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☐ Incorporate the Career Plan into the Classroom
Consider how the Career Plan fits with your school’s structure for career-related learning and look at incorporating it into classes. CIS provides recommendations for which activities to incorporate into what grades. Contact CIS for more information.
In CIS, toggle over to the student-side and read through the Career Plan. Along with other teachers and counselors, decide when students should complete worksheets and reflections and incorporate those expectations into the classroom.
☐ Upload Student Portfolios
Gives all students access to CIS and the ability to save personalized information in their portfolios, including goals and reflections in the Career Plan.
In the Admin Tools guide, search for “Create Multiple Portfolios”
☐ Set Up Staff Accounts
	Gives staff access to the administrative side of CIS, including the ability to:
· Reset student passwords
· Create, marge, and transfer portfolios
· Run reports on student progress
· View student progress in the Career Plan using Checklists
· View content of student portfolios
In the Admin Tools guide, search for “Maintain Staff Accounts.”
☐ Assign & Activate Checklists for Student Portfolios
Gives students direction in completing the Career Plan and gives staff the ability to track student progress through the Career Plan. You’ll need to first decide if you want to use the CIS Default Checklists, or duplicate them and create your own. If you need additional support, contact CIS.
In the Admin Tools guide, search for “Assign and Activate Checklists” and “Create a Custom Checklist.”
☐ Learn How Reports Work in CIS
You can report on content in student portfolios, such as saved information in the Career Plan, saved occupations, checklist completion, information in the Résumé Creator, among others. Explore the Reports tab in the admin side of CIS and read up in the Admin Tools guide.
In the Admin Tools guide, search for “Reports Tab.”


Best Practices
☐ Upload Courses into the Course Planner
	Gives students the ability to quickly choose courses and print out their courses.
Teachers and counselors with Staff Accounts can see student course plans in the admin side. 
Only the Site Administrator can manage the Course Planner. Work with your Site Administrator to upload courses and maintain them yearly.
In the Admin Tools guide, search for “Course Planner.”
☐ Explore Discovery & Passage
[bookmark: _GoBack]Contains a wide range of additional curriculum with power points and handouts that are sortable by a variety of criteria.
In Tools for Teachers & Counselors, go to the Curriculum Tab > Discovery and Passage.
☐ Create a Group with Your Students
If you supervise a specific students working on career-related learning, try creating adding them to a personalized group in the admin side of CIS. This allows you to run reports on that group, search by that group, and assign your own checklists to that group.
In the Admin Tools guide, search for “Maintain Groups.”
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