First Time Logging into BHHS Network
Step 1:  Type in first 5 letters of first name and first letter of last name followed by the number 13.	Example:   User Name- KristF13		KathlD13
				Password- student
Step 2:  At this time it will ask if you want to create a new password, click on yes if you have not set it up yet. If there is not this prompt then hit control/alt/delete at the same time and the password change will appear. 
Step 3:  Proceed to create a new password.  Do not forget this password as only you will know it. 
Create Diploma Portfolio

Step 1:  Click “START” in the bottom left hand corner of screen.
Step 2:  Click “My Computer”
Step 3:  Click on 20XX (year of graduation) Bhhs “G” Drive.
Step 4:  Your folder will appear; double click and it will open.
Step 5:  Right click on screen.
Step 6:  Click “New” then “Folder”
Step 7:  Label the folder “First name, last name, + Diploma Portfolio”
		Example:  Kristi Fulton Diploma Portfolio

Placement of Documents into Diploma Portfolio
	Step 1:  Open the internet
	Step 2:  Type in www.brookings.k12.or.us 
	Step 3:  Click on “High School” located under the ocean scene.
	Step 4:  Click on “Guidance Office” located on the left side of screen 9 down.
Step 5:  Click on “Diploma Personalization (Senior Seminar)” located on left side 2nd down.
Step 6:  Click on your grade level on left hand side- if you are missing any documents from previous years link onto that grade level.
Step 7:  Under “Related Files” open up documents to save.
	Step 7:  Click on upper left hand orange circle and double click on “Save As”.
	Step 8:  Go to “My Computer”
	Step 9:  Click onto Bhhs “G” Drive; open your “Diploma Portfolio” folder
	Step 10:  Click on “Save”
Step 11:  Repeat steps 6-10 until all documents have been saved into your Diploma Portfolio.
Step 12:  Complete all documents
Setting up CIS Account
	Step 1:   Open the internet
Step 2:  Type in www.brookings.k12.or.us
Step 3:  Click on “High School” under the ocean scene
Step 4:  Click on “Guidance Office” on the left side of screen 9 down
Step 5:  Click on “Diploma Personalization (Senior Seminar)” on left side 2 down on screen.
Step 6:  Scroll down to “Related Links” and select “CIS Oregon Career Information System
Step 7:  Click on the yellow triangle at the left top of page titled “Sign In CIS for Internet”
Step 8:  Log into your BHHS account with the following:
		User Name:  	brookings
		Password:	book.logic

Step 9:  Go to the menu on the right
		Click on “Create My Career Planning Portfolio”
Under New User; click on “Create My Career Planning Portfolio”
Complete step by step of all personal information
	Step 10:  Enter new user name and password
User Name:  your first initial and legal last name, all lower case no spaces
Password:  your power school password plus the year of graduation
	Example:
		User Name:		kfulton		kdingle
		Password:		ABCDE13	BCDEF13
Step 11:  Reminder:  
You must click- “Yes, it is OK for the person helping me to view my portfolio”.  The guidance office has to be able to view if the work is completed.  At that time credit will then be posted.
	
