you were deing before starting school
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Then click New Experience at the top right

.:i) THE ADVOCATE 2

Experiential Learning
Rensits Foumd 0

O tmployer Type Acaderric Term Stataz hoa

No experisnces found.

B e

Contect Atlanta's John Marshall school of Law

Once you click New Experience, you will be taken to Create New Experience. Please make sure you read
the notice at the top of the page. When done, fill out/complete the remainder of the registration.

Create New Experience Cuncel v

© ***You must 4 an expe | learning in order to participate in an externship, If you do
not attend an orlentation or meat with Dean Ortege prior to registering for an P. your P
will nat e approved. sv~

A#*ESTUDENT AGREEMENT SIGNATURE*##+
— By signing this f AT T TUIBIING fy responsibility To complete my extermmships at the sbave field placement

based on the number of credit hsted above. | understand that | cannot withdraw from this placement untess
imetances bayond o vent the campletiaon of the externchip. | further understand that
1 cannat withdraw from the externship withaut expressed permission fram Dean Marvis and Asst, Dean Oriegs as
provided under Section 502 (d) of the Student Handbook, | understand that | ar e Lo wages Tor the Limne
EPONT IN the externchip, | Am Not entitled to A jab At the canclusian of the externchip, and that the externchip does nat
create an smplayment relatanship with the abave placerment,

el

| acknowledge that 10 arder far my regictration 1o be processed, that | have satictied the appropriate prereduisites for
aLrens in which | wich ra er mesting My financial obligations ta jJohn Marshall resultong
from registraton; that | have read and unde s Reglstraton requ that | have
read, understand, and will abide by the JMLS Cade of Student Respansibility; and that | will be responsible for late fees
Ar ATher NegATIVE CaNEeQUANCeE 8MANANING fram my falure to camply with thece pracedural requiremente. | further
acknowledge that if | am a full-time student, | cannot be employed tor more than 20 hours per weak during any term
In which | arm anrolled full time at JMLS, | ACKNOWLEDGE THAT BY SELECTING 10007 DELOW THAT | CONSENT TO
MECEIVE MY 10981 INFORMATION ELECTRONICALLY. If you prefer to receive It in hard copy, please contact Ms,
Cynthia Davenporte via emall at: cdavenparte@iohnmarshalledu

Basics

Emplayecs

Expariantal Luarning Type* Facterrahip -
Pro Bana/Community Service Pro Bono/Cammunity Sarvice Organization (*Not for Expariernd) Learming =
Organizatian (*Not far Experiential

Learning
Al mas '

Countey™ Conmry -



Under the Basics section, select Experiential Learning Type, and then click Externship. Continue to fill
out the required information.

.:'-i) THE ADVOCATE

Create New Experience Conal =

Basics

Supervisor

When

Other

Under the Other section, you will need to click Yes for “Did you attend the Mandatory Externship
Orientation Meeting? If not, DO NOT CONTINUE!” in order to complete the registration. Once you click

Yes, you will be able to fill out/complete the remainder of the form and submit your registration for
approval. When done, click Save.

**|f you did not attend the Mandatory Externship Orientation Meeting or meet with Dean Ortega, you
may not continue in the externship registration process**

Academic Term* - Academic Term — -

What year was this?* - What year was this? - e

Other

Did you attend the Mandatory Externship ves () Na
Orientation Meeting? If not, DO NOT

CONTINUE! * I

Cancel Save



When you click Save, it will take you to a preview of your registration. This is the last time you can make
any edits before you submit your registration for approval. If all the information is correct, click Submit
for Approval at the top right. If not, click Action at the top right and select Edit or Delete.

: . S—
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Once you click Submit for Approval, a box will appear asking you to confirm.
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If you click Cancel, it will take you back to where you can make changes.

If you click OK, your registration will be submitted for approval and your status will be noted as Pending
Initial Approval.

p
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Atlanta's John Marshall Law School
Summer 2019

Subrmitzed for Inmal Approvet: 7/1V2019, 331 PM EDT

Detadls Mour Log Documents and Forms

Basics

Employer Atlanita's John Marshal®l Law Schoaol
Experiential Learning Type Exvornship

Pro Bono Type




Externship Registration (Secured Placement Application) Approval Process
1. 1% Approver- Bridgett Ortega/Paul Wilson
2. 2™ Externship Supervisor
3. 3" Approver- C. Ferebee

Once each Approver has approved the registration, your student status will be changed to In Progress
|

Add hours to your externship
Once you have created your externship, you can add hours by clicking on the Hour Log tab
Under the Hour Log tab, click Add Hours at the top right and a new window will appear called
Create New Hour Log Entry

3. Under Create New Hour Log Entry, enter the date, hours, and the description of your service

4. Once complete, click Save and the hours will be added to your externship

**12Twenty tracks hours by day. If you wish to enter your hours by the week, please enter the last day
the hours completed and then enter the week start date and end date in the description box along with
the work performed.**



Evaluations (Student, Employer)

Student
1. Loginto your account
2. Go to Experiential Learning, select your externship

3. Click the Documents and Forms tab
| Spring 2022

Details HourlLog Documentsand Forms ({——

Document Date Uploaded
4. Find the appropriate student evaluation and click the ellipsis to the right :
a. Student Self Evaluation (midterm)

b. Student Program Evaluation (end of the semester)
5. Click Complete Form

Details Hour Log Documents and Forms

Document Date Uploaded

There are no document templates.

Status

6. Once you click Complete Form, fill out all of the required fields and click Save when done
7. When you click Save, the status of your selected evaluation will be changed to Completed

Employer

Employer evaluation links will be sent out by the Office of Experiential Learning. Once this occurs,
students are more than welcome to share the employer evaluation link with their supervisor by
selecting the appropriate evaluation, clicking on the ellipsis to the right, and then clicking Share. Once
you click Share, a window will appear asking if you want to share the form with the supervisor at the
specified email address. If information is correct, click Send. When you click Send, an automated email
will be sent to your supervisor with a link to your evaluation.

Completion
Upon completion of your externship (all requirements must be met)



1. Loginto your account
2. Go to your Experiential Learning, select your externship and click Submit. This will change your

externship status to Complete
Tips
2]

1. The next to each question will provide additional information for that question

Troubleshoot

Please use the help tool (12Twenty Guide) located in the menu on the left at the bottom for assistance
with basic profile information, applying to jobs, documents, etc.* If additional assistance is required or
you encounter an issue not covered, please submit a ticket to:



