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I‘ Introduction

About the Career Information System

Career planning is a lifelong journey requiring many decisions along the way. CIS wants students to be able
to learn about all of their career options. CIS Junior introduces students to career exploration and helps
them make informed choices about their futures. CIS Junior prepares today’s youth for the decisions that
create rewarding pathways.

CIS Junior

CIS Junior provides components designed for sixth through eigth grade users. Us-
ing CIS at these grade levels can support reading, writing, decision-making, and
critical thinking skills while developing self-awareness, career exploration, re-
search, and planning skills.

CIS Junior helps middle school users plan for high school and beyond. CIS Junior
cultivates student self-awareness and helps students build education and career
plans and portfolios that can be transferred to and augmented during high school,
for a lifetime of career development.

This handbook is divided into two parts. 1) Introductory sections to help familiarize you with the tools in
CIS Junior and 2) Classroom activities and lesson plans using CIS.

Introductory Sections

These sections will help you become familiar with the tools and components in CIS Junior and how to
maneuver through the system. Sections highlight how to help students log in and create their personal
portfolios, the information located in the different tabs and how to use tools such as the Assessments,
Course Planner, and Career Plan Report. Think of this as your user guide and a quick reference on where
to find things in the system.

Classroom Activities

This part of the handbook provides you with a variety of activities and lessons you can do with students.
Most of the activities require a computer lab, but some can be done in a classroom so you have options for
any situation.
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I‘ Section 1: The CIS Portal Page

Objective: To become familiar with the CIS Portal Page

CIS Portal Page

The CIS Portal Page provides login access to the CIS system, detailed information about CIS products and
services, and helpful career development links. It is your starting point for using CIS.

JOB SEEKERS ~ BUSINESSES ~ CAREER INFO  WAGES & STATS CALENDAR

wmaTExTsiZE @print Yol [l O 0 2 ¥

Idaho Career Information System - CIS

Idaho CIS Contact Information
Providing comprehensive career information, resources and services to help you Frene: (208 2552702
g p ' py Toll Free: (800) 935-4247

make successful education and career decisions. Email: idahocis@labor.idaho.gov

LOGIN - CIS IDAHOWORKS

DEVELOP - ’_ 4 account here:

EMPLOYABILITY - 7 S

SKILLs e gl " ) b Dl
BECOME A VOLUNTEERN \ passworc: ([

» Don't have a login? » Forgot your password?

Bookmark this page using your browser’s bookmarking feature.

Using the CIS Portal Page

By familiarizing yourself with the CIS Portal Page tools, you will learn a great deal about the Idaho Career
Information System.

Login Box

The login box provides three avenues for logging into CIS: Login-CIS, IDAHOWORKS and Guest-CIS. Let’s
take a closer look at each. In most cases you will want to have your students log in using option @

@ Sign in to CIS Junior using an individual portfolio username and password or the site's username and
password.

@ Sign in to CIS using your IDAHOWORKS Department of Labor user name and password.
@ Use the guest version of CIS.
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Idaho CIS Specific Information

Access and learn about student tools including : @ Access CIS support materials including reference
guides, quick start manuals, tutorials and much

information about creating a portfolio, career

plan, and assessments.

©)

students.

Learn about tools to help educators to introduce
academic planning and career exploration to

Learn about additional training to help you get

G the most out of CIS.

more.

Access technical support for logging in to CIS and

troubleshoot common problems.

Access information about Idaho Department of
Labor Youth Services including CIS and other

@ Contact staff at CIS for advanced technical
support or for more information about training.

career planning resources.

Objective: To familiarize you with the CIS Junior Home Page.

Students

How do your current and
upcoming classes impact your
future? Do you need help with
decision making and setting
goals? €15 has tools and
information needed to design
your future.

a Prepare for your future

What can CIS do for you?

Parents/Guardians

You want your child to have a
happy and successful future. CIS
helps you and your child make
informed education and
occupation decisions to reach
their potential and meet their
goals.

9 Help your child succeed

Adults

Use €15 to learn about your
strengths and options at any
stage of your career and
discover useful tips and
necessary skills for finding a job,
writing a resume and
interviewing.

9 Continue towards your
career goal

Educators

Career development can be
difficult to fit into your class
time. ClI5 helps you integrate
career informaticn into any
subject area, helping your
students plan, make decisions,
set goals and follow through.

e Teach your students to
succeed

CIS Products

Online systems of education and
careers information, interactive help
with interviews and resumes, games
and activities for younger students -
CI5 provides products for all levels of
career development.

Publications

Support materials to help you use IS
products: reference guides, quick
starts, tutorials and much more. See
the CIS Mews and other career
development-related publications
and sites.

Youth Job Services

From discovering new ways to pay for

college to earning a GED, the |daho
Department of Labor has a variety of
programs to help students succeed in
today's world.

Training

Workshops, webinars, slideshows and
guides o help you use CIS products
with your students and dients. We're
here to help!

Technical Support

Here's backup information on system
requirements, logging in to CIS, and
troubleshooting problems. Find your
answer here or contact us for more
help.

Adult Job Services

Career development is a life-long
process. The ldaho Department of
Labor has a wide range of programs
to help connect job seekers with
businesses.

About CIS

The mission of the ldaho Career
Informaticn System is w provide
comprehensive career information,
resources and services to help you
make successful education and
career decisions.

Contact CIS

With extensive knowledge about
education and workforce, CIS staff are
ready to help you build 5 robust
college and career plan for your
school or organization and answer
any questions you may have.
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I‘ Section 2: The CIS Junior Home Page

CIS Junior Homepage

The homepage is where students begin using CIS Junior. The Idaho CIS logo is on the upper |eﬂ®and

appears there on most CIS Junior pages. When clicked, it always returns the user to this homepage. The

name of the school or site appears on the top right @You may see “Go To"; this allows you to switch to
other versions of CIS.

The user bar (3)sits right below that, and it contains the first name of the user if the user logged into CIS
Junior with their portfolio username and password. If a user has not signed in with a personal username and
password, the account settings link in the pull down menu allows the user to create or edit portfolio
information and share his or her portfolio. The user bar also informs the user about unopened messages
and provides a logout link.

The user badge llows instant access to the user’s portfolio, as does the horizontal global navigation bar
@ across the upper part of this page. Click any tab to see the mega menu or overview of the CIS contents
or this topic. You can also click the tab and read a more lengthy description of the contents in each tab.

From the CIS homepage, you can access any of the content or tools in CIS.

( 2 > id_sitetype2
I: %Y Aaron ~ 2 0 Messages

@]D’ \] IO [ TS Text Only Version Log Out
pepArTMENT oF Lagor | Il Idaho Career Information System - CIS Junior

Plan  Research  Explore My Portfolio

Aaron 4

My CIS Portfolio »
Edit Image

START THE

Activity Map UH RlGH]—

Beginning Steps
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CIS Junior Assessments

I‘ Section 3: Explore using

Objective: To learn how to find, present and help students interpret the assessments in

CIS Junior.

CIS Junior’s interactive assessments are found on the Explore Tab @ and help students learn more about
themselves by helping them recognize their interests, strengths, skills, work values, and learning styles.
When you use a CIS Junior assessment, always:

o Familiarize yourself with the assessment (see Section 7 “Tutorials, Quick Starts and Guides”).

o Prepare students so they know why they are taking the assessment and what they can expect to
learn.

e Interpret assessment results with the student.

e Connect the results to information about the occupations.

When a students views results from multiple assessments and/or the same assessment taken more than
once, they will not only see that some occupations repeatedly match their characteristics or choices BUT
ALSO that the different assessments result in different lists of occupations. Assessments do not make a stu-
dent’s occupation choices for them; rather they match occupational characteristics to what the stu-
dent knows about himself or herself.

If an assessment is in both English and Spanish in CIS Junior you will see this icon: . Click it to

switch between languages.

Important note: the user should always be logged in with his or her CIS Junior Portfolio username and
password when taking an assessment. This will allow the user to save his or her answers to an assessment in
progress, refer back to the assessment’s results for further exploration, and create a report that combines
results from various assessments to see which occupations appear on more than one set of results.

Elllh]r?- @ What lifestyle can | afford? How do my interests relate to How do | review my assessment

Answer questions about Reality Check UEBUFH‘II]IIS? results?
yourself and connect to
occupations that match your
interests and lifestyle
preferences,

Career Cluster Inventory Sort and Assessment Results

IDEAS

Learn more

CIS JR. BASICS Training Manual
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Interest Assessments/ Inventories

Interest inventories are often the first type of assessment used for those who are new to career
development. These instruments measure interests as they relate to occupations. The results display a list
of occupations that match the student’s interests. CIS Junior has two interest inventories and both are
presented in English or Spanish.

Career Cluster Inventory

This 80-item survey of interests targets younger students (grades 6-8) or the user with limited English
proficiency or reading skills. Reading is at the sixth grade level. The student indicates whether he or she
would like or dislike performing various tasks or activities. Results are in the form of a list of all 16 national

career clusters with those whose occupations include tasks that respond closest to the student’s choices at

the top. Each title links to information about that career cluster, including links to occupations within the

cluster.
Plan Explore
Explore What lifestyle can | afford? How do my interests relate to How do | succeed on the job?
. ions?
Answer questions about Reality Check ﬂl:[:llpallﬂlls. Employability Skills Survey
yourself and connect to Career Cluster Inventory
occupations that match your . . 2 ,
interests and lifestyle What is my learning style? IDEAS HMILU?I review my assessment
preferences. Learning Styles Survey festlis:

Sort and Assessment Results
Learn more

Select the Career Cluster Inventory®from the “Explore” menu. The assessment opens with an instruc-
tional screen @Nhich the student reads; he or she then clicks the “Rate the activities” link to proceed to
the first activity to be rated (@ on next page).

@

CAREER CLUSTER INVENTORY - GETTING STARTED 2 kelp & Tutorials | | = esparil |

Does Career Cluster Inventory tell you what you can be or should be? NO!
No software can do that. Only YOU can decide what to do with your life.

Career Cluster Inventory can help you narrow down your choices. Here, you rate 80 activities on how much you think you would enjoy deing them. Most of these
activities are things you have done before. Think back to when you did the activity (for example, asking someone to sponsor you in a walk-a-thon). Did you like
asking that person to donate money? Rate that item for how much you liked it.

Some of the activities are things you have not done before. For each activity, take a minute to imagine deing it. For example, what would it be like to actin a
school play? Would you like it? Would you dislike it? Mot sure?

The response choices are:

CIS JR. BASICS Training Manual
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EAREER BI.“STER INVENTBRY @ ? Help & Tutorials ] [ = Espariol ] [ * Save ]

1. Go fishing.

e Vew - m m

PROGRESS | 80 Remaining

Select one to continue.

A sample Career Cluster Inventory results page is shown here All16 career clusters are listed, with
those containing occupations that rely on tasks that respond closest to the student’s choices at the top.
Each career cluster title links to information about that cluster, including links to occupations within the
cluster.

The numbers in the “Score” column range from a low of © to a high of 15, and are based on responses to
interest questions related to specific clusters. For the five response choices to each question, scores that
apply to that career cluster are credited with a three for “Like Very Much,” a two for “Like,” one for “Not
Sure,” and a zero for “Dislike.”

CAREER CLUSTER INVENTORY (4) (rreparooms | (o) (3] (57

Career Clusters Score

Business Management and Administration

Law, Public Safety, Corrections, and Security

Transportation, Distribution, and Logistics

Health Science

Science, Technology, Engineering, and Mathematics

Human Services
Information Technology
Marketing

Arts, Audio/Visual Technology, and Communications

Government and Public Administration

5]

Architecture and Construction

Agriculture, Food, and Natural Resources

Finance

EoN

Hospitality and Tourism
Education and Training

w =l

Manufacturing

CIS JR. BASICS Training Manual
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IDEAS

The IDEAS assessment also asks the student to rate everyday activities based on how much they would en-
joy doing them. IDEAS is written at the sixth grade reading level.

Note: IDEAS is an optional CIS Junior module; not all schools have this assessment.

StartHere  Plan

Explore What lfestyle can | afford? How do my interests relate to How do | succeed on the job?
. ions?

Answer questions about Reality Check IlCI:lIIlatlﬂllS. Employability Skills Survey
yourself and connect to Career Cluster Inventory
occupations that match your . . 7 .
interests and lifestyle What is my learning style? IDEAS HWII::: review my assessment
preferences. Learning Styles Survey resuts:

Sort and Assessment Results

Learn more

Select IDEASGFrom the “Explore” menu. IDEAS opens with an instructional screen

which the student

reads; he or she then clicks the “Rate the activities” link to proceed to the first activity to be rated (@ on
next page).

nes (2) rrop o ) (S

IDEAS can help you identify your interests and match them with a wide variety of careers. It doesn't tell you what you should be but compares your interests to
others in your age group.

The following pages contain activities related to various careers. For each activity, choose the response that indicates how much it appeals to you. Don't worry
if some of the activities are unfamiliar or require training that you do not have. Don't worry about salary, status, or training. Keep in mind that all occupations
and careers are open to everyone.

There are 128 activities. Do not spend too much time on any one item or talk with your friends to see how they are doing. There is no time limit, but try to
work at a steady pace.

The response choices are:

« Like Very Much
+ Like Somewhat
« Indifferent

+ Dislike Somewhat
« Dislike Very Much

MOTE: Your results will be saved automatically when you reach the results page. To add personal comments, click the Save option. If you need to log off before

rating all the activities, be sure and Save what you have completed.
Rate the activities

CIS JR. BASICS Training Manual
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IDEAS @ ? Help & Tutorials ] [ = Espaiiol ] [ * Save ]

1. Work with small hand tools

ol Like Very Much ¢ Like Somewhat m L Dislike Somewhat " Dislike Very Much

PROGRESS | 128 Remaining

Select one to continue.

After the student has rated all 128 activities, a norming page will appear. The student should click the
buttor@corresponding to their current grade in school then click “Submit”. @

IDEAS

The interpretation of your IDEAS scores depend on your grade in school.
Indicate your grade by selecting one of the following:

@ 2 Grades 7, 8, 9

) Grades 10, 11, 12

':Adult@

A sample IDEAS results page is shown on the next page @ The table lists the 6 Holland codes’ subcate-
gories (two or three subcategories per Holland code) across the top and eight levels of interest (two or

three levels each of high, medium and low) down the left side (@next page). Colored checkmarks indicate
at which interest level the student’s responses most closely match occupations in each subcategory.

CIS JR. BASICS Training Manual
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The student can see a short explanation and a list of the occupations linked to a Holland subcategory by

clicking on its three letter code @at the top of the table OR by clicking its icon t the bottom of the
table.

The “Score” numbers at the bottom of each column @ indicate how this student’s rankings compare to

others of their age/ grade.
Clicking on the “Understanding Your Profile” link @at the bottom-left corner of the table links to a page

"]EAS @ [ ? Help & Tutorials ] [ = Espariol ] [ * Save ] [ & Print ]

Interest Realistic Investigative Artistic Social Enterprising Conventional

Area
MEC PR NAT MTH SCI MED RT WERI COM EDU Hi PUE BUS SAL EF EFCOO

. v
Y Y .

SN

il y
/ V/ V/ /
V/ y

Interest

Score 9 1 27 8 10 26 29 7 9 24 26

] 22 29 7 15 23

explaining IDEAS scoring and how to interpret them.

Dependable Strengths

The Dependable Strengths self-assessment helps the student identify his or her strengths based on
abilities used in their own experiences. During the Dependable Strengths process students analyze past
successes, or “Good Experiences”, to identify abilities and understand the link between personal successes

and success in the workplace.
This assessment can involve some group activity if that is preferred, or students can work alone.

Note: Dependable Strengths is an optional CIS module; not all schools have this assessment.

CIS JR. BASICS Training Manual 16
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Select Dependable Strength@ from the “My Portfolio” menu. The introductory screen @)pens in a new
browser tab or window. You are now at a page on the www.wois.org website. If this page does not appear,
it is likely that the browser is set to block popups. This setting must be changed to allow popups from

www.wois.org to appear.

A StartHere  Plan  Research [EESTUCHN W TE I

My Portfolio Where are the pages and results I've  How do| record my school What are my unigue strengths?
Return to your CIS favorites, saved? activities? @ Dependable Strengths
view your CIS assessmen.t Favorites Résumé Creator
results, and store your files. Sort and Assessment Results saved and Uploaded Résumés What practice tests can | take?
View My CIS Portfolio Stored Files and Links Academic Practice Tests
How dol plan my courses? More Academic Practice Tests
Where can I'see all of my Course Planner Civil Service practice tests
reflections?

Career Plan Report

Click the “Start Dependable Strengths” |ink®to begin. You will be guided through many steps to identify
good experiences, determine the personal strengths that allowed you to create those successes, and relate
them to valuable work-related skills.

Dependable Strengths @

Each persan has a unique combination of core skills, abilities, qualities and traits that he or she enjoys using and can use easily. |dentifying your Dependable Strengths can lead to a
career pathway and occupation that you will enjoy and do well

The six-step process includes:

Identifying many past good experiences,

Selecting the top four good experiences,

Completing the Strengths Chart,

Identifying the Top Strengths,

Determining a Career Pathway using the Top Strengths,
Selecting occupations from that Career Pathway .

W Finding your Dependable Strengths is an enjoyable exploration that begng into your memeory for experiences that help reveal your skills and strengths.

Start Dependable Strengths

© 2014 WOIS/The Career Information System. 1415 Harrisen Ave NW Suite 201, Olympia, Washington 8502
Phone: 360.754.8222 or 1.800.700.WOIS Fax: 360.943.4257 E-mail: info@weois.org

Dependable Strengths progress and reports are not stored in the CIS Portfolio, but when student’s log
back in with their CIS Portfolio username and password then proceeds to the assessment, the Dependable
Strengths site knows who they are and retrieves their work to date. @

. |
Restore Session @
Would you like to start where you left off?
o)
_|
CIS JR. BASICS Training Manual 17
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Lifestyle and Budget Assessment

Reality Check

This assessment matches the costs of the student’s selected lifestyle expectations to occupations with in
come that match these expectations

Reality Check can be used in three ways: the student can select various lifestyle options then see
occupations that are available based upon the costs of these choices; begin with the salary the student
wants to earn and find occupations that match this salary, begin with an occupation and view the lifestyle
items that can be purchased with the salary of the chosen occupation.

Begin by selecting Reality Check 1 under the “Explore” tab on the homepage. You will see the
introduction shown below. Students can watch the video to see how this tool works, then select any of

the links to the three ways to use this assessment.

Plamn  Research
Explore What lifestyle can | afford? How do my interests relate to How do | succeed on the joh?
Answer questions about Reality Check Ill:l:llllatll:lIIS? Employability Skills Survey

yourself and connect to
occupations that match your
interests and lifestyle
preferences. Learning Styles Survey

Career Cluster Inventory

What is my learning style? IDEAS How do | review my assessment
results?

Sort and Assessment Results
Learn more

Geta Rea"ty Check @ Knoanurﬂccupatiun?@ Know YourSaIary?@

Know which occupation Already know the salar u
Find out how much money you need to earn to pay for housing, food, i o UD‘ o you. 8 y‘ s 'sa AYY0
. G2 5 7 want to pursue? Figure out if need? Find out which
clothes, transportation and other living expenses. Then find out which i 1 5 5 .
it can support your lifestyle. occupations provide this salary

ti rt this lifestyle.
occupations support this lifestyle b is diion egion:

Start Your Reality Check Start With an Occupation Start With a Salary

CIS JR. BASICS Training Manual
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If you select “Get a Reality Check”, you will choose one of six cities in Idaho to set up the appropriate costs
for that part of the state.

You will then be guided through 12 lifestyle and budget items, each of which gives you several choices and a
blank for entering your own cost estimate. See the screen below—this student, who selected the Boise ar-
ea, has chosen a one bedroom apartment for their housing. A running budget total keeps track of a
chosen expenditures. After selecting or entering a cost, click the green “Next'o proceed to the next
item. You can skip an item without making a choice for it.

Note: the pre-loaded costs for each budget item, is area specific and is updated annually. Based on data
from the Idaho Department of Labor and other sources. Students may not agree with Reality Check’s fig-
ures, but they are well-researched. Most of the items let you enter your own cost@ if you know it, e.g. the
cost of a 3-bedroom apartment in your part of town that you will share with two friends.

Tip: think of these lifestyle and budget items as choices students will make after completing their postsec-

ondary education and they have their first fulltime job.

REAI.ITY EHECK [ = Espariol ] [ W Save ] [ 17 Save as New ] [ D Start Over J

A

O*'0ll=ma+ 2006 = =

$0 a Month

For Boise

What Type of Housing Will You Need?

Once you decide where you want to live, you need to decide what type of housing
you want. Sharing a place with family or friends can be a good way to reduce
your housing costs.

3 bedroom apt.

$1153

Select one of the options, or enter your own amount.

CIS JR. BASICS Training Manual 19
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After you have made choices for your lifestyle and budget items, you will see an “Adding it All Up” page

displaying your monthly and yearly chosen expenses @annual taxes for that part of the state @and the

total annual salary @ you would need to earn to support your lifestyle/budget choices.

Below are the amounts for the items you have selected. Now that you know how
much your expenses are, the next step is to find out which occupations pay you

Adding it All Up
the salary you need to afford your lifestyle.
Your Monthly Expenses Totals for Boise
# Housing 5627
® utilities 50
O Communications 5163
il Food $360
g Transportation 5525
A, Clothes 560
# Health Care 570
&P Entertainment 5125
Q Personal Care 550
& Miscellaneous 5100
@ Student Loans 5200
o Savings 5114
Monthly Expenses} q ) 52394
Annual Expenses $26,128
Federal Taxes @ $4,510
State Taxes $2.436
Total Salary Needed @ $39,674

The Investigate Family Expenses page lets you
choose how many children to account tar in your
monthly budget and explains how that cost would

be added in.

NOTE: These numbers are not added to
your ,monthly budget; they are just for the individu-
als reference

CIS JR. BASICS Training Manual
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o

@ Select Number of Children to See Expenses

0 children cost $0 a month per household.

Your expenses currently total $2,394 a month.

You may have already accounted for the expense of raising a family. If not, you can
go back and edit your Reality Check selections.
This figure is based on the estimated annual expense of raising a child. This
estimate covers:

+ Food

« Transportation

« Clothing

* Health care

« Child care

+ Education

« Miscellaneous (e.g., personal care items, entertainment, and reading materials)
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If you choose “Start With an Occupation “@from the Reality Check opening window, you will choose one
of six cities in Idaho to set the salary for occupations in that part of the state. The next window, Enter Your
Occupation, will let you choose an occupation from your saved favorites @, or search for an occupation

title .@E)

REAI.ITY EHECK [ = Espaiiol ] [ & Restore ]

Geta Rea"ty Check Know Your Occupation? Know Your Salary?
Find out how much money you need to earn to pay for housing, food, Khowriyhich OCCUp,amn you. Already'know she .salaw ol
want to pursue? Figure out if need? Find out which

clothes, transportation and other living expenses. Then find out which

occupations support this lifestyle. it can support your lifestyle. ?ccupau?ns provncfe this salary
< : > in your city or region.

Start Your Reality Check Start With an Occupation Start With a Salary

Enter Your Occupation
If you already know the occupation you want to pursue, select it from the drop-
down list below. If not, start over and select Get a Reality Check from the main
menu.
m Select One
. 4 _
Browse or Search Owcns &
(32:)| Q
Favorites -
Machinists D
All Occupations
Accountants and Auditors
Actuaries
Acupuncturists
Addictions Counselors
Adrministrative Services Managers v
CIS JR. BASICS Training Manual 21
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The next step will be to go through the Reality Check lifestyle and budget choices again, but this time your

chosen occupation’s monthly salary is displayed @ and a running annual cost decreases as you make life-
style/budget choices.@

'
O'*' o= axrzt e b

$5,754 out of $5,754

If you choose Start With a Salary@from the Reality Check opening window, you will enter an annual
salary that you have already researched @

Reality Check will ask you to select where in Idaho you plan to live, how much postsecondary education
you plan on and which occupational clusters, if any, you plan to work in.

After you've made your location, salary, education level and occupation cluster choices, you'll see a list of
occupations that meet all of those criteria.

Get a Reality Check Know Your Occupation? Know Your Salary?

Know which occupation you Already know the salary you

want to pursue? Figure out if need? Find out which

it can support your lifestyle. occupations provide this salary
in your city or region.

Start With an Occupation @ Start With a Salary

Find out how much money you need to earn to pay for housing, food,
clothes, transportation and other living expenses. Then find out which
occupations support this lifestyle.

Start Your Reality Check

StartWithaSalary 2

If you already know how much money you
need to earn, this option allows you to skip
through most of Reality Check so you can
view a list of occupations right away.

Enter Yearly Salary
|

CIS JR. BASICS Training Manual
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How Do You Learn?

Learning Styles Survey

This informal self-assessment is a 24-item, quick way of assessing a student’s personal learning style. Its
purpose is to help them identify the settings or situations they may find most beneficial to learning new
things, either in the classroom or studying away from school.

To begin, select “Learning Styles Surve@ from the “Explore” menu.

I B Explore

Explore What lifestyle can | afford? How do my interests relate to How do | succeed on the job?

. ions?
Answer questions about Reality Check ocet patluns. Employability Skills Survey
yourself and connect to Career Cluster Inventory
occupations that match your . . ? .
interests and lifestyle What is my learning style? IDEAS Hmvltlg?l review my assessment
preferences. Learning Styles Survey restlis:

Sort and Assessment Results
Learn more

This survey is a fillable pdf; it may also be printed and filled out away from the computer.

Learning Styles Survey

This survey can help you identify the ways you learn best. You will also learn study
tips for your learning style. This can help you study and, thus, learn better. When
you are in the world of work—ijust like in school—you will learn new things often.

Instructions: For each item below, write the point value in the cell that best describes you. For
example: if you answer Often to ltem #1, place a 5 under Often in row #1. Be honest about your
answers. Your answers will help you learn about how you learn.

# | ltem OFTEN SOMETIMES NOT OFTEN
5 points 3 points 1point
1. | Can remember more after my teacher tells me 00
about a subject at the front of the class. S.
2. | Like to have information written down on the 3.00
board. in a book, or on a piece of paper. :
3. | Like to write things down or take notes to help me
remember information. 1.00
4, Like to use posters, models, and activities to help 3.00
me remember information. :
5. | Need someone to explain diagrams, graphs, and
visuals to help me remember information. 5.00
6. | Like working with hands or making things. 3.00
7. Good at making graphs or charts. 1.00
8. | Good at listening for sounds that match when |
hear two or more sounds close together. 3.00

After students fill out the questionnaire, they will add up (or online, scroll down to see) their scores for
visual learning, auditory learning and tactile learning (shown below). The learning style with the highest
score is most likely to best suit them. The Learning Styles Survey calls for student’s; thoughts on how they
learn, and provides tips ( @ on next page) for different styles.

The highest score is probably your preferred | VISUAL AUDITORY TACTILE
learning style. ponts | 22.0| pomnts |28.0| pomts |24.0
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@ Learning Style Study Tips

There is no best way to learn. You may find that study tips from all three
of learning styles are useful. You can experiment to find which ones work best for you.

types

Auditory

You may learn best through your ears. You need to sit where you can hear what is going on in the
classroom. You like to listen to the lesson and take notes on it later. It is helpful if you can talk about
the facts and concepts you leam in class with a friend or a study partner immediately after new
learning. You may hum or talk to yourself when you are bored, and you remember things through the

. & & & @

sounds related to the experience.

Study Tips for Auditory Learners

Tactile

You may learn best through your body. You probably enjoy athletics, like to share your opinion with
others,
because you can touch keys as you type. In fact, recopying your notes by retyping them into your
computer could be helpful. Doodling while studying, eating a snack, and moving frequently helps you
concentrate.

Study Tips for Tactile Learners

Tape record lessons or your notes and re-listen to them later.

Quietly say the words out loud when you read so you can hear them.

Talk to yourself about important points in your notes.

Ask teachers to give directions out loud or ask a study partner to read them.

Put key ideas or facts into a song or rhythm to help remember them.

Join or organize a study group discussion to learn subjects.

Sound may distract you or you may find that having sound in the background helps you
concentrate.

Do homework with friends in person or over the telephone.

Ask a visual or tactile study partner to create a verbal quiz for you.

and prefer to learn by doing and experiencing. You may learn best when using a computer

Write with a big pen and take notes in class to give your hands something to do.
Use flashcards or multi-colored index cards to help remember dates and facts.
Type or recopy your notes from class or from your textbooks.

Underline while reading or write notes in the book (if permissible).

Take frequent, small breaks while studying.

Do You Know How to Succeed On the Job?

Employability Skills Survey

This informal self-assessment lists 24 skills that are valuable in any workplace and any work situation. These

skills are also pertinent in school and in a range of daily activities. Students rate, on a scale of 1to 4, how

adept they are at each skill. When they have completed the survey, they print it as a reference for improv-

ing their skills in different

areas.

This assessment is found in the “Explore” mem@

Explore

Answer guestions about
yourself and connect to
occupations that match your
interests and lifestyle
preferences.

Learn more

What lifestyle can | afford? How do my interests relate to How do | succeed on the job?

occupations?

Reality Check mployability Skills Survey

Career Cluster Inventory

What is my learning style? IDEAS How do | review my assessment

results?

Sort and Assessment Results

Learning Styles Survey

CIS JR. BASICS Training Manual
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This survey is a fillable pdf; it may also be printed and filled out away from the computer.

CIS JR. BASICS Training Manual
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Employability Skills Survey

This Employability Skills Survey lists the skills and talents that employers value. You will build these skills in
school and life. Read the list and assess where you are now. Mark each box that best describes your level of skill.
Note your best skills and those skills you need to improve at the bottom of the survey. Also note how you might

build those skills that you need to improve.
(1=needs work; 2=can do OK; 3=pretty good at this; 4=very able)

BASIC SKILLS

You can read, write, speak and listen well. You know your arithmetic.

1 2 3 4
Needs Work Can Do Ok Pretty Good at This Very Able

Speak (| Speak clearly so Speak clearly and D Discuss complex D Present to a group and
others can hear. use words that ideas in an use well-organized
Respect others with are right for the organized and brief format, the right
my words. time and place. way. words and clear

speech.

Listen [ Develop listening [ Listen carefully; make | Listen carefully and Keep complex infor-
skills; working to eye contact; repeat show that | mation in my mind
make eye contact instructions to make understand by over time and apply
and make sure others sure that | answering it to my studies.
understand me. understand. questions well.

Read [read written [ Read written [CJread and understand Read difficult
directions and directions and written materials, material and do
school materials school materials on and science and the tasks that go
with assistance. my own. technical material on with it on my own.

my own; ask questions
where appropriate.

Write ] Learning to write Write information in | ] Write clearly using  |[[JWrite and develop term
clearly with correct a clear, logical, course related papers, newsletters and
grammar. legible and correct terms. other important papers.

manner.
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Section 4: Plan using CIS Junior’s

Career Plan

h g

Objective: To learn how to find and use CIS Junior’s Career Plan.

Plan Tab

The CIS Junior Career Plan is a tool that allows students to extract more meaning from the information
they discover and place the information in a context of what is important to them. In career development.,
this process is not a one-time event, rather it flows cyclically. Students repeat the process as they grow and
mature, ideally annually. The activities in CIS Junior Career Plan constitute a developmentally organized

curriculum. The three levels include:

Start Here Research  Explore My Portfolio
Plan Who am I? Where am | going? How do | get there? I
Learn about what is importan Qverview Qverview Overview
to you, who is there to L . ! bility Skills
support you and how to start Learn About Me icogﬁt?:: Career Cluster Develop Employability Ski
your personal and career goals Explore My Community Become a Volunteer
i it Complete Occupation Activities
with these fun activities. Focus on My School and Activities P P Plan for High School
Learn About the Workplace
Learn more Think About My Network Think About Life After High
Make Decisions School
Make Plans

Make a Career Action Plan

Who am I?

In this section of the plan the student is asked about personality and interests that make up who they are.

It's never too early for students to begin thinking about what they want to do and how to get there. Learn-

ing about themselves and their community, focusing on school and activities, and thinking about where and
how they can network will assist in what they want in their career and life.

Where am | going?

Here the plan is developed through activities that encourage the student to explore information on career
clusters, occupations and the workplace. The student is encouraged to make a career action plan which can
be adjusted annually as the student develops increased awareness of who they are and where they want to
go in the future.

How do | get there?

Once students know more about who they are and what they want to do, they can use Career Plan to help
them stay on track to achieve their goals. This section discusses employability skills (soft skills), routes to
develop skills, concepts relating to high school life, and contemplation of life after high school.
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Section 5: Researching Occupation anc
Education Options

h g

Objective: To learn how to find CIS Junior Content.

Research Tab
L, 8 StartHere  Plan  QUEEZCIM  Eiplore My Portfolio o]
Research What can I learn about occupations? ~ What can | learn about education
You reach your goals through Occupations and training?
education and training. Use Career Clusters Pay for your education
these tools to learn more . )
about your options. Search Occupations Apprenticeships
College and career schools
Learn more
Military Service
On-the-job training
Occupations

Students can use “Occupations” to help them learn more about their dream occupations, plan high school
coursework and find resources that can provide additional guidance for career-related learning. Many CIS
occupation pages include videos and interviews with people working in that field.

Career Clusters

This area helps students navigate their way to success in high school and beyond by organizing occupations
into 16 Career Clusters with 79 Career Pathways based on the National Career Cluster Framework.

Search Occupations

Allows students to search for a particular occupation they are interested in learning more about.

Paying for your education

Discusses ways to pay for postsecondary education.

Apprenticeships

Provides a look at alternative ways to get training through apprenticeships.

College and Career Schools

Offers activities to begin researching important college or postsecondary organization concepts

Military Service

Discusses military options and benefits associated with this career learning path.

On the Job Training

Gives an overview of training while working.

CIS JR. BASICS Training Manual
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L Section 6: Using My Portfolio

Objective: To familiarize you with elements of My Portfolio and how to use them in CIS.

What is My Portfolio?

The “My Portfolio” component supports students in creating career plans, developing personalized portfoli-
os, saving thoughts and reflections, saving favorite career and educational content, storing assessment re-
sults, generating course plans, and organizing their education and work history for resume creation. “My
Portfolio” helps students better understand how to make plans and decisions by providing an organizational
structure for saving career development thoughts and ideas, work examples, and occupation and educa-
tional information links.

Elements in My Portfolio

Once a student has created his or her unique username and password and has logged into his or her
personal portfolio, they have access to these elements:

Checklists Resume Creator

Career Plan Report Stored Files and Links
Favorites Dependable Strengths**
Sorts and Assessment Results Practice Tests**

Course Planner

BT L TR My Portfolio

My Portfolio Where are the pages and resultsI've  How do | record my schoal How do | track my career activities?
Return to your CIS favorites, saved? activities? Checklists
view your CIS assessment Favorites Résumé Creator
results, and store your files. .
Sort and Assessment Results Saved and Uploaded Résumés What are my unique strengths?
i E i . .
View My CIS Portfolio Stored Files and Links Dependable Strengths
How do I plan my courses?
Where can | see all of my Course Planner What practice tests can | take?
reflections?

Academic Practice Tests
Career Plan Report More Academic Practice Tests

Civil Service practice tests

Portfolios Can Move with Students

Students can keep all their saved work and information by transferring their portfolios or simply continue
using their current account if they change schools. When students transition to high school, their portfolio
can move with them. Students need to talk with their school counselor to get help with portfolio

transferring.
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Checklists

Checklists display suggested or teacher required activities students can work through in CIS. The green
status bubble will fill in as students complete activities in their checklists. @

CHECKLISTS

Checklists help you plan for your future and keep track of your progress. These activities will help you answer the following
questions:

1. Who am I?

2. Where am | going?

3. How do | get there?

CIS Checklist Quick Start

Key to Checklist Status column: (7) = No Progress; (7) = Partial completion; @) = Complete.

Required
Checklist Name “"“ﬂﬁes; Status  Date Completed View
Met/Total
Grades 5-6 0/6 O View
Grade 7 0/ 10 O View
Grade 8 0/ 16 O View

Checklist activities are developed by system or site staff.

Key to Status column: o = No Progress; O = Partial completion; @ = Check required (self, parent/guardian, and/or staff); . = Met.
Checklist Activity H{L Self Review  Parent or Buardian Review  Staff Review Status Date Met
Complete "Things | like to do” worksheet (7] ra o o
Identify and record five things you like to do [2] o
Identify and record one thing you want to learn to do [2] o
Complete "Occupations scavenger hunt” worksheet [2] ra ] o
Career Plan Report Report

Your Career Plan Report

Here students can see their reflections

gathered in the Career Plan Process. What are five things you really like to do?

Saved Date

Mo reflections have been entered.

List one thing you want to leam to do.

Saved Date

Mo reflections have been entered.

List three qualities that help you he successful in your school, community, and home.

Saved Date

Mo reflections have been entered.

CIS JR. BASICS Training Manual
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Favorites

Any information saved by the student is kept in this folder. Students can write notes to highlight content

they want to remember or record by clicking the “Save” when in any content area or assessment.

Tip: Always encourage students to be logged into their personal portfolios and saving all
work they do. Students often need to be reminded to save information so they can

see it later. Remind them to hit the Save button often.

Sorts and Assessments Results

After students complete a sort or assessment in CIS Junior and click the save button, they can view their

results here. Students can save multiple versions of the same assessment or sort if taken at different times.

SORT AND ASSESSMENT RESULTS

Reality Check

My Saved
Reality Check Answers

Restore Answer Set 2

Reality Check

Restore Answer Set 1

[ & CIs Privacy Policy ] [ & Print ]

& Reality Check

My Thoughts Updated  Edit  Delete
Some good occupations to ponder. 9/4/2015 4 |
9/4/2015 & T

Course Planner

The “Course Planner” allows a student to create an individual academic plan to map out courses during
grades 6-12. Students can type in individual courses, or choose courses from the drop down menus that

their school staff has uploaded. Begin by having students choose which grade they wish to plan. Then select

the pathway (if available), subject, course title, and term. The “Course Planner” tabulates the number of

credits planned each year, allowing students to instantly see if more courses are needed for any given year.

Middle School Years
bth Grade / School Year (seecc

Save Information

CIS JR. BASICS Training Manual
08/2015

Subject Course Title Term Req.  Units  Grade Notes
v + v L v »
v | v ¥ v h'd
High School Years
9th Grade / School Year
St Lo Tt Tm R el Gt Nees

[Mathematics w|Pre-Algebra +|[1stQrr v[Regv] v [a0 V]| | %
Social Studies | S5110 World History +[istar  v|Reqv[ V] [¢0 V] | [none |
v + v v V[ Y X
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Resume Creator

“Resume Creator” is a repository for activities, work experiences, skills and interests, and contact infor-

mation for references. Information students store in Resume Creator is used to generate resumes and col-

lege and scholarship application activity charts.

If the student wishes to create a resume, click “Create Resume” after filling in the information. Select the

style and topics from those listed.

RESUME CREATOR

Education and Training []“EWIBW @

Résumé Creator. This is an area where you can enter and save your employment and educational history. Once you

Achievements, Activities, and enter your information, with a few clicks of the mouse you can select one of four different résumé styles (or build your
own!}, choose what information you wish to include, then generate a professional looking résumé. The information
you enter into this section can be printed and thus useful when filling out job application and reference forms.

Stored Files and Links

Stored Files and Links allows students to upload and store outside files and links in their portfolios. Stu-
dents can save up to 5 MB (more than 100 pages of text) of information in this area. “Stored Files and
Links” is a good place to store samples of work or scanned documents to accompany a resume or college
application. Each student has up to 5 MB of storage

**Optional Modules - Dependable Strengths

Some schools may have paid for additional modules in addition to CIS for their students. Contact the
school you will be working with in order to determine if they have these options available.

CIS JR. BASICS Training Manual
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Content

Site Resources contains quick starts, tutorials, guides, and other support materials to help you navigate and

use CIS.

Quick Starts are documents that help users
navigate CIS components. These can be used as
handouts in a classroom or distributed for a

Scavenger Hunts are quick lessons you can use
to help students explore occupations and
programs of study.

self-directed homework assignment . e  Worksheets and cards help students use the

e Tutorials can be used to help users begin an exploration tools within CIS.
assessment, create a portfolio or explore CIS
independently. These tutorials may also serve as

reminders post-training.

e Alphabetical lists of the Real World Interviews
and Occupational Videos .will help you quickly
locate these features

e Guides and Instructional Notes contain help for
teachers presenting CIS components and learn-
ing activities.

e Career Card Activities can be used when access
to a computer lab is limited.

e The Career Plan Implementation Frameworks
suggest specific strategies for implementing CIS
in developmental levels that are appropriate to
your school and students.

Navigation

You can access “Site Resources” from the global footer. @ Click on “Tutorials, Quick Starts and Guides.”
@go to “Getting Started” page of Site Resources.
find support materials based on six categories. [Cont. next pagel.

From this page you can use the left navigation bar to

State Resources Site Resources About Us

Idaho Department of Labor 2 Tutorials, Quick Starts and Guides About Us .I

Gear Up Curriculum Privacy Policy

Global Footer

IDEAL College Savings Glossary Terms of Use

Idaho State Department of Blog
Education

Technical Support

Training Comments and Feedback
Idaho State Professional-

Technical Education Contact CIS

© 1971-2015 University of Oregon. All rights reserved. Created by intoCareers, a unit of the University of Oregon.

Idaho Information @ 2014, Idaho Department of Labor-Career Information System. All rights reserved.
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Get Started

Information Files

Exploration Tools

Tl

lr-\m oLl sa
Al

CIS Portfolio

Administration Site @ { f . . Slte Resources

CIS in Spanish

Welcome to your source for CIS support materials. Support materials for specific CIS components
are within the components' sections, which are in the appropriate areas of the menu to the left.

Note: some resources are for optional modules that may not be included in your version of CIS.

Get Started

@ © Career Plan Implementation Framework

© Career Card Activities

© Scavenger Hunts

The files listed with this E} icon are .pdf files - use Adobe Reader to view and print them. If you need to download
Acrobat reader for your computer, go the Adobe Reader Download web site and follow the instructions.

The files listed with this ﬂ icon are Flash media files.

Once you've located the CIS content topic you're looking for, click the [ 3] to see a list of available sup-

port materials. For instance selecting “Career Plan Implementation Framework” from the “Get Started”

page @will bring up the following list of available material:@

Get Started

° Career Plan Implementation Framework

» Adult Implementation Framework E]'
» CIS Junior Implementation Framework E’r
= High School Implementation Framework Ei

o Career Card Activities

o Scavenger Hunts

CIS JR. BASICS Training Manual
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Organization

Site Resources is organized around specific CIS components. Below is a map for locating CIS topics and

their corresponding support materials.

After expanding each topic, the files listed with this B icon are .pdf files - use Adobe Reader to view and

print them. The files listed with this - icon are Flash media files.

Get Started

@

o Career Card Activities

0 Scavenger Hunts

o Career Plan Implementation Framework

@

CIS Portfolio

© Application Tracker
© Career Plan

0 Checklists

0 Course Planner

© My Portfolio

) Parent/Guardian Accounts
o Personal Learning Plans
0 Resume Creator

0 Visitors

0 Combined Assessment Report

CIS JR. BASICS Training Manual
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@

Information Files

®

o Industries

0 Occupations

Administration Site

© Customize
0 Portfolios and Groups

0 Reports

o Other Accounts

©

Informacion disponible en espaiiol

o Evaluaciones (Assessments)
@ Ocupaciones (Occupations)
€ La Educacion (Education)

o Empleo (Employment)

Exploration Tools

) Assessment Link

0 Career Cluster Inventory

o Dependable Strengths (Optional)
0 Entrepreneurial Career Assessment
) Filter Sorting

@ Financial Aid Sort

@ Formal Career Assessments

0 IDEAS (Optional)

@) Informal Assessments

0 Occupation Sort

o Peterson's Practice Tests (Optional)
0 School Sort

0 SKILLS

0 Work Importance Locator
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I‘ Section 8: Facilitator Assis

Guidance

Objective: To become familiar with Start Here tab.

The “Start Here"” tab provides you with resources and guidance for using CIS Junior with your students.

& OGN Plan  Resaarh  Bglore  MyPortflio Q

Start Here How can | use CIS Junior? Activities For Teachers and Counselors

Start here to learn about the Beginning Steps View Activity Map Implementation Framework
many ways C15 Junior can help
you begin to plan your future.

Learn more

Beginning Steps

Beginning Steps provides a starting point for using CIS Junior with your students. You can quickly access
the CIS Junior Career Plan@, go directly to worksheets and activities @ or watch a tutorial @ to help
you get started using CIS Junior with your students.

What Do You Want to Do When You Finish High School?

You have a lot of options...you could:

e Travel the world...

* Be a professional athlete...
* Do a variety of jobs...

L]

Start your own business...

CIS Junior helps you look at who you are and who you are
becoming. It has fun activities that help you set school,
life, and work goals, and Junior saves your thoughts and
saved work in an online portfolio that you can print. The
goals you set and plans you make in CIS Junior can follow
you to high school if you choose.

Start Planning Today!

Fun Activities @

Using CIS Junior
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Activities Map

The “Activities Map” @ is a shortcut to all of the worksheets and activities found in the CIS Junior Career

Plan. It is organized according to the three career development levels: Who am I?, Where am | going? And
How do | get there?

Guest CIS Junior All Optional Modules ON  Go To

ERNUASS I FY Lance ~ % omessages  Log Out

1%
pEpARTMENT oF Lasor | Il Idaho Career Information System - CIS Junior

A StartHere Plan Research Explore My Portfolio Q

Implementation Framework

A direct link to a framework for delivering the Career Plan elements of CIS Junior.

Implementation framework
for sth - 8th grade users of
CIS Junior

2014-2015
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