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Inside this guide...

The Compass Information System is accessible to all educators, is free to use, and can be accessed on both home
and work computers. This guide will help you begin your work in the Compass Information System by informing you
of how to register an account, login to the web-based homepage, and begin the Compass process.

Process Flows
* Registering an Account 3
* Logginginto CIS 3

* Viewing data from previous years

System Features

*  Welcome screen 5

* Login and registration page 6

* Registration pages 7

* View-only checkbox 8
FAQs

 What to know, additional resources, where to go for help 9
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Process Flows

g

Register/Reset Account A/l Users

Welcome Screen Login Screen Registration Screens
Continue Register
Select a
. . . . . Select Enter a valid
Continue to registration | Select register to | Search for | login code LR, email
and login screens i roceed | yourprofile | = and i
g p your prof T and answers address

> Reset email

»l  Reset password

Login to CIS All Users

Continue Register
Continue to registration | Enterlogin code
and login screens - and password
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Process Flows

Viewing Previous Year Data Administrator, Supervisor, Evaluator only

Employee Tab Employee, PGP, Observation, SLT, Evaluation, Reports

View List View, Print, Generate Report

Toggle to the school year
for which you wish to
view data

Select view-
only checkbox

y

v

|

Select educator to view Select tab to view data

Note: If viewing data for an employee
previously at your site or district, toggle to the
year they appeared on your roster. Note Prior Year data may be viewed and printed,, but not edited.

Viewing Previous Year Data Employee - new

Employee, PGP, Observation, SLT, Evaluation, Reports

View, Print, Generate Report

Toggle to the school year
for which you wish to
view data

Select view-
only checkbox

y

\ 4

Select tab to view data

Note Prior Year data may be viewed and printed, but not edited.
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Welcome Sreen

COMPASS INFORMATION SYSTEM

| Restart

Welcome to the Compass Information System (CIS).

If this is your first visit here you will be required to register on the next page. If you have already registered, please continue to
the next page and log in.

If you are not authorized by the state of Louisiana Department of Education to use this website, please exit the site now.

Please visit http:/lwww.louisianabelieves.com/docsiteaching/cis for help-related resources, contact information, and
updates regarding CIS.

Continue to Registration / Login Page

Louisiana Believes

Key messages about Compass
Information System (such as
expected downtime) will be

posted here.




Login and Registration Page

COMPASS INFORMATION SYSTEM

This web site requires you to log in.

Login here if you have previously registered. You must register before using this web site for the first time¢

Personal Login Code: | | | | forgot my Code I
Password: | | | | forgot my Password |
[J change Password [ change Email Address

To register for the first time,
click “Register”

Once registered, enter your
Personal Login Code and
Password to enter the site.
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Registration Sreens

COMPASS INFORMATION SYSTEM

OTO locate your CIS profile, enter
... Then enter your Social Security Number and Name as indicated, and click "Submit’. the SOCIal SeCU”ty number your
LEA has on file

Please select your School District and choose EITHER section 1 or section 2.

Your School District: [select one v

Social Security Humber: (LAST 4 55N Digits only)

R Before you can register your account,
L Last Hame: % your LEA must add you to CIS

Social Security Number: I:l (ALL 9 SSN Digits)

or

zZo—-Haome =zo--HAoma =

Select alogin code (this is the
username you will use to log in to CIS)

ewulwm SR S epluu antar o Password of your cholce then Re-amter it exactly 6 S e I e Ct a p as S W O r d

Iy are ot LLASTAFFS STAGEG, pliase chok balew the same way.

| T ot LEASTAFFS STAGND

Pazswords are case sensitive.

¥ 05
LognCode

Personal Login Code: i l—[ a 1 1
esstomn o | : e Select security questions
' L === (these will enable your to retrieve your
B password, if lost)

lease choose two questions and enter the answer 1o each question. These will be used in case you forget your password. Meree el o Sl A

Your Emai Address will only be used to notify you of any change to your account

- : Enter a valid email address
wers | | ‘ Email Address: [ |
i:::..z :Smdme A7 Re-enter: ‘ |

__SINCMIIDE!

71 do not have an Email Address
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Viewing data from previous years

COMEAS: " S W e iy close | Restrt Use View Only check-box to
~— access data that is not editable

[vam| [pcP| [ Obsv | [Eval| [ Report | | ToDo List || Links |
[View| Next, toggle to the previous
Sehool Session: W year on the employee screen
2012-2013
LEA: Select one V|
School: | V|
Lastllame Filter: | NEN eOn all subsequent tabs, toggle
to the year for which you would
like to view data. This year will

be used to display data for all
subsequent screens. You will

COMPASS INFORMATION SYSTEM not be able to make any edits.
3 Note: Employees may now view their
| Employee | |wam| |pep| [sLT| BRGTEENETN Evaluation | | Report | | ToDoList | |Links | own data by selecting view-only
: : checkbox and toggling to previous
Print 2013 - 2014

years on subsequent tabs.

[2012-2013 |

School Session:
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What to know:

e Compass Information System is compatible with the Internet Explorer, Chrome, and Safari browsers
*  Before logging in, make sure pop-up blockers are turned off

*  Districts and Schools may now view prior year data for employees currently at their locations.

*  Employees may now view their own data from previous years.

Additional Resources:

* Compass Information System URL: https://leads13.doe.louisiana.gov/hcs
e Additional CIS Guides

» CIS District/LEA Administrators Guide

* CIS School Leaders/Supervisors Guide

e (IS Observations & Site Visits Guide

e (IS Student Learning Targets Guide

Where to go for help:

* For additional Compass resources, review the Compass library
* For questions about Compass and CIS, email compass@Ia.gov
* Network data specialist and district Compass contact list
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https://leads13.doe.louisiana.gov/hcs
http://www.louisianabelieves.com/docs/teaching/2013-2014-cis-guide---district-lea-administrators.pdf?sfvrsn=2
http://www.louisianabelieves.com/docs/teaching/2013-2014-cis-guide---school-leaders-supervisors.pdf?sfvrsn=2
http://www.louisianabelieves.com/docs/teaching/2013-2014-cis-guide---school-leaders-supervisors.pdf?sfvrsn=2
http://www.louisianabelieves.com/docs/teaching/2013-2014-cis-guide---student-learning-targets.pdf?sfvrsn=2
http://www.louisianabelieves.com/resources/library/teaching
mailto:compass@la.gov
http://www.louisianabelieves.com/docs/teaching/2013-2014-district-compass-contact-and-administrator-list.pdf?sfvrsn=2
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