CISS Online

The Testing Center is in the process of setting up the CISS Online.  With this program, clients will take the CISS via the Internet, and the results will be returned online, first to the Testing Center (Caroline), who will send them to counselors, who may then make them available to their clients online.  The online results offer links to “an expanded CISS Career Planner…, explanatory material, online career-planning exercises, and career resources on the web.”

The procedure for this will be somewhat different from the SkillsOne.  Caroline will handle the Administrative Account and will control all of the “vouchers,” the paid administrations.  She will manage the referral of clients and the collection of fees.  The referral system will vary a bit depending on the type and location of the client:

UCCS Counseling Clients:  Send the client to the testing room with the test referral card.  Specify CISS Online (write in), and be sure to include the client’s email address on the card.  The client will need to prepay.  Caroline will register the client online, and the system will send an email to the client with an ID and password for his/her administration and instructions for accessing the inventory.  

CAP Clients:  Since CAP clients don’t pay the testing center, they do not need to report there.  The counselor will need to complete a test referral card, specifying (writing in) CISS Online and including the client’s email address on the card.  The rest is the same as above, except that Caroline will be working from the card, so please be sure to print carefully.

St. Paul Clients:  Bob (or other St. Paul counselor) may collect the fee from the client and call or email Caroline with the information and confirmation that the fee has been collected.  Counselor must then send the card to Caroline so she knows, when the report is done, what counselor has referred this client.

Once the referral is made and the client completes the inventory, the system will send an email back to Caroline telling her that Client XYZ has taken the CISS.  Caroline will retrieve the results online and save them as an html file, which she will forward to the counselor.  The counselor may then email this to the client after doing an interpretation.  All links and online resources will be available via the emailed file, so nothing is lost in the transmission of these.

I would like to emphasize a few points for all clients:

· Be sure to specify CISS Online on the test referral card. I will include this option when the cards are reprinted, but that will be a while.

· Caroline will not keep these results online, so it is advisable that counselors make hard copy for the file as a record.  If the client comes back later asking for his/her results, they will not be available unless the hard copy is in their file.  It is the counselor’s option whether to store the online results for his/her clients.

· The testing center needs the test referral card!  You may call or email the initial information to Caroline, but when the results come back, the only way she will know which counselor gets the results for any client is to have that card.
· BEWARE:  Email and voice mail are not secure, so referrals made that way should not include the client’s name, only the email address.  Another reason that the card must be right behind any such referral!
Thank you.
