CISFOR INTERNET —MY CAREER PLANNING PORTFOLIO

QuickStart

OREGON
CAREER
INFORMATION
SYSTEM

What is “My Career Planning Portfolio?”

“My Career Planning Portfolio” isa personal career folder that offersaway to
establish your very own career plans! It will help you apply CIS information and
tools in managing your own career development. Once you have created a portfolio

you can save and store CIS information of interest, exploration tool responses, 1

personal reflections, plans, and your education and work history.
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Submit Portfolio Access [ Privacy Policy]
When you create a personal portfolio within CIS you can save the y5ults of your research. You can save your answers for the assessment

tools and sorts in case you cannot finish in ane visit. You can cy#ate your own bookmarks and easily return ta the information you find
valuable. Beyond simply saving links to results and informatig, vou have the opportunity to enter your thoughts about what you leam about
yourself, the occupation and education options you discovef/and the career goals you set.
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Ifyou save information, we respect your privacy. Fleasg/feview our Privacy Policy. Your information will not be shared with anyone without
your permission. Ifyou want the person assigned tg/lelp you with your sareer developmentto have access to your information, click on the
"Yes" option below. If you are unsure, you should gfscuss this oplion with that person first. Ask how the information will be used 1o help you
develop and refine your career goals. The chojedis yours.
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Create and Log In to
Your Portfolio

Click on My Career Planning
Portfolio upper right.

If you have not set up your

portfolio, click on

Create “My Career Planning
:k o

Portfolio” ' under New Users.

Fill in as many of the personal
information fields as possible. This
information will also be used in My
Education and Work History.

Determine a user name and
password. You may be instructed to
set up your user name and
password a certain way by your
teacher.

If you get an error message, you
have chosen a user name or
password already selected by
someone else. Select another.

The Portfolio Access message will
display. Check the appropriate
button. You may beinstructed to
provide access by your instructor or
counselor by clicking on Yes.

Click on Submit.

When your account has been set up,
click on Start in the upper left and
begin using CIS.

To return to your portfolio at any
time, click on My Career Planning
Portfolio in the upper right of any
screen.

Important: From now on you will
use your personal user name and
password to log into CIS for
Internet.
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6.

See MY PLAN and MY COURSE PLANNER
QUICKSTARTS for detailed information
about those components.

8.

Important: Click My Career Planning
Portfolio to return to the portfolio options.
Click Home to return to the CIS homepage.

Explore Your Portfolio

My Personal Information storesthe
information you entered about yourself
when setting up your portfolio. You |
can update thisinformation, change the
access option, and transfer your

portfolio to another CIS site here.

Bookmark CIS information of interest
and save your responses to Exploration
Toolsin My CIS Favorites. You can
also reflect on why you bookmarked a
title or what you learned from the
assessment or sorting component you
used. Your teacher or counselor may
instruct you on reflection content.

Click on acomponent from the list on
the left to see what is saved. Click on
the title to go to that information or
component. For Exploration Tools,
click on Restore Answers to usethe
component from where you |eft off.

Y ou can edit reflections or delete items.

Click on Edit to review or change your
reflections. e

My Education and Work History
collects information about school and
work. Click onthe Resume Data
Entry items to add or edit the
information fields. Remember to cli
on the Save Information button.

R

Choose from three resume styles under
Format and Print Resume. Also
select sectionsto include. Then click
Create Resume. You may saveittoa
file or print it as a PDF document.

Click Print on the right in the portfolio
main menu bar to print any part of your
portfolio information.
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