
 

 

 
 

Choices® Planner for Adults & Youth in Career Transition 
Training Agenda 
Accessing Choices Planner CT: www.cfnc.org Click on Bridges Planning Tools 
 
Overview of Bridges and Choices Planner 

 Home Page – overview 
 
Who is your customer? What do they need help with today?   
Choices Planner has a selection of starting points…. 
 
Work 

 Browsing and Career Profiles 
 Assessments (Interest Profiler, Work Values, Basic Skills Survey, Transferable Work Skills 

Checklist, Ability Profiler  
 Career Finder 
 Compare Careers 
 Connecting Careers to Learning Programs (What to Learn) 

 
Learn  

 Find a School offering this Program 
 School Finder 
 Financial Aid 

 
Portfolio 

 All About You 
 Things You Saved 
 Your Journal 

 
Getting Ready to Work 

 Resume Builder 
 Letter Writing 
 Job Interview Practice 

 
Professional Tools 

 Lesson Plans and Activities 
 Portfolio management and reporting 
 Reviewing portfolios  
 Usage Reports 

 
Evaluation – www.cfnctraining.org  
 
 

 
 

 

http://www.cfnctraining.org/


Levels of Implementation 
Level 5   Manage
Utilize DATA-driven tools to drive excellence and achievement into program results expanding and increasing 
success of all segments. 

Level 4 Program
LEAD well rounded program with defined recourse roles for administrative, instructional and community 
support of client 

Level 3 Instruct
Train professionals to TEACH skills to clients for lifelong transitions and coach through application of resource 
and improved performance. 

Level 2 Inform
Provide client with comprehensive, ACCURATE, set of occupational, academic and financial information. 

Level 1 Assess
Use VALID tests to introduce clients to possible ’labels’ of interest and direction. 

Other Bridges Resources 
Bridges website … Resource materials, training options - www.bridges.com/us/home.html
Career Pro News … Weekly newsletter - careerpronews.bridges.com
Doug Manning’s Blog on living a proactive life - www.proactiveliving.blogspot.com
Dear Bridget newsletter 

Product Reading Levels 

About Reading Levels in Bridges Products  

All Bridges products are checked for reading levels. For consistency, we use a standard Flesch-Kincaid reading 
level evaluation tool found in Microsoft Word. In general, shorter words and shorter sentences result in lower 
grade reading level scores.  

Check out "Readability" under Microsoft Word Help to see how these scores are calculated. The scores used by 
the Microsoft Flesch-Kincaid tool stop at 12th grade; when you see that number, the actual score may be higher.  

Frequently, the tested reading level of a student won't predict his or her ability to comprehend material shown 
to be at the same, or even lower, grade level. The degree of familiarity with the subject matter can influence 
comprehension. Also, comprehension is affected by the abstract concepts presented even in short words -- for 
instance: "value" and "ability." 
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Accessing Choices Planner 

Sign In/Home Page 

Log into the new Bridges site by using www.bridges.com/ct

Bridges has created an all in one sign in/home page for students, parents and educators. Like all of 
the components in the Bridges products, the tabs at the top of the sign in box allows users the choice
of either using the Site ID tab or Portfolio Name tab. There is also a link at the bottom of the blue sign
in box with links that will help you create a portfolio or assist you in case you have forgotten your 
password.

Once you have successfully logged into Bridges, all products your agency has subscribed to will appear
on your screen.  For the rest of this training, we will be utilizing the Choices Planner part of the
screen.

Portfolio Creation 

Choose to Create a new portfolio 

Enter the required information, including your Site ID_______________________ and password
________________.

It is suggested that clients use their e-mail address as their portfolio name, so it is easy to remember.  This is the 
one crucial item that every client needs to remember, so DO make it easy to remember! 

Clients who forget their password may use the Forgot your password link that first asks them their portfolio 
name, and then asks them for the answer to their secret question. Their password will be retrieved if they
answer correctly. They can also choose to have their password e-mailed to them for future reference. 

Once a client has created a portfolio, they will see a screen that shows all the Bridges Transition programs to 
which their school or agency has subscribed.

It is strongly recommended that clients always log-in to Bridges products with their Portfolio Name and 
password as this is the only way all work they do can be saved. 

Once they have logged-in, they will click on the Choices Planner logo.

Notes:
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Home
The opening screen offers many routes for not only the client, but also for the professional who is using the
program.  Notice the layout of the screen.  Across the top of the screen you will see different colored tabs titled
“Home ” ( orange), “Work” ( blue), “Learn” (purple) and “Your Portfolio” ( light green).  These tabs
allow the user to navigate easily through the rich textures of explore, plan and achieve.  A rectangular box 
located in the center of the screen is just one more way to jump into the Work , Learn and Your Portfolio 
sections.

Please take note that at the top left side of the Home page is a link entitled “Espanol” which will convert the text 
to Broadcast Spanish.

Creating Your Portfolio

If a client has not yet created a portfolio, or would like to log into their portfolio to start saving their work, they 
may do so from the Home Page by following the directions given on the right-hand side bar of the page. 

Guideways

Once a user has logged into their Portfolio, they may use the Choices Planner Guideways, also found on the 
right- hand side bar of the Home Page.   Guideways are a valuable tool for clients who want to get started using
the program on their own, or would like to be guided in a structured step-by-step process. 
Users simply choose which scenario best aligns with their own situation.  Choices Planner’s Guideways direct
users through a step-by-step process to help them meet specified objectives.

Notes:
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Work

The Work section allows users to access various avenues of occupational information, assess their interests, 
values and skills using a suite of inventories and assessments and find careers that match their personal 
preferences.

Career Profiles 

Clients can search for careers alphabetically, by video, by career zone or by career cluster.  Each career profile 
provides a comprehensive overview:

What They Do - Describes the particular tasks a career entails 

Is This For You? – Allows clients to match their interests, work values, aptitudes and Myers Briggs 
personality type to those typically found in a career 

Skills You Need – Lists the relevant basic skills, transferable skills and workplace skills 

What to Learn – Outlines required courses for high school and beyond, as well as what other types of training 
they might require

Money and Outlook – Shows users what the average earnings are in a career, as well as the outlook for 
growth

Connections – Provides associations, Internet sites and related career information sources 

Interest Profiler 

For the most robust assessment results, clients may choose to use the Interest Profiler. Originally developed by 
the U.S. Department of Labor, this instrument thoroughly assesses the level of an individual’s interest for 180 
different activities, by providing statements that users must rank between Love/Like/Not Sure/Dislike and No 
Way.  These questions should be answered in light of interests only. While clients are answering the questions,
help them to imagine that they have all the skills, resources and finances to do these activities well – it is just a 
matter of whether they would enjoy it.   The Interest Profiler then provides them with validated connections to 
careers.

Work Values Sorter

The Work Values Sorter, developed by the U.S. Department of Labor, is designed to increase self-awareness of
an individual’s personal work values. Users may need to shuffle statements as required as they rank 20 different 
values in order of importance on a grid that measures the Most Important/More Important/Somewhat
Important/Less Important/ Least Important.
Each user is provided with Holland-type results that relate to a list of matching occupations.

Work values are assessed in the areas of:
• Independence
• Achievement
• Support
• Working conditions
• Relationships
• Recognition
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Basic Skills Survey

The Basic Skills Survey encourages users to assess the level of their basic skills on a scale of one to seven and 
then aligns their results to a list of their most suitable career options. Users must check the activities they know
they can do today, and once they have selected at least two out of the three activities for each level, the following
level will be made available. Level one is the most basic and level seven is the most complex.

Basic Skills are assessed in ten different areas:
• Reading Comprehension
• Active Listening
• Writing
• Speaking
• Mathematics

• Science
• Critical Thinking
• Active Learning
• Learning Strategies
• Monitoring

Workplace Skills Checklist 

The Workplace Skills Checklist allows users to easily determine which workplace skills they currently possess, or 
which ones they plan on developing, then matches those skills to relevant career options. 

Workplace Skills are categorized beneath five different areas: 
• Social Skills 
• Complex Problem Solving Skills
• Technical Skills
• Systems Skills 
• Resource Management Skills

Transferable Skills Checklist 

Particularly beneficial for adult users, the Transferable Skills Checklist helps career agency clients understand
how past work experience can lead to new career opportunities.
Transferable Skills are categorized beneath 25 different topics, which align to relevant careers.

• Getting information needed to do the job
• Inspecting equipment, products, or materials
• Processing information 
• Reviewing or analyzing data or information 
• Thinking and working creatively
• Developing objectives and strategies
• Following written or spoken instructions
• Growing and harvesting plants and animals 
• Handling and moving objects
• Controlling machines and processes 
• Operating vehicles and mechanized devices or equipment
• Interacting with computers and other electronic equipment
• Repairing mechanical or electronic equipment and objects
• Using hand and power tools or instruments 
• Documenting and recording information 
• Interpreting the meaning of information for others 
• Communicating with persons outside the organization
• Assisting or caring for others 
• Selling or influencing others
• Performing for the public
• Developing and building teams 
• Teaching and advising others
• Managing programs, staff and budgets
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Ability Profiler 

An optional add-on assessment, the Ability Profiler is adapted from the latest paper-based O*NET Ability 
Profiler, and integrates with Choices Planner to provide clients with occupational leads. The Ability Profiler 
provides six tests that measure abilities in arithmetic reasoning, computation, vocabulary, three-dimensional 
space, name comparison and object matching. 

Working together with Choices Planner, the Ability Profiler demonstrates the relevance between aptitude scores 
and the world of work by identifying a client’s potential for specific career and education options. Choices 
Planner relates aptitude levels to more than 650 specific O*NET occupations based on the information about 
job aptitude requirements from the U.S. Department of Labor. 

Career Finder 

Choices Planner’s Career Finder allows users to customize their career search for a list of targeted matching 
career results. Users can choose their specifications in areas of: 

• Education 
• Money and Outlook 
• Skills – including results from assessments 
• My Characteristics – including results from assessments 
• Career Facts – including working conditions, physical demands and physical abilities 

Notes:

Compare Careers 

Clients may compare any two career profiles side-by-side in order to determine which best matches their 
preferences. 

Getting Ready to Work 

The Getting Ready to Work tools can be found in Choices Planner’s Work section. These modules make it easy 
for clients to build an effective resume, practice for an interview, create a cover letter and follow-up with a 
thank- you letter. 

Resume Builder 

The Resume Builder makes it easy for clients to build a comprehensive resume that perfectly aligns to the career 
objective in just 10 simple steps.  The Resume Builder allows users to choose from a list of tasks and skills they 
want added to their resume.  Users can choose one of three classic formats for their resume in order to best 
highlight their strongest areas, whether it is their employment history, education or both. 
Note: To copy and paste the resume into a Word document, users should go to Edit > Paste Special and choose 
Unformatted Text for the resume to be pasted onto a blank document without grids or tables around the text. 
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Job Interview Practice 

Depending on the type of job your client is interviewing for, the types of interview questions could be quite 
different. Choices Planner’s Job Interview Practice module allows users to select which set of questions they’d 
like to practice answering in the areas of: 

• Commonly Asked Questions 
• Work Related Questions 
• Administrative Job Questions 
• Retail Job Questions 
• Service Industry Questions 
• Industrial Industry Questions 

Beside each question, Choices Planner provides valuable tips on how to give the best possible answer. Clients 
can write their answers in the space provided and save them in their personal portfolio to review or edit later. 

Cover Letter Creator  

A cover letter is a very important part of every resume. Choices Planner gives clients the tools they need to write 
an effective cover letter to help them make a great first impression. 
Choices Planner’s Cover Letter Creator gives users several options of cover letters to choose from. 
All clients need to do is select which type of cover letter they would like to submit and simply fill in the blanks. 

Thank-You Letter Builder

A thank-you letter is not only a thoughtful gesture, but is also an effective way to stay in the mind of a potential 
employer and remind them of your qualifications.  Choices Planner’s Thank You Letter Builder helps clients to 
create a well-written thank you letter by easily filling in the blanks and exporting it to a Word document to print 
or e-mail. 

Notes:

Job Search Activities 

Choices Planner’s Job Search Activities Section provides various activities for clients to explore their interests 
and what’s available to them, including: 

“Know yourself” activities: 
 View your Ability Profiler results 
 View your Transferable Skills Checklist results 
 View your Interest Profiler results 
 View or edit careers saved in your portfolio 
 Identify your salary needs 

“Know the job market” activities: 
 View the outlook for careers saved in your portfolio 
 Document your job search network 
 Identify potential employers 
 Practice conducting an information interview  
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 “Apply yourself” activities: 
 Complete a master job application 
 Create or edit your resume 
 Learn and practice setting up a phone interview 
 Try a practice job interview 
 Create or edit your thank you letter 

Learn

Choices Planner’s Learn Section provides various avenues to explore education and training options, post-
secondary institutions and scholarship information. 

Programs and Majors Profiles 

Clients can search for programs and majors alphabetically or by career zone.  Each profile provides a description 
of what the program entails with connections to schools offering that major, career pathways and related 
careers.

School Profile 

Clients can search for schools alphabetically and by region or state.  Each school profile provides clients with 
details about everything they need to know, including: 

Key Facts – Provides information on the location, types of programs, population, etc. 
Admissions – Tells clients how difficult it is to be admitted and what the requirements are 
Tuition Costs – Covers how much it will cost for tuition, annual fees, books and supplies, room and board, as 
well as provides information on what types of payment plans are available 
Programs Offered – Shows clients what level of certification is available for each course and connects them 
to major profiles 
Sports – Lists what sports are available and if sport scholarships are offered 
Campus Life – Gives clients an idea about what sorts of activities are available outside of class, what kinds of 
housing are available, and what health and safety services are provided 
Career Connect – Provides information on whether co-operative programs, internships and part-time classes 
are available, as well as lists what career counseling services are available 

School Finder 

Choices Planner’s School Finder allows users to customize their search for a list of schools that best match their 
criteria. Users can select their specifications in areas of: 

• Key facts 
• Admissions 
• Tuition and Costs 
• Programs Offered 
• Sports
• Campus Life 
• Career Connect 

7



Notes:

Compare Schools 

Clients may compare any two school profiles side-by-side in order to determine which school best meets their 
liking.

Scholarship Finder 

Clients looking for scholarship opportunities to help finance their education may use the Scholarship Finder to 
find out which scholarships meet their unique circumstances.  Users answer 18 questions regarding their 
personal information, their academics and extracurricular activities to obtain a list of relevant results, 
information about each scholarship and application deadlines. 

Your Portfolio 

Your Portfolio is one of the most powerful components of Choices Planner. This is where users can save all their 
information as they build meaningful plans for their next career transition. Available online 24/7, clients can 
access the contents of their portfolio from anywhere.  
In order to access Your Portfolio, users must remember their personal portfolio name and password. 

All About You 

The All About You section is where clients can store their personal details, resumes, interview practice, interests, 
values, skills, aptitudes, network of contacts, experiences and other information. Choices Planner automatically 
saves these details when if a student is working within their portfolio. 

Things You’ve Saved 

Your Portfolio’s Things You’ve Saved section allows clients to save career profiles, post-secondary programs, 
majors, schools, scholarships and more, allowing for easy access when they return to Choices Planner later on.  
Clients simply have to click “Add to Portfolio” to save any profile to their portfolio for future reference. 

Your Journal 

Your Journal encourages clients to take time to reflect on the career planning process and write personal notes 
about their goals, feelings, experiences or whatever strikes their mood. 
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Professional Tools 

Administrators will find many useful features in the Professional Tools section of Choices Planner. These tools 
enable them to generate reports with statistics showing how clients are using the product. With the Professional 
Tools, they can customize certain features and manage accounts.  

The Professional Tools section is for site administrators only. To access this section, administrators first need to 
create a professional account using the Professional Account Access Key (found in your Welcome Letter). To 
create a professional account, go to the Counselor and Educator sign-in section, then click on Create a new 
professional account. 

Notes:

Reviewer
The Reviewer tools are for viewing the contents of client portfolios. There are various methods available to find 
a portfolio. You will be viewing portfolios in the same tabbed format that clients use. 

As you are viewing a portfolio, you can use links, add comments or send reminders (with the top link). You can 
also track reviewed portfolios using the Portfolio has been reviewed button (in the left margin). 

Reporter
The Reporter tools enable you to create reports and generate statistics on how clients are using Choices Planner.  

Usage reports are standard reports. You can create reports the showing number of sessions, the number of page 
views and the number of portfolios created in a month. 

Outcome-based reports are customized reports based on criteria that you select. For example, you can create a 
report showing the top 40 saved careers, or a report based on clients’ Interest Profiler results. You could then 
make your report more specific by defining a time frame or age group. 

Note the links on the top right corner of the reports. You can use these links to print, e-mail or create a PDF 
document of your report. 
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You can use the Tracker tools to track all portfolios and clients’ progress with the 
Guideways on Choices Planner. 

The Portfolio Review Tracking feature helps you to keep track of the portfolios you've reviewed and assessed. It 
produces portfolio review status reports for classes and groups. Once you are in a report, you can click on a 
name to review the portfolio. You can change the status to "Not Yet Reviewed" for certain portfolios if you wish. 

The Guideways Tracking feature for Choices Planner enables administrators to check your clients’ progress 
through the Guideways and leave comments. You start by choosing the group for which you want a report. You 
then choose the Guideway (1, 2, 3 or all). The report shows which steps have been completed for each portfolio. 

Note the links on the top right corner of the reports. Use them to print, e-mail or create a PDF document of your 
report.

Site Administration

You can use the tools in the Site Administration section to perform the following tasks: 

 Change site passwords  

 Send reminders to groups or to the entire site  

 Manage professional accounts  

The Change Password feature applies to your Site ID. You can change the password for your site, but you must 
make sure that everyone at your site knows the new password. The site password is required to access Choices 
Planner, and to create new portfolios and professional accounts. 

The Manage Professional Accounts feature is for the professional accounts at your site. You will need a valid 
Professional Account Access Key (PAAK) to perform the following functions: 

 Create another professional account  

 Upgrade a portfolio to a professional account  

 Convert a professional account to a portfolio  

 View all professional accounts  

 Change the Professional Account Access Key (PAAK)  

Notes:
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Ready to use Choices Planner?  There are some things you need to consider 
about implementation: 

 Who is responsible for implementation? 

 Who is on the support team? 

 What resources do you have? 

 What resources are needed? 

 What is a reasonable timeline for implementation? 

New to Choices? 

 Wide spectrum of implementation ideas 

 How much time is available each year? 

 Lab time accessibility? 

 Academic teacher involvement? 

New opportunities with Choices Planner 

 Home/anywhere use … less lab time needed, homework opportunities 

 Portfolio … easier to organize and review previous work 

 Career Plan Builder … a self-guided process with visible outcomes 

 Journaling … opportunity for reflective activities 

 Professional tools … track, review portfolios, react to statistics 

 Ideas?
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