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MCIS Jr Site Administration
Administrative Tools
The Administrative Tools will help you organize and manage individual student portfolios and view aggregate
data on MCIS Jr usage at your site. Use these tools to view portfolios, assist students with resetting passwords,
look up a username (if the student opted in), assign portfolios to one order more groups and view reports using
various criteria. You can also customize the Course Planner and Checklists, as well as create and send messages.
Tutorials are available to explain the editing, reporting and navigation options. Look for them under “Tools for
Counselors and Teachers,” then click “Administration Tools.”

Logging into the Administration Site
From the portal page, enter your site administrator or staff username and password. This will automatically
direct you to the correct website. Logging in as a site administrator or staff member will give you access to the
administration database as well as the ability to toggle between the administration side and the student side.
This makes it easier and quicker for staff to assist students, view student data and access MCIS Jr. It also
eliminates the need to create a mock student portfolio for demonstrations.

Site Administration Tools
Reporting uses Mega menu navigation, for ease-of-use and navigation. A dashboard provides access to: key
reports, password resetting, finding a portfolio, curriculum and tutorials.
All reports are preprogrammed to click and receive the report you are looking for. You can view the number of
logins at your site and the overall use of portfolios by clicking “Logins.” You can look at instant reports or click
“Go to Full Reports” for more in-depth reporting. More customized reports can be retrieved by hovering over
the “Reports” tab and clicking on the report you want.

MCIS Jr General Navigation
The opening page of MCIS Jr is user friendly and easy to navigate. Navigation can be accomplished in two ways:
•
•

From the blue Mega menu, hover over any of the menu options (Who Am I?, Where Am I Going?, How
Do I Get There?, My Portfolio) to show the options in that section
Clicking on any menu option and click on any plus sign (+) to learn more

On the opening page, there is an area in the upper right corner of the page to create your own portfolio, or if
you have already created a one, it will welcome you by name and link you to your portfolio. Just below the
welcome banner is a rotating message board. Various messages will be posted here throughout the year.

Getting Started
Let’s get started by clicking on “View Activity Map” under “Using Junior.” Using Junior is a good way to
familiarize yourself with the system. You will find a getting started section for students, an activities map to
easily identify all the activities, and a link to MCIS Jr Implementation Framework. Click on “Why am I here?” then
click on “Get Started.” Review the information, if this is the first time students are visiting the site this section
will encourage students to “Create a Portfolio.” If students have already created a portfolio, the center link will
say “Using Your Portfolio” and will take them on a tour of what is available in their portfolio. This is a great way
to introduce portfolios to students and will instruct students how to create a portfolio username and password.
Passwords must be at least eight characters and contain at least one uppercase letter, one lowercase letter, and
one number. Passwords cannot be the same as the username. Two security questions are required, this allows
students to change passwords without access to an e-mail.

Exploring MCIS
The Career Plan is the basis for MCIS Jr. The three main categories, “Who Am I?”, “Where Am I Going?”, and
“How Do I Get There?” provides an organized way for students to learn more about themselves, explore their
options, and make decisions and plans to assure success in and after school. You can enter any of these sections
by clicking on each sections on the top blue Mega menu.

Who Am I?
“Who Am I?” takes students through activities to learn about themselves, their strengths, interests, likes and
dislikes and talents.
Hover over “Who Am I?” then click on “Learn About Me.” On the next page, click on “Things I like to do.” You
will see an introduction to the activity and links to a Word or PDF version of the activity. Below the activity link,
you will see a reflection box. As students work through various activities they will be asked to write a reflection
about what they learned from the activity. These reflections will be saved in the student’s portfolio and will

build their personal career plan. Various activities will ask students to use MCIS Jr tools, such as assessments or
the occupations.
Hover on “Who Am I?,” under the header “Tools” – note the link to the assessments Career Cluster Inventory,
IDEAS, Interest Profiler Short Form and a Combined Report of Assessments.

Where Am I Going?
“Where Am I Going?” is about exploring careers. Taking what they learned about themselves in “Who Am I?”
and using that information to help begin developing a career plan.
Hover over “Where Am I Going?” under the header “Tools” you will find Reality Check, Career Clusters, Career
Fields, and Occupations. These can all be accessed any time from the blue Mega menu.
Once students are familiar with MCIS Jr, they do not have to go through the various steps to access information.
For example, say a student wanted to research occupations. On the opening page, from the blue Mega menu,
hover over “Where Am I Going?” and click on “Occupations.” Clicking on any occupation title brings you to the
occupation file. Any information can be easily accessed, at any time, from the blue Mega menu.

How Do I Get There?
“How Do I Get There?” focuses on planning how to stay on track to achieve their goals.
The navigation in MCIS Jr allows students to access some components in a couple different ways. For example,
“How Do I Get There?” on the blue Mega menu will take you to links for the Checklists and the Course Planner.
These can also be accessed from My Portfolio. This allows students to interactively use these components
continuously as they do more research.

Additional Resources
In the footer, in the black section of each page are some additional resources for users and staff.

Tools for Users
Tools for Users includes support materials, Quick Start guides and tutorials all related to how to navigate MCIS
Jr. this include information on assessments, and components of My Portfolio.

Tools for Counselors and Teachers
Tools for Counselors and Teachers also includes Quick Start guides and tutorials, in addition to Classroom
Activities, Guides and Instructional tools and more resources.

