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OCCUPATION SORT -  QUICKSTART  
 

What can Occupation Sort do for you? 
Occupation Sort can help you to identify occupations that 
match what is important to you.  It does not tell you what you 
should become.  It matches what you say is important with 
characteristics of occupations.  It will help you find occupations 
that match criteria you have chosen to explore further. 

Occupation Sort Selection Windows 

 

 

Select and Prioritize Factors  
 
Important: Create My CIS Portfolio to save your 
results.  On the homepage, click Occupation Sort 
under Occupations and Exploration. 

1. Read the Getting Started screen.  For an 
explanation of Occupation Sort, and to see all 
factor definitions, print Occupation Sort 
Worksheet.  Complete the worksheet.   

2. Return to Occupation Sort.  Click Select Factors.  
If you would like to select 10 factors that many 
people find important, click Recommended List.  
If you want to see a definition for a factor, click  

 . 

Important:  Select factors that refer to work activities 
you want to avoid as well as those you want to use. 

3. Prioritize the factors you have selected by 
clicking the arrow icons to move factors up or 
down, based on their importance to you.  Click 
Continue. 

4. Your selected factors will display one at a time.  
For each factor, select the level you want to use.  

5. When prompted, indicate additional levels, if any, 
you are willing to consider.  You must select at 
least the level you previously selected as your 
preferred level. Click Sort. You will see pop up 
help messages along the way. 

6. The results of your choices can be seen at the 
bottom of the screen.  The colored bars represent 
the number of occupations on three different lists:  
Eliminated by Last Choice; Not On Your List; and 
On Your List.  Click Next Factor. 

Important: Do not use the Back button on your 
browser’s tool bar when using Occupation Sort. 

7. Once you have entered your preferences for all 
your factors you will see the Options menu.  It 
includes recommendations on how to proceed. 

 
8. On the title bar you can Save, Save as New, 

Print, or Start Over.  Note what you learned in 
the reflection box and click Save Information.   
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OCCUPATION SORT -  QUICKSTART  

Explore Your Summary Occupation Sort Summary Windows 
9. From the Options menu, Review your 

Recommendations in the pop-up window.   

10. Click Review to see a chart of the factors and 
ranges you selected.  If you want to change a 
response, click  to the left of the factor name.  
Click Sort after the change. 

11. When viewing Occupations On Your List, use 
the chart icon  to compare your responses 
to the occupation’s factors.  You can also view 
a list of occupations eliminated from your list 
because of just one factor by clicking on 
Occupations Almost on Your List and using the 

 button.  When viewing Occupations Not 
On Your List, use the  button.  Compare 
your choice to the typical occupation levels and 
consider changing your response. 

12. You can use Compare Occupations to 
contrast factors of any two occupations. 
Important: From any list, click on the 
occupation title for a complete description. 

13. Why Not? compares Your Choice to an 
occupation’s coding.  Why Not? is a powerful 
feature of Occupation Sort.  It shows the cause 
and effect relationship between selected 
factors and the likelihood that an occupation 
will satisfy your stated preferences. 

Note:  To start Occupation Sort from where you 
left off, click Restore Answers on the opening 
screen the next time you use Occupation Sort. 

 
Explore the occupations on your list to learn more 
about your choices.  Save occupations you might 
like in My CIS Favorites.  The more you research 
the possibilities, the better your career decisions 
will be. 

 

 


