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What can My Career Planning Portfolio do for you? 
My Career Planning Portfolio can help you personalize your career research, 

exploration, and planning. In My Career Planning Portfolio, you can: save 

information files; store your results on career assessments and exploration tools; write 

notes about the items you are saving; store your education and work history so you 

can create a resumes; and document your exploration and learning for school and 

counseling requirements. Your portfolio is your online career folder that stores your 

very own career plans and documents.  
 

Create My Portfolio Windows 

 

Create and Log In to 
Your Portfolio 

 

1. Click on the My Career Planning 
Portfolio link in the top right. 

2. The New Users side of the page 

contains links to help you create 

your portfolio. Watch the Tutorial 
on how to create your portfolio.  

Then click Create “My Career 
Planning Portfolio” to make your 

portfolio. 

3. Complete as many of the fields as 

possible.  This information will also 

be used for your resume. You must 

complete the required fields, 

marked with red asterisks.  

4. Determine a user name and 

password.  If you receive an error 

message, either make the change 

indicated in the message or review 

the tutorial for additional help. You 

may be instructed to set up your 

user name and password a certain 

way by your instructor. 

5. Depending upon where you create 

your portfolio a Portfolio Access 

page may display.  Check the 

appropriate button. You may be 

instructed to provide access by your 

instructor or counselor by checking 

Yes. 

6. Click the Submit button. 

7. Click the Start link to access the 

CIS homepage.   

8. You can now access all the tools in 

your new portfolio.  Click on My 
Career Planning Portfolio in the 

upper right of any screen to see the 

menu. 

Important:  From now on you will 

use your personal user name and 

password to log into CIS.  
 

 

CIS FOR INTERNET – MY CAREER PLANNING PORTFOLIO 

QuickStart 
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CIS FOR INTERNET – MY CAREER PLANNING PORTFOLIO – QUICKSTART  

Explore Your Portfolio Portfolio Windows 
Your Portfolio menu will look different 

depending on where you created it.   

However, all portfolios contain these tools.  

My Favorites 
This tool organizes the files and assessment 

results that you have saved.  Once you save 

something, the folder representing the type 

of information you saved appears on the left 

menu. Click on the folder title on the left so 

that the individual files—and your notes—

display in the middle of the page.  Then 

click on the title of the folder you saved or 

Restore Answers for assessments to go to 

that file or your results.  You can easily edit 

and delete your notes and the folder.    

My Education and Work History 

Enter your education and work history 

information in this tool.  The expandable 

menu will display entry fields.  This area 

provides contents for My Reports items.  

Create and save resumes, create an activities 

chart or export information to an OSAC 

Activity Chart. (see Activities Chart QuickStart) 

My Personal Information 
Manage your personal information and 

transfer your portfolio to other CIS sites 

using this component. 

My Messages 
My Messages tool may not appear in your 

portfolio menu.  Messages from the people 

helping will only appear after a specialist, 

teacher, counselor, or advisor sends you a 

message.  

 Note: Talk with your counselor, specialist, 

or teacher if you would like more 

information about the other menu items in 

your CIS Portfolio.  

Important:  Click on Report or Print to 

print your notes and information you have 

saved in your portfolio.  Click My Career 
Planning Portfolio to return to the portfolio 

menu.  Click Home to return to the 

homepage. 

 

 

 

Agency & 
College 
Menu 

 

 

High School 
Menu 

 

 
CIS Jr 
Menu 

 


