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Log-In Information from OKCIS

Schools will receive these instructions via email after they order OKCIS.

Subject:

OKCIS Information

Thank you for your recent order of OKCIS.  The following email with instructions and log in information should allow your school to begin using the system immediately.

If you have any questions or need further assistance, please feel free to contact me at the number or address shown at the end of this email.

**************************************

User Name:            
Password:          
Above you will see the user name and password information for your school or organization. This information can be used by all staff, students, and students’ parents so they may log in to the site.  

OKCIS Internet Version-

To enter the OKCIS site, go to: http://okcis.intocareers.org
To access the site, use the school’s user name and password.

· First go to “My Portfolio” located in the upper right corner.  

· Click on “Create My Portfolio” 

· Complete the profile form and create a personal user name and password.  The password should contain at least one number.  Students will then use their own user name and password instead of the school’s user name to access OKCIS. 

· Be sure that each student checks YES on the box to allow administrators to access their portfolio.

A new feature of the system allows students to transfer their portfolio from one school to another, providing both schools have OKCIS.   This is done individually from a student’s portfolio.

OKCIS may be accessed from any computer with Internet.  Computers must have Adobe Acrobat installed to access some features.  The system also uses Windows Media Player to play video interviews included in the package.  

OKCIS Quick Starts

After you log on to the Web site, you will see an area in the center screen of the OKCIS Web page named OKCIS Quick Starts.  Here you will find many useful links.  

The Bookmark template may be printed and used to give students and parents the user name and password necessary to access the site.  They can use this login information on a home computer as well.

The New User Tutorial walks staff and students through OKCIS so that they can become familiar with the product’s features. 

The OKCIS Portfolio gives the user information about the portfolio and then walks them through the creation of their own portfolio.  This also helps users create a resume in OKCIS.  

CIS-Online Learning Activities (Curriculum)

Don’t let your teacher and staff miss the CIS-Online Learning activities and curriculum or classroom projects.  They are located in the bottom right-hand corner of the home page.  

Administrator’s Web Site-

To enter the Administrator’s Web site, go to: http://okcis.intocareers.org/administration
Administrator’s User Name:                                 

Administrator’s Password:                                                                           

Use the Administrator’s user name and password to access the site.  The administrator information is to be kept confidential and to be used only by an instructor or staff member at the school to enter into their student’s portfolios.  The administrator may also use this site to assist a student who has forgotten or lost their user name and password.  Remind students to check the YES box when creating their portfolio in order to give permission for staff to view and help with their portfolio.  

Priority Academic Student Skills

There are 20 Priority Academic Student Skills for Technology Education.  Not every Learning Activities Packet (LAP) fulfills all 20 Priority Academic Student Skills; the outcomes are listed below.

Standard: The student will explore career opportunities to determine occupational and educational choices.

1. Examine opportunities related to specific occupations (e.g., Oklahoma Career Information System, field trips, guest speakers and hands-on activities dealing with lasers, medical, technology, fiber-optics, robotics, biotechnology, computer-aided drafting, electronics, engineering, computer literacy, microwave systems, and other technology systems).

2. Examine educational opportunities related to future careers (e.g. additional career technology classes at the secondary level in the comprehensive high school and area career technology centers, junior colleges or four-year universities, postsecondary technical institutes, five-and six-year universities, military training, private sector training, and others).

Suggested Activities
The suggested activities are designed to assist during the preparation stage of the teaching/learning process.  The activities provide suggestions for preparation and evaluation during the instructional process.  The instructor should read the suggested activities before assigning the LAPs to allow time to obtain supplemental materials.

Obtain materials to supplement LAP.  See Internet addresses to supplement this module.

Review instructional outline for this LAP.  Modify time frames to suit class needs and plan activities for each class period.

Study the specific objectives to determine those you will or will not cover.  

Determine the scope and sequence of any objectives you add to the LAP.  Design and develop support materials, including evaluation techniques, for these objectives.  

Make arrangements for guest speakers.  Supply speakers with specific objectives and other appropriate sections of this LAP.

Acquire school’s OKCIS user name and password for use on the Internet.  Prepare start-up and printing instructions for the students to follow.

Become familiar with OKCIS by practicing how it works and what it does.  QuickStart Tutorials found in OKCIS provides operating information.  

IDEAS Assessment can be purchased separately and is available for use with the OKCIS program. Information about this optional assessment is found on the OKCIS Web page at OKCIS.org.  If you purchase and use this item, please explain to the students to use this assessment in place of the O*NET Interest Profiler.

Have the following materials available to share with the students.

District graduation requirements

College admission requirements for local colleges and universities

Sample resumes, a resume writer is included in the electronic portfolio in OKCIS

Career portfolio folder to hold students’ papers 

Bookmark OKCIS and other resources on the Internet

Online Sources:  Careers

Licensed and Certified Occupations of Oklahoma 

http://www.oesc.state.ok.us/lmi/publications  

Select “publications,” and scroll down to Licensed and Certified Occupation.

Occupational Outlook Handbook  

http://www.bls.gov/oco
Career Voyages  

http://www.careervoyages
Online Sources:  Schools

Oklahoma Higher Education

http://okhighered.org
Oklahoma Department of Career and Technology Education,Technology Centers

http://www.okcareertech.org/main/map/map.htm
Oklahoma State Department of Education

http://www.sde.state.ok.us/link/oklaeduc.html#specialty
Customized Plans of Study

Schools can develop a plan of study and place it on the Internet for the students to modify, print, and use to complete their online plan of study in OKCIS. Career Resource Network can link to another site for the document, or the file can be emailed to Jo Kahn and placed on our server. If you would like to add your plan of study to this list, contact Jo Kahn by email at jkahn@okcareertech.org or call 405-743-5404. A list of customized Plans of Study for school districts is available at http://www.okcareertech.org/guidance/Plans_of_study/PoSmaster_list.html .
Quick Starts

In the center of the OKCIS Web page, you will see “OKCIS Quick Starts.” This area has short tutorials to help instructors, counselors, and parents use the tools and features of OKCIS. The tutorials are divided into sections: Getting Started, Assessment Tools, Sorting Tools, and Other Information.

Related TSA Competitive Events

The following Competitive Events apply to OKCIS:


Career Connection (Job Shadowing)

Career Challenge

Skunk Works

Skunk Works, a Day 8 optional activity, includes projects that could be used for solving problems or reinforcing the enrichment of learning.  The term “skunk works” came from the innovative unit that the aerospace company Lockheed Martin established in 1943 to “think outside the box” and develop the next generation of technologies and products.  Lockheed describes the key to its success as being able to identify the best individual talents in aviation and equip them with every tool needed, then provide complete creative freedom so they may arrive at the best solution in short order.

Portfolio Administrator’s Tools

The administrative tools will allow you to:


Pre-assign usernames and passwords for your students 


Create, organize, and manage student groups


Locate and find forgotten passwords and usernames

View reports (i.e., completion of an assignment by a specific date; choose occupational speakers using students occupational choices)

Students can create their own portfolio, or the teacher has the option to create one for them. If you choose to create one for them, follow the steps below. 

Log In

Go to http://okcis.intocareers.org/administration

Type in:


Username – Your school username_admin


Password – admin

Select Administration Sign In or press Enter
Note: Your site’s administrative login is assigned. It is given to the OKCIS contact coordinator who represents your site. Initially, schools are given one Site Administrator Username and Password. You can create additional accounts so individual staff can create groups of students for reporting purposes. A staff account requires a first and last name, username, and password. 

FOLLOW THESE STEPS:

1. To see all possible options, click on gold file folders to expand the menu. 

2.Under the heading Administrators, select Create and Edit Staff Accounts. The first column of this table is labeled Edit. Scroll down the Edit column to the bottom of the screen at the last entry and find Add New Record. Click on the head icon to open a new record. Enter the information for the new staff or administrator account.

Note: Usernames and passwords are case sensitive and passwords must be at least five characters with at least one number. The system does not accept @, #, %, *, =, ‘ characters.

3. The next time you log on to the Administrator Site, use your staff account you have just created.

Note: Whenever you log into the administrator site, you must use the administrator user name and password you created.
3. Select Submit.

4. Under the heading Manage Groups, select Create and Edit Groups. The first column of this table is labeled Edit. Scroll down the Edit column to the bottom of the screen at the last entry and find Add New Record. Click on the head icon to open a new record. Enter one group title at a time, i.e., First Class, Second Class, etc.

Note: Remember the system does not accept @, #, %, *, =, ‘, “,’ characters.

5. Select Submit.

6. Under the heading Manage Portfolios, select Create and Edit Portfolios. The first column of this table is labeled Edit. Scroll down the Edit column to the bottom of the screen at the last entry and find Add New Record. Click on the head icon to open a new record. Add student’s first and last name, username, and password.  

Note: OKCIS is case sensitive. Decide on a formula to help students remember their username and password. Please remember the password needs to have six characters with at least one number included. Examples can be:

  Username – last name first initial plus student’s date of birth (i.e., blackm1092)

  Password – last name plus last four digits of school identification number or phone  



number
7.  At the end of this record, you may select Graduation Year. This allows students to hide their account when they graduate or move to the high school. This is not a required field.

8. Select Add to Group, and place student in appropriate group that was created earlier.  

9. To view your students that are placed in groups, located Manage Groups and select View Group Assignments. Click the head icon under View column for groups you wish to view. This is located directly across from the group title. 

10. Under Manage Portfolio, the Hide Portfolios would be used when a student creates multiple portfolios, leaves the school, or is no longer enrolled. The program will not allow the teacher to delete the student’s portfolio. 

11. Under Manage Portfolio, the Activate Portfolios would be used when a student returns to the school or was hidden by mistake. The teacher would reactivate the student’s portfolio. 

Assigning Student Groups Who Already have a Username and Password

1. Under the heading Manage Groups, select Add or Remove Portfolio Accounts. You will notice the first column labeled Add or Remove. Click Add next to the class title in which you would want to add a student’s name. A list of students who have a portfolio username and password will appear. Locate student’s name and click on the Add icon. Once the student has been added to a group, the student’s name does not appear under Add for that group. 

2. Under the heading Manage Groups, select View Group Assignments. Click the head icon under View column to view your students that are placed in the group titles. This is located directly across from the group title. The list will provide all of your students that you have placed in that particular class. 

3. Under the heading Manage Portfolios, select Create and Edit Portfolios to edit a student’s username and/or password. The first column of this table is labeled Edit. Click the icon next to the student’s name to open the record and make corrections. 

4. Click Submit.

Report Views 

Instructors view reports by student name rather than by class period. 


By Date

There are several layers of reports that can be viewed. Click on the icon in the View column, which is always the last column. Continue to drill down for student’s work.  

1. Select the year by clicking the icon in the View column. 

2. Select the month by clicking the icon in the View column. 

3. Select the content, sorts, or assessment by clicking the icon in the View column.


By Groups

1. Saved Content by Portfolio

Instructors can view content (i.e., occupations, schools, etc.) students have saved in their portfolios.  There are several layers of reports that can be viewed. Find the group you want to view. Click on the icon in the View column, which is always the last column. Continue to drill down to the level of information you desire by clicking on the View icon. 

2. Saved Content by Title

This section lists students’ responses from areas that are located on the homepage menu such as List of Occupations, Programs of Study, U.S. College and Universities, and/or Financial Aid. There are several layers of reports that can be viewed. Find the group you want to view.  Click on the icon in the View column. Continue to drill down to the level of information needed for the student’s work.  

3. Sorts and Assessments


This section lists students’ responses from areas that are located on the homepage menu that are an assessment or a sort, such as Interest Inventories, Assessments, Financial Aid Sort, and/or Occupational Sort and what date they saved their results. There are several layers of reports that can be viewed. Find the group you want to view.  Click on the icon in the View column. Continue to drill down to the level of information you desire by clicking on the View icon. 

Tutorial Link

Instructors can access the tutorial on the administration Web site; here are the instructions:
Go to okics.intocareers.org/administration. Enter the school's administrative user name (okcisusername_admin). Enter the school's administrative password: admin (all administrative passwords are admin). This will take you to the main administrative page, click on the Tutorial link.
How to Transfer a Student’s Portfolio to Another School District

You can transfer a student’s portfolio to another school group in OKCIS within the portfolio section. You will need the login username and password from your new school to complete the transfer. Go to okcis.intocareers.org, login in with the student’s user name and password that will be moving. Then go to My Portfolio; go to Personal Information; choose Change Schools and, enter the new school’s user name and password.

Pretest

The pretest provides criterion-referenced evaluation of the objectives listed in the LAP.  If objectives or activities have been added, deleted, or modified, appropriate changes should be made on the tests.

Posttest

The students are required to take a Posttest as one of the last day’s activities.  The instructions for the Posttest are given in the student section.  The score for the Posttest may be compared to the score for the Pretest to help determine the student’s gain during the LAP.

Test Answers

The Test Answers are provided to assist instructors in evaluating student performance on written tests.

Lesson Plans

The lesson plans promote career explorations with classroom activities, projects, and assignments. It is located on the OKCIS homepage, bottom right corner. Click on "Online CIS Activities" then click on either "High School" or "Middle School" under "Suggested Course Outlines." The learning activities have been written as stand-alone lesson plans and are listed in sequential order to support the career planning process. 

Another section to explore for lesson plans is, “More Learning Activities for Instructors.” Lesson plans are listed by subject area.
A sample lesson plan is included in this publication.

Thinking About Me

Complete this information as fully as you can.  Be honest about your answers.  They will help you in your process of learning about yourself so that you can make good choices and decisions for your future.

Personal Information

My birth date________________  My birthplace_____________________ My age___________

My address____________________________________________________________________

My family includes_______________________________________________________________

Special features of my family are___________________________________________________

_____________________________________________________________________________

In addition to my family, my adult allies include_______________________________________

_____________________________________________________________________________

My responsibilities at home include_________________________________________________

_____________________________________________________________________________

School Work

Subjects I enjoy most  are________________________________________________________

Subjects I am best at are_________________________________________________________

The type of work at school that I like best is__________________________________________

_____________________________________________________________________________

Hobbies and Leisure Interests

When I’m not at school, I like to___________________________________________________

_____________________________________________________________________________

I like these because_____________________________________________________________

_____________________________________________________________________________

Work Experience (PAID OR UNPAID)
I have worked as____________________________________________________________

I like to work when___________________________________________________________

I don’t like to work when______________________________________________________

General Interests and Abilities

I prefer working with (check as many as apply):
(Name one thing you do well in each category)

· Data (ideas and information)  ____________________________________________

· People (or animals)               ____________________________________________

· Things (tools and my hands)  ____________________________________________

My Special Qualities

Five things I really like about myself are:

1. _______________________________________________________________________

2. _______________________________________________________________________

3. _______________________________________________________________________

4. _______________________________________________________________________

5. _______________________________________________________________________

Other people like my ability to_____________________________________________________

_____________________________________________________________________________

My greatest achievement so far is_____________________________________________

My vision or dream is to__________________________________________________________

Summary of My Talents, Strengths, and Interests

Looking back over what you have recorded, sum up what you most like to do and what you are 

best at.

I most like to___________________________________________________________________

_____________________________________________________________________________

I am particularly good at_________________________________________________________

_____________________________________________________________________________

Reflections on Career Assessments

If you have used any career tests in school, record what you learned about yourself from each one you have used.  If you have not used any, skip this section.

Name of test________________________________ Date I used it_______________________

I learned that I_________________________________________________________________

_____________________________________________________________________________

Name of test________________________________ Date I used it_______________________

I learned that I_________________________________________________________________

_____________________________________________________________________________

Thinking Beyond

Some jobs that use my talents, strengths, and interests are:  (Brainstorm; there are no right or wrong answers!)

_____________________________

_________________________________________

_____________________________

_________________________________________

_____________________________

_________________________________________



Your signature ___________________________________________________

Your parent or guardian’s signature____________________________________________

Well done!  You’ve taken your first step in your education plan by thinking about 

yourself and your life.

LAP Objectives
	Oklahoma Career Information System (OKCIS) 

	   Assignments
	Equipment, Tools, and Supplies

	Day 1
	Take Pretest

Read the Information Sheet and Vocabulary Words  

Complete Objective 1: Create a portfolio.                                                                                                                                                                                                                                                                    

Complete Objective 2: Use OKCIS to save Advertising Managers – Preparation in portfolio.           


Complete Objective 3: View video on Advertising Managers.
	Computer Score Sheet/card or notebook paper for Pretest

Paper and pencil

Computer and Internet access to OKCIS



	Day 2
	Complete Objective 4: Create a resume.

Complete Objective 5: Save resume to your Portfolio.

Complete Objective 6: Print resume.

Complete Objective 7: List factors from Career Quest that are important to have or avoid.

Complete Objective 8: Rank these Career Quest factors.


	Computer and Internet access to OKCIS

Paper and pencil

Phone book

	Day 3


	Complete Objective 9: Use OKCIS to complete the Career Quest assessment.

Complete Objective 10: Print the results of the Career Quest assessment.

Complete Objective 11: Read the Topic Overview of one occupation.

Complete Objective 12: Print your responses to the occupation.

Complete Objective 13: Print a comparison of two occupations, relating the factors.

Complete Objective 14: Save Career Quest results to your portfolio.


	Computer and Internet access to OKCIS

Paper and pencil

	Day 4

IDEAS Assess-ment
	Check with your teacher to see if your school has a subscription for IDEAS Assessment. If the school does not, continue on to the O*Net Interest Profiler.

Complete Objective 15: Use OKCIS to complete the IDEAS Assessment.

Complete Objective 16: Read and summarize an Occupational Overview and list high school courses to take.

Complete Objective 17: Print IDEAS Assessment Interest Profile results page.

Complete Objective 18: Print the typical course work for the chosen occupation.

Complete Objective 19: Save IDEAS Assessment results to your Portfolio.

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -  - - - - -


	

	O*Net Interest Profiler

Con’t Day 4
	Complete Objective 20: Use OKCIS to complete the O*NET Interest Profiler.

Complete Objective 21: Print the O*NET Interest Profiler results page.

Complete Objective 22: Save O*NET Interest Profiler results to your Portfolio.

Complete Objective 23: Read and summarize an Occupational Overview and list high school courses to take.

Complete Objective 24: Print the typical coursework for the chosen occupation.

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 

Complete Objective 25: List occupations that are on both of the interest inventory lists (Career Quest and IDEAS/O*NET).

Complete Objective 26: Answer research questions about an occupation.
Complete Objective 27: Write sentences about a Real World interview.

Complete Objective 28: View an occupational video.

Complete Objective 29: Name the military branches of service that offer this occupation, and list the Special Requirements that are needed.  

Complete Objective 30: Save a military occupation to your Portfolio.


	Computer and Internet access to OKCIS

Paper and pencil

	Day 5
	Complete Objective 31: Answer questions about a college.

Complete Objective 32: Save a technology center program description to your Portfolio.
	Computer and Internet access to OKCIS

Paper and pencil

	Day 6
	Complete Objective 33: Create and print a letter to a school.

Complete Objective 34: Write a summary paragraph about an athletic scholarship or scholarship scam.

Complete Objective 35: Write a summary explaining when to apply and the requirements of OHLAP.
	Computer and Internet access to OKCIS

Paper and pencil

	Day 7
	Complete Objective 36: Complete a Plan of Action.

Complete Objective 37: Complete a Plan of Study using information from your occupational searches, high school graduation requirements, college entrance requirements, and high school course catalog.
	Computer and Internet access to OKCIS

Paper and pencil

	Day 8

Skunk Works


	Complete Objective 38: Print a summary of your OKCIS Portfolio

Complete any incomplete assignments.

Take Posttest and Spelling Test.

Hand in assignments.

Complete one of the Skunk Works activities.


	Computer and Internet access to OKCIS

Paper and pencil

Computer Score Sheet/card or notebook paper for Posttest and Spelling test




Equipment, Tools, and Supplies:

Summary Worksheet
This Summary Worksheet is provided as a planning tool for instructors. It provides instructors with a list of the necessary equipment, tools and supplies to support students activities and provides specific information for budgeting purposes. 

	Equipment, Tools, and Supplies
	Per Student
	Per Period
	Total Needed
	Special Considerations
	Cost Per Student
	Cost Per Period
	Total Needed
	Special Considerations

	Computer Score Sheet/card or Notebook

Paper
	1
	
	
	
	
	
	
	

	Computer with OKCIS installed
	
	1
	
	
	
	
	
	

	District Graduation

Requirements
	
	1
	
	
	
	
	
	

	College Admission Requirements
	
	1
	
	
	
	
	
	

	High School Course Catalog
	
	1
	
	
	
	
	
	

	Phone Book
	
	1
	
	
	
	
	
	

	Paper and Pencil
	Several Sheet
	
	
	
	
	
	
	


College admission requirements are located at http://okhighered.org/student-center/jrhigh-highscl/grades.shtml
Check Sheet of Objectives
	   Assignments


	Completed Work 

	Day 1
	Take Pretest

Read the Information Sheet and Vocabulary Words  

Complete Objective 1: Create a portfolio.                                                                                                                                                                                                                                                                    

Complete Objective 2: Use OKCIS to save Advertising Managers – Preparation in portfolio.           


Complete Objective 3: View video on Advertising Managers.
	______

______

______

______

______



	Day 2
	Complete Objective 4: Create a resume.

Complete Objective 5: Save resume to your Portfolio.

Complete Objective 6: Print resume.

Complete Objective 7: List factors from Career Quest that are important to have or avoid.

Complete Objective 8: Rank these Career Quest factors.
	______

______

______

______

______



	Day 3


	Complete Objective 9: Use OKCIS to complete the Career Quest assessment.

Complete Objective 10: Print the results of the Career Quest assessment.

Complete Objective 11: Read the Topic Overview of one occupation.

Complete Objective 12: Print your responses to the occupation.

Complete Objective 13: Print a comparison of two occupations, relating the factors.

Complete Objective 14: Save Career Quest results to your portfolio.
	______

______

______

______

______

______



	Day 4

IDEAS Assess-ment
	Check with your teacher to see if your school has a subscription for IDEAS Assessment. If the school does not, continue on to the O*Net Interest Profiler.

Complete Objective 15: Use OKCIS to complete the IDEAS Assessment.

Complete Objective 16: Read and summarize an Occupational Overview and list high school courses to take.

Complete Objective 17: Print IDEAS Assessment Interest Profile results page.

Complete Objective 18: Print the typical course work for the chosen occupation.

Complete Objective 19: Save IDEAS Assessment results to your Portfolio.

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -  - - - - -
	______

______

______

______

______

	O*Net Interest Profiler

Con’t Day 4
	Complete Objective 20: Use OKCIS to complete the O*NET Interest Profiler.

Complete Objective 21: Print the O*NET Interest Profiler results page.

Complete Objective 22: Save O*NET Interest Profiler results to your Portfolio.

Complete Objective 23: Read and summarize an Occupational Overview and list high school courses to take.

Complete Objective 24: Print the typical coursework for the chosen occupation.

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 

Complete Objective 25: List occupations that are on both of the interest inventory lists (Career Quest and IDEAS/O*NET).

Complete Objective 26: Answer research questions about an occupation.
Complete Objective 27: Write sentences about a Real World interview.

Complete Objective 28: View an occupational video.

Complete Objective 29: Name the military branches of service that offer this occupation, and list the Special Requirements that are needed.  

Complete Objective 30: Save a military occupation to your Portfolio.


	______

______

______

______

______

______

______

______

______

______

______

	Day 5
	Complete Objective 31: Answer questions about a college.

Complete Objective 32: Save a technology center program description to your Portfolio.
	______

______

	Day 6
	Complete Objective 33: Create and print a letter to a school.

Complete Objective 34: Write a summary paragraph about an athletic scholarship or scholarship scam.

Complete Objective 35: Write a summary explaining when to apply and the requirements of OHLAP.
	______

______

______



	Day 7
	Complete Objective 36: Complete a Plan of Action.

Complete Objective 37: Complete a Plan of Study using information from your occupational searches, high school graduation requirements, college entrance requirements, and high school course catalog.


	______

______

	Day 8

Skunk Works


	Complete Objective 38: Print a summary of your OKCIS Portfolio

Complete any incomplete assignments.

Take Posttest and Spelling Test.

Hand in assignments.

Complete one of the Skunk Works activities.


	______

______

______

______




Career Quest Checklist

In Career Quest, there are 28 factors often considered in selecting occupations. These are not the only factors you will want to consider, but they represent factors important to many people and for which a computerized sorting tool can be useful. The following pages include descriptions for each factor. Follow steps 1 and 2 below to get the most out of this tool. The pages that follow will provide detailed information for each factor.
Occupation Sort Factors  

(() Choose 10 – 15 factor.

(#) Rank from “Most Important” (1) to “Least Important.”    
	Instructions 1. As you read the descriptions on the following pages, write down on a separate piece of paper or make a copy of this page of the factors you want to use in Career Quest. Choose (() at least 10 but not more than 15. As you review the list, think about past jobs or experiences as well as future jobs to decide what factors you would like to use in your search for occupations. When you start your search on the computer, you will be asked to report your references in those activities that you selected as important. Also, please mark as important factors work activities you want to avoid.

Instructions 2. The next step is to rank (#) the factors you wrote down. Your number one priority should be the factor most important to you. On your piece of paper, write the priority number next to the factor. Write 1 by the most important factor, 2 by the second most importance and so on. You will use this information when you start Career Quest on the computer.

Instructions 3. Keep your hand-written page or this page to turn into your teacher on Day 8.
	(
	#
	Factors

	
	
	
	Advise

	
	
	
	Artistic

	
	
	
	Assist and care for others

	
	
	
	Attention to detail

	
	
	
	Communicate

	
	
	
	Design equipment or systems

	
	
	
	Education and training

	
	
	
	Enterprising

	
	
	
	Flexible hours

	
	
	
	Independence

	
	
	
	Indoors or outdoors

	
	
	
	Influence others

	
	
	
	Job prospects

	
	
	
	Math and science

	
	
	
	Organize

	
	
	
	Physical activity

	
	
	
	Plants or animals

	
	
	
	Problem solving

	
	
	
	Responsibility for others

	
	
	
	Shift work

	
	
	
	Supervise

	
	
	
	Teach

	
	
	
	Travel

	
	
	
	Urban or rural

	
	
	
	Variety

	
	
	
	Wages

	
	
	
	Work with hands

	
	
	
	Work with the public



	


Plan of Action Form

Student Name







Date 

Career Cluster







Career Occupation


1. School subjects helpful in preparing for this occupation

A.

B.

C.

D.

E.

2. Educational/training plan





YES

NO

A. 
Attend four-year college/university


___

___

B. 
Attend two-year college




___

___

C.
Pursue technical/special career training


___

___

D.
Enter armed services




___

___

E.
Secure employment after high school graduation
___

___

F.
Secure employment but not graduate


___

___

3. Skills to obtain in reaching goal (example – computer skills)

A.

B.

C.

D.

E.

4. Develop timeline for obtaining goal

A.
Short-term goal - What can I do this year?

Skills

Education/Training

B. 
What can I do in high school?

Skills

Education/Training

C.
Long-term goal - What can I do after high school?

Skills

Education/Training

Portfolio Print Summary
	(
	Place a ( next to the items you have completed. If you are missing any work, return to that section and complete the assignment. 



	
	Occupations

	
	
Advertising Manager

	
	




	
	Military Employment

	
	
Military occupation

	
	

	
	Oklahoma Schools

	
	
Technology center program description 

	
	

	
	Assessments

	
	
Career Quest

	
	
IDEAS Assessment

	
	
O*Net Interest Profiler

	
	

	
	Financial Aid

	
	
What should I know about athletic scholarships? or

	
	
What should I know about scholarship scams?

	
	
Oklahoma Higher Learning Access Program (OHLAP) 

	
	

	
	Cooperative Agreements (If available)

	
	
College credit hours from program completion




Pretest

1. Career exploration is

a. A method of learning about careers.

b. A job for after high school.

c. Preparing a resume.

2. It is important that the career you choose fits with the lifestyle you want.

a. True

b. False 

3. Occupations are grouped together by common job duties and characteristics. We call this group:

a. Career Clusters.

b. Job lists.

c. Occupations.

4. Students should start learning how to explore careers

a. In elementary school.

b. In high school.

c. After graduating from technical school or college.

5. An example of a non-traditional career would be a

a. Male truck driver.

b. Female nurse.

c. Male nurse.

6. If you were interested in a non-traditional career, it would mean you like work that

a. Very few people can do.

b. Members of the opposite gender usually do.

c. Is passed down from one generation to the next. 

7. A bachelor’s degree is earned by graduating from a

a. Vocational school.

b. College or university.

c. Community college.

8. If you plan to attend college or a university, you should take a ___________ in high school.

a. General program.

b. Technical/vocational curriculum.

c. College preparatory program.

9. Job shadowing, career fairs, career days, career speakers, and career programs are 

a. Ways to explore a chosen career.

b. Requirements to complete before attending college.

c. Good work habits.

10. It is not important to think about your career choices until you graduate from high school.

a. True

b. False

11. College credit can be obtained through cooperative agreements/alliances, which mean 

a. Receiving supervised work-site experiences.

b. College degree programs grant college credit for technical training received at a local technology center. 

c. Credit is received through the home school.

12. What percent of an average person’s life is spent working?

a. 30 percent.

b. 62 percent.

c. 70 percent.

13. People work to make money for the following reasons:

a. Pay for wants and needs.

b. Provide self-esteem to self and enjoy the company of others.

c. All of the above.

14. The career that will always make a person happiest and most satisfied is the one that pays the most. 

a. True

b. False

15. A planned sequence of course work for four to six years that leads to or supports a career goal is called a 

a. Plan of study

b. Occupation Plan

c. Skill Plan 

16. In what grade can you begin applying for OHLAP?

a. 4th 

b. 8th
c. 12th  

Posttest

Questions are worth 5 point.

17. Career exploration is

a. A method of learning about careers.

b. A job for after high school.

c. Preparing a resume.

18. It is important that the career you choose fits with the lifestyle you want.

a. True

b. False 

19. Occupations that are grouped together by common job duties and characteristics. We call this group:

a. Career Clusters.

b. Job lists.

c. Occupations.

20. Students should start learning how to explore careers

a. In elementary school.

b. In high school.

c. After graduating from technical school or college.

21. An example of a non-traditional career would be a

a. Male truck driver.

b. Female nurse.

c. Male nurse.

22. If you were interested in a non-traditional career, it would mean you like work that

a. Very few people can do.

b. Members of the opposite gender usually do.

c. Is passed down from one generation to the next. 

23. A bachelor’s degree is earned by graduating from a

a. Vocational school.

b. College or university.

c. Community college.

24 If you plan to attend college or a university, you should take a ___________ in high school.

a. General program.

b. Technical/vocational curriculum.

c. College preparatory program.

25. Job shadowing, career fairs, career days, career speakers, and career programs are 

a. Ways to explore a chosen career.

b. Requirements to complete before attending college.

c. Good work habits.

26. It is not important to think about your career choices until you graduate from high school.

a. True

b. False

27. College credit can be obtained through cooperative agreements/alliances, which mean 

a. Receiving supervised work-site experiences.

b. College degree programs grant college credit for technical training received at a local technology center. 

c. Credit is received through the home school.

12. What percent of an average person’s life is spent working?

a. 30 percent.

b. 62 percent.

c. 70 percent.

29. People work to make money for the following reasons:

a. Pay for wants and needs.

b. Provide self-esteem to self and enjoy the company of others.

c. All of the above.

30. The career that will always make a person happiest and most satisfied is the one that pays the most. 

a. True

b. False

31. A planned sequence of course work for four to six years that leads to or supports a career goal is called a 

a. Plan of study

b. Occupation Plan

c. Skill Plan 

32. In what grade can you begin applying for OHLAP?

a. 4th 

b. 8th
c. 12th  

Posttest Spelling Test

Spelling is worth 2 points each.

33. interest

a. Correct

b. Not correct

34. ocupation

a. Correct

b. Not correct

35. career choice

a. Correct

b. Not correct

36. Plan of Study

a. Correct

b. Not correct

37. military

a. Correct

b. Not correct

38. colluge

a. Correct

b. Not correct

39. financal aid

a. Correct

b. Not correct

40. resume

a. Correct

b. Not correct

41. graduaton

a. Correct

b. Not correct

42. trianing

a. Correct

b. Not correct

Test Answers

Pretest

 1.  a

 2.  a

 3.  a

 4.  a

 5.  c

 6.  b

 7.  b

 8.  c

 9.  a

10. b

11. b

12. c

13. c

14. b

15. a

16. b

Posttest

17.  a

18.  a

19.  a

20.  a

21.  c

22.  b

23.  b

24.  c

25.  a

26.  b

27.  b

28.  c

29.  c

30.  b

31.  a

32.  b

Evaluation Summary




The Evaluation Summary is provided to assist instructors in summarizing the performance of each student on an individual basis. The Pretest will not be figured into the overall grade.

Two points are awarded for each objective, unless otherwise stated.

 Objective 1:  Create a Portfolio.  

 Objective 2:  Use OKCIS to save Advertising Managers – Preparation in Portfolio.           

 Objective 3:  View video on Advertising Managers.
 

 Objective 4:  Create a resume.

 Objective 5:  Save resume to your portfolio.

 Objective 6:  Print resume.

 Objective 7:  List factors from Career Quest that are important to have or avoid.

 Objective 8:  Rank these Career Quest factors.

 Objective 9:  Use OKCIS to complete the Career Quest assessment.

Objective 10: Print the results of the Career Quest assessment.

Objective 11:  Read the topic overview of one occupation.

Objective 12:  Print your responses to the occupation.

Objective 13:  Print a comparison of two occupations relating the factors.

Objective 14:  Save Career Quest results to your Portfolio.

The student will have completed IDEAS (Objectives 15-19) Assessment or O*Net Interest Profiler (Objectives 20-24).

Objective 15:  Use OKCIS to complete the IDEAS Assessment.

Objective 16:  Read and summarize an Occupational Overview and list high school courses to take.

Objective 17:  Print IDEAS Assessment Interest Profile results page.

Objective 18:  Print the typical course work for the chosen occupation.

Objective 19:  Save IDEAS Assessment results to your Portfolio.

Objective 20:  Use OKCIS to complete the O*NET Interest Profiler.

Objective 21:  Print the O*NET Interest Profiler results page.

Objective 22:  Save O*NET Interest Profiler results to your Portfolio.

Objective 23:  Read and summarize an Occupational Overview and list high school courses to take.

Objective 24:  Print the typical course work for the chosen occupation.

Objective 25:  List occupations that are on both of the interest inventory lists (Career Quest and IDEAS/O*NET).

Objective 26:  Answer research questions about an occupation (4 points).
Objective 27:  Write seven sentences about a Real World interview.

Objective 28:  View an occupational video.

Objective 29:  Name the military branches of service that offer this occupation and list the Special Requirements that are needed.  

Objective 30:  Save a military occupation to your Portfolio.

Objective 31:  Answer questions about a college (4 points).
Objective 32:  Save a technology center program description to your portfolio.

Objective 33:  Create and print a letter to a school.

Objective 34:  Write a summary paragraph about an athletic scholarships or scholarship scam.

Objective 35:  Write a summary explaining when to apply and the requirements of OHLAP. 

Objective 36:  Complete a Plan of Action (10 points).
Objective 37:  Using information from your occupational searches, high school graduation requirements, college entrance requirements, and high school course catalog complete a Plan of Study (10 points).
Objective 38: Print a summary of you OKCIS Portfolio.

Posttest (100 points)

GRADE

LAP Objectives
______/100

Posttest

______/100

Total Score

______

Divide total score by 2 to get LAP score.  The Pretest will not be figured into the grade.
FAQ for OKCIS

Q.  How do I order OKCIS?

A.  Order through ODCTE - CIMC Division, Customer Service - 1-800-654-4502.  

Q.  Can more than one site be purchased on a purchase order?

A.  Yes, a school or organization can purchase as many site licenses as they want on a PO.  

They will receive a discount for buying more than one.  The discount rises with each 

additional site purchased.

Q.  Does anything have to be installed on the computer in order to get OKCIS?

A. 
No, OKCIS is an Internet-based product, and computers only need access to the 

Internet.  In order for some of the features to work, you will need Adobe Acrobat and Windows Media Player (standard on must PCs).

Q.  Do you have to install a CD?

A.  No, the product is Internet-based and unless your school does not have Internet or has a stand-alone computer that does not have Internet, you will not need the CD.

Q.  May I add the OKCIS Web site link to my school or organization Web page for easy access by students or clients?

A. You can put a link to the OKCIS login page, but you may not put the userid and password on the Web.  Users must get the userid and password from someone at the school.

Q.  Can my students put in their results from other standard career assessments such as PLAN, COPS, ASVAB?

A.  No, only results from the assessments they take in OKCIS can be saved and are linked   

to closely related occupations.  No other information can be typed in and saved, but users 

are provided instructions on how to use their results from these assessments in 

“Assessment Link.”

Q.  If a user cannot remember their ID and password, is there any way to retrieve it?

A. If the user checked the “Yes, It will allow an instructor to view my portfolio” button when creating a portfolio, someone will be able to search in the Administrator’s Web site and locate the ID and password. It can be emailed to you if you click the link on the login page and list an email address in the field on the form in your portfolio.

Q.   How do I know if my school/agency has OKCIS?

A.   All OKCIS subscriptions are listed on the Internet at: http://okcrn.org/OKCIS_subscriptions.html
Q.   What is the first thing I should do after logging in with my school/agency username and password?

A.
Look at the top right hand corner of the homepage and click on the words “My Portfolio.” Under “New Users,” click on “Create My Portfolio” and follow the instructions to create your personal portfolio that includes creating a personal username and password.

Q.   Do I need to login with my school/agency username and password each time I use OKCIS?
A.   No. After you create your portfolio and have a personal username and password, you will use your personal login information when you use OKCIS online.

Q.  Can I delete my portfolio and start again?

A.   No, once a portfolio has been created you cannot delete it.

Q.   Do I have to use the computer I used when I created my portfolio to update my portfolio? 

A.   No. Your portfolio is maintained on a national server – not on your personal computer.

You can access OKCIS and your personal portfolio from any computer that is connected to 

the Internet.

Q.   What happens to my portfolio when I change schools or go to work?

A.   Initially your portfolio is associated with the school/agency that you first used to

access OKCIS. It will remain there as long as they maintain their OKCIS subscription and

you open it once a year. You can transfer your portfolio to another school/agency group in 

OKCIS in the portfolio area. You will need the login username and password from your 

new group to complete the transfer.

Q.  Can OKCIS tell me what career I should choose?

A.   OKCIS won’t tell you what you should choose, but it does contain several different 

assessment tools to help you learn more about your interests, work situations you 

would like, and occupations your skills would match. A selected list of linked 

occupations will be presented to you after you take an assessment that will lead you to 

specific information about matching occupations.

Q.  My father lost his job.  Can he use my OKCIS login to do his resume and find

a new job?

A.   YES, any immediate family member can use your school/agency username and 

password to enter OKCIS and set up their own portfolio with a new username and

password.

Q.   Can anyone see the information in my portfolio?

A.    When you set up your portfolio, you will have the opportunity to indicate whether 

Your counselor or teacher can view your portfolio. If you say NO then no one will eveknow 

you have a portfolio. A drawback of this is that if you say NO, and you forget your 

username or password, no one will be able to retrieve it for you. Another drawback is that 

your teacher will not be able to check your work. 

Q.  How can I get a thorough search?

A. Click on the search tab under any of the categories on the left hand side of the home

page.  Enter a word in the search category and OKCIS will use the first 5 characters to 

search for matches.  If your search does not bring up the results you wanted, click on

Display Alternate Titles.  For example, after entering "animal," you may not find exactly

what you want, but under display alternate titles you will find lots of occupations that have 

to do with animals although they will not have "animal" in the title.  If you still are not 

getting the results, go to a full text search.  

Spelling Test


33. a


34. b


35. a


36. a


37. a


38. b


39. b


40. a


41. b


42. b
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