Career Plan Email

Send email reminders to user(s) about incomplete Career Plan Activities.

260 Quickstarts 1. Select ADMIN and log in with a site
B :

’ administrator or staff account, or use

= nomn >

The Alaska Career Information System is a comprehensive Personal

. single sign-on through Clever or
Learning & Carser Plans (PLCPS) resource for discovering national
and Alaska-specific education and career opportunities. .
ClassLink.

2. Select Reports.

3. Select Personal Learning & Career

ﬂ [ Putiliss&Goups  OtherAccomnts  Customize  Curvicalum & Resonrces Plan.
Repos Surmary Reports
Lo S 3 4. Change Selected Plan to report on the
o e T different plans available at your site.
——
B 5. Choose which user(s) to email.
a. Use group or grade filters if
needed.
b. To email all users in the table,
[ CHANGE SELECTED PLAN use Select All.

c. To email specific users, select the
row(s) for those users.

S L] [t e ||
Gl = 6. Choose which activities to include.
; - : a. Default is to email about all
SEEEEE activities displayed on the table.
b. Only incomplete activities will be
included in the email to user.
Completed activities will not be
included.
* c. Use the plan activities filter if
You have selected 5 studen(s) needed to filter down the list.
Selected Activities:
Hello {frstName} (lastName), 7. Review the email preview.
<pogin oyour <s _ a.  The template includes
href="hitps://portal.cis.intocareers.org'>Career Information
System 360</a> account lo complete these aclivities in placeholders fOI ﬁrst name, Iast
o carEeTEnEE name, AKCIS link, and activity.
frettes) b. These fields populate
g automatically for each user when

close the email is sent.

8. Select Send Emails to complete.
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