
This section includes
information you submitted

when you first created
 your portfolio

Create
a Resume 

The Education and Work History main page will appear.

2. From the OKCIS main page, click on My Portfolio.

3.  Click on My Education and Work History.

3.  Under Resume Data Entry, click on 
Education History.

4.  Click on

A screen will appear for you to enter 
school information.

5.  Enter the school's information then click
Save Information.

The main Resume screen will appear.

6.  Click on other areas to enter information
and ALWAYS choose Save Information after
entering information. 

7.  From the main Resume screen, select 
Format and Print Resume.

 

OKCIS Resume

1. Create an OKCIS portfolio (see the Create a Portfolio help sheet).



13.  Click on Create Resume.

Your resume will open in a different window. 

8.  Choose a resume style.

9. Select which sections to 
include in your resume.

10.  Select whether or not 
to include references.

11.  Select pdf if you want
 a ready-to-print resume.

12.  Select rtf if you want 
a resume you can save 
and manipulate in other 
programs.

Print a
Resume

You now have a resume ready for a job interview.


