COURSE PLANNER 2015

[ Idaho Career

TN ;
L Information System

Site Administration

#  Reports  Portfolios&Groups  Other Accounts |[EENSULBM  Help & Links

SITE COURSE PLANNER - MAIN MENU

2ILE CONBZE b YMMEE - WYIH WEHN

State Board of Education, Career Information System and

T ional-Technical Education,
Presented by the Idaho Division of Projessianaiiaciinicn t CIS at idahocis@labor.idaho.gov or call (208) 3343705

your local professional-technical school. For more information contac
Idaho Department of Labor

C.L. “Butch” Otter, Governor Kenneth D. Edmunds, Director
ﬂ e “ I D A H OC ’S O R G An Equal Opportunity Employer and Service Provider. Reasonable
PIE \/ accommodations are available upon request. Dial 711 for Idaho Relay Service.






Where is course planner? At the very beginning. Or on the first tab—Plan

LK CIS TRAINING SITE  GoTo

19 Text Only Version
MM |daho Career Information System - CIS

Assessments  Occupations  Education  Employment My Portfolio Q

O

DEPARTMENT OF LABOR

< ? Help & Tutorials
Click on Plan

Then getting started

Then make plans .

Then Course Planner Getting Started - Make Plans
The Make Plans activities will help you better develop plans to T H E
achieve your goals. Living and learning go hand in hand, so your a
career plans impact your life plans. A well-developed plan takes B E ST WAY
many elements of your life into account. TO PREDICT

Make Pms( Complete the activities within each of the subsection to the left:

Education Plans, Experiential Learning Plans, Financial Plans and THE F u T U RE
Action Plan and Supports. Follow the instructions in the worksheets — | § 70—

and use the CIS components in each subsection to complete the e
acuvtes. PLAN IT

Then complete the Course Planner

Education Plans
Experiential Learning Plans
Financial Plans

Action Plan and Supports

State Resources Site Resources

Idaho Department of ck Starts and Guides

Gear Up Curriculum
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Students access “Course Planner” from their “My Portfolio”, and then click on the link of
“How do | plan my courses” or from the MEGA menu.

Assessments Dccupations Education Employment My Portfolio

Mv P[IRTF["_I" [ ? Help/Tutorials ] [ #* Share My CI5 Portfolio ] [ & Print My CIS Portfolio ]

’
Where are the pages and results I've saved? +
View and manage your assessment results, favorites, and saved files and links View your CIS favorites and
Favorites: View items you saved in your portfolio and delete items you no er want to keep. CIS assessment resu"s'
Edit the reflections you entered for saved items.
Sort and Assessment Results: Restore the answers of saved sorts and gésessments and resume Sa\'E IIIf[II'Il’IatI[Irl fﬂr resumes

exploring your results.

and applications.

Stored Files and Links: Save important documents online. Easily
résumes, letters of reference, certificates, transcripts,

How do | track my career activities?

Checklists allow you to view your career-related assj

track of your completed
work, and more.

Course Planner can be accessed
through any couse planner hyperiink or
it may be selected from the mega
menu under my portfoilio or after
selecting my portfolio it is under “"How
do | plan my courses?"

Store your files and résumes.

ments and track your progress.

Checklists: Track your progress on activities recgfamended or required by your school.

Expand Overview

How do | plan my courses? +

Create your personal course plan to map your high school coursework.

Course Planner: Generate a course plan based on your career and education goals. As you
complete courses, update your course plan.

—.

' 2 3 Plan Assessments Occupations Education Employment My Portfolio Q

My Portfolio Where are the pages and results 've  How do | create or update my What are my unique strengths?
View your CIS favorites and saved? résume? Dependable Strengths
€IS assessment results. Favorites Résumé Creator
Sawve information for résumes Sort and Assessment Results Saved and Uploaded Resumes What IJrﬂCtil:E tests can | take?
and applications. Stored Files and Links College Entrance/GED/ASVAB
Store your files and résumes. How do I create a career Illﬂll? Tests
ivities? Advanced Academic Tests

View My CIS Portfolio How do I track my career activities? career plan

Checklists Civil Service Tests

How do | track my school
applications?

Application Tracker

Course Planner

Reports

Combined Report of Assessments

Personal Learning Plan




When a student gets to Course Planner he or she can do the following:
Choose the year of study to add classes into.

Select Courses—Subjects and Courses are preloaded by password manager.

COURSE PLANNER [2re

You can create an Individual Course Plan to map out your courses during your four years of high school and further. Here is some
information to help you decide which courses to enter.
Go Capital Softball!!!

All
Middle School Years

Choose which year of study you would like to plan. I

‘ostsecondary Years Pick the desired
Adult Years years for the plan

6th Grade

hlhay [Select ;:: g:zgz Add to Course Plan
Sth Grade
10th Grade

11th Grade

High schlllll YB&I‘S ;E;I?sl'(lar\r:g?teyear of college

Sophomore year of college

9th Grade / School Year [oiszoid/ameiox ool

14
Subject Couljyautt Year 7 Reg.  Units Grade
[Mathematics V| |Pre-Algebra Adult Year 3 v|[Req V][40 V| I
- - — |AdultY 4
[Social Studies v|[S5110 World Histo Ag:& Yg:: 5 v|[Req v|[40 V|| |[none

| < Adult Year 6 v vl vl |




Once years of study are chosen, if the student has a pathway chosen those items can be added easily if
the in-

Guest CIS All Optional Modules ON  GoTo W ~
| . X o
. Text Only Version FY tance ~ & ome Log Out
pePARTMENT OF LABOR | M idaho Career Information System - CIS
@A P Assessments Dccupations Education Employment My Portfolio
COURSE PLANNER [ 2 Help & Tutorials ] [ 2 Print }
You can create an Individual Course Plan to map out your courses during your four years of high school and further. Here is some
information to help you decide which courses to enter.
Go Capital Softball!!!
i i High School Y ~
Choose which year of study you would like to plan. ' [High Scheol Years Clicking here will add course
work from a pathway to
/ course planner
Pathway Add to Course Plan
Academy of Auto Tech-Auto Mechanics
Academy of Auto Tech-Collision Repair
Academy of Health Professions-Certified Nursing Assistant
Academy of Health Professions-Dental Assisting
ngh SB Academy of Health Professions-Emergency Medical Technician
Academy of Health Professions-Sports Medicine
Academy of Info Technology-Infermation Support
gth Era'Aﬁ:adEmy of Info Technology-Web and Digital Communications
Academy of Pre-Engineering
Administrative Support Dual . .
Ag Science-Ag Mechanics Req. Credit Credits/Units  Grade Notes
Ag Science-Animal Science
Mathema) ag Science-Plant Science ~|[Req v ~| [40 ~] x
[Soci S e OamerahiplE mrepranuership M[Req ~] ] [40 | none o
Commercial Photography Nl I 1L sl X
I: Drafting Technology ~ ~ Pathway and its connected x
Early Childhood Prefessions I course work is data entered or
Lo Enforcoment € | "Ploaded by password manager | ([ESRRP—_G_
Power Sports and Small Engine Repair
Prof_essl::}nal Institute _of Education {P.LE.}
]uth ‘I;“veesllc;jis;ual Construction Save Information
Subjoct Course Tite Tem Rog_ 22! prodits/Units_Grae Nates N
— - =
“Igli Sl:lil]lll Iears with this window open the student can select the
subject of study
9th Grade / School Ye{yaremstes
Science
Communications i
Subject Language Arts Units  Grade
[Mathematics | [ Social Studies (40 V]| |
- - Hi t
| Social Studies v Physical Education, Health, and Wellness |_|" 0 v | none
Second Languages
| VI Jan e ViVl
[v3 Professional Technical and Career v v
| l . College Entrance Exam :” ” I|
Add More Courses %e:ﬁxp;?n’ec ! Save Information
Other
10th Grade / School Year [zoizzois v S Information
Subject Course Title Term Reg.  Units  Grade
[Mathematics v|[MA100 Algebra 1 +|[Fall v|[Reg v|[40 V| |[gne
[Communications V||COZGD Competitive Speech +|[Fall ~|[Elec v][4.0 v” I|n0\e
I 10 ! \
- viL_ Vv I\
If your school has entered course work student may select V] l_ 1 1 i 1
All Courses for Subject: Terms: Required or Elective, and
“Alge Units are all in drop down format for
MA100 Algebra 1 easy selection
MA200 Geometry W
MA300 Algebra 2
Subject Course Title Term
| V| +l
| V]| +][ T il
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Your organization’s password manager is the individual that data enters or batch uploads courses into
course planner. Please check with your organization to see who has this permission .
After logging into course planner, Select “Customize” and then select “ Create or Edit Course Planner.”
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Idaho Career
Information System

Log Out

Site Administration

Reports

Portfalios & Groups Other Accounts Customize Help & Links

From home page
click on Customize

DASHBOARD - LK CIS TRAINING SITE [ 7Heip @ Tutoriats |

Logins
Account Type Number of Logins since 8/1/2015 Quick Links
Portfolio o
Site username or IP 2

Reset Passwords
staff o Find a portfolio

Go to full report Curriculum
Site Resources
- Portfolio Priv:

Portfolio Accounts e
Account Type Number of pertfolios at site
Active Portfolio o
Portfolios created since 8/1/2015 o

Go to full report

Modules with Saved Records

CiSModule Al portfalies with saved records Pertfolios with records saved since 8/1/2015
ASSESSMENTS
FAVORITES

Go to full report

. . LK CIS TRAINING SITE, Site Administration

Idaho Career
= Information System

Site Administration

Help & Links

Customize Checklists Privacy

Create, edit, and activate Create, Edit, and Export Create and Edit Course Planner set Portfelio Privacy Options

chocklists. Checklists Content

Creare and adit course Assign and Activate Checklists Exporutlm Course Planner

onten
planner content. View Checklist Requirements
" Set Course fanner Custom Link

Set portfolio privacy options. Import Checklists

Slte username or 17 z
Reset Passwords
staff o Find a portfolic
Go to full report Curriculum
Site Resources
i folio Privacy
Portfolio Accounts Bartiolio Priv
Account Type Number of pertfolios at site
Active Portfolia 0 o
lick here to begin to create course

Portfolios created since 8/1/2015 o g

planner
Go to full report

Modules with Saved Records

CIS Medule All portfolios with saved reconds Pertfolios with records saved since 8/1/2015
ASSESSMENTS
FAVORITES

Go to full report




Select the subject drop down.

*Note: subjects are preloaded and predetermined by Idaho CIS.
Choose the subject that best matches your organization’s course.

LK CIS TRAINING SITE, Site Administration ~
O Idaho Career
= Information System ance Log Out

Site Administration

Reports Portfolios & Groups Other Accounts Customize Help & Links

SITE COURSE PLANNER - MAIN MENU 7 Help & Tutorials

Waintan Ste ata Tables Courses for LK CIS TRAINING SITE

Add Courses « Select a subject to add new courses or edit/delete existing courses for that subject
Add Pathways and Link to « When adding or editing a course, to select more than one school year for the preferred school years,
Courses hold the control key down while selecting the preferred school years
[ CIHCKherto load single class work by subject |
Delete All Courses and Select a subject:
Pathways Select a subject:
i - — [ R —
Introduction [--Setect -+
Edit Introduction
s , ana
Display State Pathways
and
Set Visibility
Reports
Generate Courses Report
Generate Pathways Report
Generate Courses in Click here to Import or Download Excel sheet to data entry
Pathways Report course work or class schedules
Export/Import <e— v
. . o . . .
Add coursework either individually or by completing the Excel sheet and uploading .
LK CI5S TRAINING SITE, Site Administration -~

Idaho Career
Information System

Site Administration

& Groups Other Accounts Customize

Reports

SITE COURSE PLANNER - MAIN MENU 7 Holp & Tutorials

To add courses click here. If a pathway is
desired choose below. Pathways are also

Maintain Site Data Tables data entered or uploaded.

Courses for LK CIS TRAINING SITE Create an Intoduction students can see
Add Courses g ="+ select a subject to add new courses or edi existing courses for that subject
Add Pathways and Link to * Vhen adding or editing a course, ject more than one school year for the preferred school years,

Courses hold the control key & selecting the preferred school years

After choosing
the subject,
Course Planner
will show all
loaded
information
added to that to

Delete All Courses and
Pathways

[Mathematics ~|

Introduction

Edit Courses for LK CIS TRAINING SITE

that subject

Subject Course mﬁr ::‘r': Special Notes m::{r %EE'M Edit  Delete
Mathematics Algebra 101 4 10 m Delete
Mathematics Algebra 102 4 11 Edit Delete

Reports Mathematics AP algebra 105 “ 11,12 Edit Delete
mathematics  College Algebra 104 4 12 Edit  Delete

e e Mathematics  Pre Algbra 100 7 s Edit  Delete

Generate Pathways Report

Generate Courses in Mathematics 1I[ 1I[ i =] oin Grage : :‘ﬁ

Pathways Report 8th Grade o

Export/Import




When batch uploading using the Excel spread sheet, be sure to click “Trial Run” button the first
time to ensure information is correct. Incorrect information will be notated with and error cod-
ing . This packet contains a list of the error codes but it can also be found under status codes
which appears only when uploading materials with errors

T R— e |
Site Administration 1

Reports Portfolios & Groups Other Accounts Customize Help & Links

SITE COURSE PLANNER - COURSE EXPORT/IMPORT

Maintain Site Data Tables Export or Import Courses @
Add Courses Import Courses

Add Pathways and Link to

Courses select an Excel file to import:

Delete All Courses and

Pathways
® append courses > rReplace all courses

Introduction

Edit Introduction

Processing Status.

Display State Pathways
Set Visibility
Reports

Generate Courses Report
Generate Pathways Report
Generate Courses in
Pathways Report

Export/Import

Export Courses.

Import Courses

SITE COURSE PLANNER - COURSE EXPORT/IMPORT

Maintain Site Data Tables Export or Import Courses @
Add Courses Import Courses
Add Pathways and Link to
Courses select an Excel file to import:
Delete All Courses and
Pathways
®) append courses O rReplace all courses
Error status
Introduction codes will
M Trial run appear.

Edit Introduction

Processing Status.
nisplay State Paﬂlwﬂys 9/14/2015 2:17:35 PM Process Status: Started
9/14/2015 2:17:35 PM File Conversion: File converted

9/14/2015 2:17:35 PM Process Status: Trial Import Started

set Visibilit;
& 9/14/2015 2:17:35 PM Process Status: Trial Import Completed

heck messages and grid be¥eyy for errors)

Reports Review (check for errors in Status column). Status Codes ) [ Export Results to Excel

Generate Courses Report Subject Course CourseNumber CreditHours I;;isﬂ PathwayTitleOnly P"ﬂﬁmﬂ&:h“““

Generate Pathways Report Hurmnan
Humanities . HU100 a 9
Generate Courses in Understanding
Pathways Report Must
have
H iti Vertd HUTO1 4 HU 10
Export/Import umanities Understanding
100
first
Export Courses s
Social Studies wWorld History SOC 100 4 10
Import Courses
Social Studies US History sSOC 101 a 11
Export Pathways — .
Communications English | ENG 100 4 I
Import Pathways B
P v Communications English 11 ENG 101 4 10
Export Courses in Pathways A P

Communications Composition | COMP 100




Once created and loaded Course Planner, becomes continuously available to the student. Instructors
with Staff accounts can view students’ individual Course Plans by clicking Profiles.

LK CIS TRAINING SITE, Site Administrat

Idaho Career
-'- Information System

Site Administration

Reports Portfolios & Groups Other Accounts Customize Help & Links

Staff does not have access to

nﬁsHBuﬁRn - LK cls Tn&l“l"s s[TE development of Course Manger. To Help & Tut t3

view Student Course Planner click
Portfolio. Select student or group and
open profiles

Account Type Number of Logins since 8/1/2015
Portfoli 4
Site username or IP 2

Reset Passwords
Staff 5 Find a portfolio

Go to full report Curriculum

Site Resources
Portfolio Accounts ertfolio Erisacy
Account I]’H Mumber of portfolios at site
Active Portfolig 4
Portfolios created since B/1/2015 4

Go to full report

Modules with Saved Records

CIS Medule All portfolios with saved records  Portfolies with records saved since 8,/1/2015
ASSESSMENTS

Career Cluster Inventory o o

IDEAS o 0

Interest Profiler o o

Once the profiles list is open, select “View.”

LK CIS TRAINING SITE, Site Administration
B  idaho Career
= Information System

Log Out

Site Administration

Other Accounts Customize Help

P[IHTH]I."] SELECT [ £ search Settings ] [ 7 Help & Tutorials ]

Searched on Graduation Year for '2020'

Passwords Click to Search

Re

Select | Unselect | Export | Export for Upload | Print | Send Message otal records = 5]
Last Name First Name Username Unigue ID Password Last Use Grad Year Edit  Delete View  Files
[1  Bombshell Becky SPBecky 04001 Reset 08/13/2015 2020 Edit Delete View
[ cartman Eric SPEric 01001 Reset 08/13/2015 2020 Edit  Delete | View
[0 kaldor LP trainerlp Reset 09/09/2015 2020 Edit Delete View
[0 Thekrazy Kyle SPKyle 02001 Reset 08/13/2015 2020 Edit  Delete | View
[0 Theman Stan SPStan 03001 Reset  08/17/2015 2020 Edit Delete  View

971-2015 University of Oregon. All rights reserved. Created by intoCare a unit of the University of Oregon.

Idaho Information @ 2015, Idaho Department of Labor-Career Information System. All rights reserved.




Once open, staff can select what to view by selecting either “Complete Reports” or “Condensed Re-
ports.

[ Tew Selec em
View these portfolio items:
Career Plan [[] personal Learning Plan
] checklists Application Tracker
] Grade 7 [ Résumé Creator
g Grade 8 [] personal Information
Grade 9 Stored Files and Links

[] Grade 10

[] Grade 11 NS

[] Grade 12 Visitors

[] Get pPrepared I Check for Peterson’s results I

[] Build Your Résumé & Cover Letter
[] Jump Start Your Job Search
[] Ace the Interview

I Select All Topics I l Clear All Topics I

e Course Planner is greyed out until
® Complete Report student adds information, and
(detailed list of courses for each year) cannot be selected

Condensed Report
(summary of courses by year and subject)

Stan TheMan My CIS Portrolio

CSenerated by Idaho Career Information System

Course Planner

oth Grade
sSubject Course Title | T erm Req- Units | Grade Notes
Mathematics Pre algbra | Fall Req
Communications English I All vyear Req

Stan TheMan - My CIS F

TEoAFICO | B

1S
DEPARTMENT OF LABOR Hll 1 daho Career Informfation System - CIS

course planner, This is the
report generated view

If student has created I

All grades that Course Planner is created for will show or appear. In this example only 9th grade was com-
pleted by the student.







COURSE PLANNER STATUS
CODES

C1 = Course cannot be blank

C2 = Course name too long (max 100 characters)

C3 = Course name contains an unrecognized character (check for smart quotes, en
dash, em dash, trademark symbol, accent characters, or any other speial
characters)

CH2 = Credit Hours too long (max 10 characters)

CH3 = Credit Hours contains an unrecognized character (check for smart quotes,
en dash, em dash, trademark symbol, accent characters, or any other
special characters)

CN2 = Course Number too long (max 20 characters)

CN3 = Course Number contains an unrecognized character (check for smart
quotes, en dash, em dash, trademark symbol, accent characters, or any
other special characters)

DB = Duplicate course (same subject, course name, and course number) in data base,
or other data error

DUP = Duplicate entry (same subject, course name, and course number) within the
Excel spreadsheet

NW = Not written because of previous row’s database error (duplicate course or
other error)

PSY3 = Preferred School Years is not a list of predefined school year numbers for
this site, or multiple numbers are not separated by commas (e.g., “9,10” f
or Freshman and Sophomore years)

PT2 = Pathway Title Only should be “Yes” or blank

S1  =Subject cannot be blank

S2 =Subject too long (max 100 characters)

S3 =Subjectis not in state-defined list of subjects

SN2 = Special notes too long (max 100 characters)

SN3 = Special notes contain an unrecognized character (check for smart quotes,
en dash, em dash, trademark symbol, accent characters, or any other
special characters)
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