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Overview 
 

This document is a guide to walk you through the online College and Career Pathway Endorsement process. The 
sections covered include: 
1.  Access Level and Accessing the System     Page 2 
2.  Getting Started       Page 4 
3.  Individual Career Plan (ICP)      Page 5 
4.  Career Pathways 

a. District Information      Page 6 
b. Overview Information     Page 7 
c. Course Sequence      Page 8 
d. Professional Learning Experience 

i. Career Exploration     Page 11 
ii. Team-Based Challenges    Page 13 

iii. Career Development Experience/Internship  Page 15 
e. Submit/Review      Page 18 
f. Making Changes to Plans that Need Resubmission  Page 19 

 
 

 
 

 

If you have programmatic questions or if there are issues with system functionality, please contact ISBE’s CTE 

Department at (217) 524-4832 or cte@isbe.net.  Please include the RCDT code, a description of the issue, and 

a screen shot(s) in an email.  If you have IWAS access issues, please contact ISBE's Call Center at (217) 558-

3600.  

 

 
 

  

mailto:cte@isbe.net
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Access Levels and Accessing the System 

Accessing Levels 
 

What does the Access Level mean? 

ROE Admin 
View only rights. The ROE superintendent can assign other ROE personnel as the 

ROE Admin for view-only purposes.  

District Admin 

District superintendent for communicating with District Admin to assist them in 

completing this application or assign other district personnel as the District Admin 

for completion. District Administrators are responsible for completing the 

Endorsement Pathway Plans. 

ISBE Admin 
ISBE staff only: ISBE users will approve/deny components of the Career Pathway 

Endorsement plan applications. 

ISBE Call Center View only rights ISBE’s Call Center Team. 

  
 

➢ District Admin: 

o District superintendent 

▪ Can delegate others to serve as District Admin.  

▪ Will be the only one who can delegate District Admin duties; delegates will not be able to assign rights to the 

system to others. 

 

 

Accessing the System 
➢ Sign into ISBE Web Application Security (IWAS)  

➢ Click on System Listing; then Reporting – Annual – Career Pathway Endorsement Plan 

 

  

https://apps.isbe.net/iwas/asp/login.asp?js=true
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IWAS User Access 
➢ Existing IWAS users: 

o Go to System Listing. Click on                                                                         at bottom right. 

o Go to Reporting – Annual – Career Pathway Endorsement Plan. 

o Click the                                            button next to it. 

o Complete the necessary information, including justification for access.  

o Click  

➢ New IWAS users: 

o Please refer to the IWAS User’s Guide to find information about how to create an account. 

o Go to System Listing – Reporting – Annual – Career Pathway Endorsement Plan. 

o Click the                                           button next to it 

o Complete the necessary information, including justification for access.  

o Click    

 

Please note: There is not a limit on the number of individuals who can have District Admin access. 

 

District Admin or Business Manager – Granting User Access to Complete Application  

➢ Process for granting access: 

o Login to IWAS.  

o Go to the Career Pathway Endorsement Plan system request. 

o Select District Admin for the correct district representative.  

o Approve access. 

  

https://apps.isbe.net/iwas/documents/pdf/IWASUserGuide.pdf
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Getting Started 

Step 1:  Log into the Career Pathway Endorsement Plan. 

Step 2:  When you login, the landing page displays information regarding the College and Career Pathway Endorsement 

(CCPE) process, including Updates, News, and Other Information pertinent to the CCPE.  Click                     to enter the CCPE 

Plan submission system.  

Step 3:  Upon entering the CCPE Plan dashboard, you will see a listing of the District Pathways.  

The status of each Pathway is indicated under the Status column: 

• Draft indicates the Pathway plan has been started and is in draft format. 

• Submitted indicates the Pathway plan has been submitted for ISBE approval. 

• Needs Resubmission indicates changes need to be made to the Pathway plan. 

• Approved indicates the Pathway plan has been approved by ISBE. 

The Action column indicates the actions a user can take for the Pathway plan: 

• Edit allows you to edit a plan needing resubmission. 

• View is a view-only option for approved plans. 

• Edit/Delete are options for plans that are in draft mode.  

The Last Updated Date and Updated By Date are also provided.   

The option to Add the Individual Career Plan or View Individual Career Plan is in the top right corner above the Pathway 

listings.  

• When first entering the system and prior to entering any plans, the Individual Career Plan button will be green. 

• After submitting the Individual Career Plan, the button will be blue (Submitted). 

• Upon approval, the Individual Career Plan button will be green (Approved). 

 

 

 

 

➢ Note the system menu allows you to easily access the User Guide for additional information. 
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Individual Career Plan  

Step 1: If this is your first-time entering information for the Pathways, click on                                  to begin the CCPE 

submission process.                                                  

Step 2:  To earn a College and Career Pathway Endorsement, a student shall develop and periodically update an 

individualized plan for postsecondary education or training, careers, and financial aid. The school district must outline how 

students will be supported with comprehensive postsecondary and career planning; develop a method to collect and store 

the student’s information regarding the individual plan; and identify who is responsible for work in career 

exploration/development, postsecondary education exploration/preparation/selection, and financial aid and literacy. 

Using the provided textbooks, answer questions 1-7.  If the form is ready to be submitted for ISBE Admin’s approval,  

click                       .  If the progress needs to be partially saved, click                .  If no changes are required, click on   

to open the Pathway listings.    

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 3:  Once the Individual Carer Plan (ICP) has been submitted, the status on the pathway dashboard indicates                                            

                                                                        . 

 

• If the ICP request has been declined, refer to the ISBE Feedback section at the bottom of the page and address 

the concerns.  Once changes have been made, click                        . 

• Once the ICP has been approved, it is in view-only status.  Click the                     button to return to the Pathway 

listings.  
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Career Pathways  

District Information 

Step 1: After the ICP has been approved, use the Pathway listing page to access your Pathway plans.        

The status of each Pathway is indicated under the Status column: 

• Draft indicates the Pathway plan has been started and is in draft format. 

• Submitted indicates the Pathway plan has been submitted for ISBE approval. 

• Needs Resubmission indicates changes need to be made to the Pathway plan. 

• Approved indicates the Pathway plan has been approved by ISBE. 

 

Step 2: To add a new plan, click on                                       to begin. 

Step 3: The top portion of the first section contains district information which is pulled from ISBE’s Entity Profile System. The 

bottom portion of the first section should be filled/replaced with the name and contact information of the person completing 

the Pathway plan. Once the information has been entered and reviewed, click                     . Then click                        to move to 

the new section.     

Please note: The contact information in the bottom portion will be prepopulated and should be replaced (if needed) to 

indicate the correct contact person.  

 

 

 

 

 

 

 

  

➢ Note the Pathway menu located on the left side of the page allows you easily switch between the sections of the 

Pathway components.  However, the Overview Information must be completed to do so.   
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Overview Information 

Step 1:  Select the Endorsement Area for the Pathway.  

 

 

  

 

 

 

Step 2:  Enter the specific career Pathway name (i.e. Nursing, Education, Elementary Education, IT, Networking, Accounting).   

 

 

Step 3:  Broadly describe labor market/workforce needs for this Pathway.  

 

 

 Note: You can expand the text box area by clicking on the bottom right corner of the text box. 

 

Step 4:  The Pathway plan must be aligned with one or more postsecondary institutions. This alignment allows students to 

continue their Pathway in a seamless and deliberate manner toward a postsecondary credential. Be specific about the 

credential (e.g., Associate in Applied Science in Cyber Security/Information Assurance).  

Use the drop-down box to select the postsecondary partner then enter the credentials associated with the program. If the 

program has multiple credentials, separate each credential with a comma in the Eligible Credentials text area.  

Click                            once all information has been entered. If applicable, continue to add postsecondary institutions and 

eligible credentials.  

 

 

Upon the completion of the overview section, click on                    ,   in the bottom right hand corner of the page, to save your 

information and move to the next section.  You will receive a confirmation message that your information has been saved. 

 

➢ You can now use the pathway menu on the left side of the page to easily switch between all sections of the 

Pathway components.  
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Course Sequence 

Refer to the bottom of the page to view the current number of courses/credits that have been entered. 

 

 

 

 

 

 

A minimum of four semesters (two years) with six early college credit opportunities is required for submission. 

 

Step 1:  There are two options for selecting ISBE course codes for the courses in the course sequence.  

 

 

 

 

 

 

 

Option 1: Use the dropdown feature to select one of the 24 subject areas. Upon selecting a subject area, the course name 

dropdown displays only those courses within the selected subject area.  

 

 

 

Option 2: Use the                                                                              search option by clicking in the box and typing in the name of 

the course.   

 

Step 2:  Enter the local course name (optional).  

 
 

Step 3:  Use the dropdown to select how the course is offered from the three options – the course is offered as regular 

period course, part of a block schedule, or part of an extended time/period. This information will be used to determine if the 

course content covers more than the typical credits of a regular period course.   
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Step 4:  Use the dropdown to select the number of semesters for the course. Please note that if Extended Time is selected, 

you can only select from 2-4 semesters.   

 

 

 

 

 

 

Step 5:  Use the dropdown to select the location of the course.  

 

 

 

 

 

Step 6:  Indicate if the course is eligible for Early College Credit. If Yes, complete 6a, 6b, 6c, and 6d.  If No, continue to Step 7. 

 

  

 

Step 6a – 6d: Enter the college course code, college course name, early college credit type, and number of credits.  

 

 

 

 

 

 

Note: If Advanced Placement is selected and you are not aware of the corresponding College Course code/name, please 

work with your postsecondary partner or use this tool to determine the information.  For International Baccalaureate 

courses, work with your postsecondary partner or use this site for additional information.   

 

Step 7:  Select the grade during which a student would normally take this course.  

 

 

 

 

https://apstudents.collegeboard.org/getting-credit-placement/search-policies
https://www.ibhe.org/aaibcourses.html
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Step 8:  Provide a basic course description.   

 

 

Note: You can expand the text box area by clicking on the bottom right corner of the text box. 

 

Step 9:  Respond to the question prompt on how the course teaches students the skills and/or content that is needed to be 

successful in the career Pathway.   

 

 

Note: You can expand the text box area by clicking on the bottom right corner of the text box. 

 

Step 10:  Respond to the question prompt on how the course helps students learn what the actual work is like in the 

workplace and helps them to determine if the work aligns with their interests.  

 

 

 

Note: You can expand the text box area by clicking on the bottom right corner of the text box. 

 

Step 11:  Once all of the course information is completed, click                     .   Continue to add courses to the course sequence 

that are being used to meet the requirements of this component.  Once all courses have been entered and the requirements 

have been met, click                        to move to the next component.   

 

 

 

 

 

 

Note: Refer to the bottom of the page to view the current number of courses/credits that have been entered  

and ensure all requirements have been met. The Action buttons allow you to either edit             or delete            your entry. 

 If any edits need to be made, be sure to click                         once the edits have been made.   
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Professional Learning Experience – Career Exploration Activities 

To earn a CCPE, a student shall complete a minimum of two career exploration activities or one intensive career exploration 

experience. For purposes of the CCPE, activities taking place in grades through 12 may be included as a career exploration 

activity, with at least one activity taking place within grades 9 through 12.  

Examples of a career exploration activity include, but are not limited to, worksite tours, job shadowing, career-related 

services, or mentorship. Intensive career exploration activities are structured student experiences, such as a career 

exploration camp/day, that provides students with the opportunity to explore various occupations relating to a specific 

Endorsement area with hands-on training and orientation activities.  

Refer to the bottom of the page to view the current number of career exploration activities that have been entered. You may 

add up to six total career exploration activities.  

 

 

 

 

 

Step 1: Enter the career exploration activity name. 

 

 

 

Step 2:  Describe the career exploration activity. For recording/monitoring purposes it is suggested to indicate if the activity 

occurs during a course within the course sequence.   

 

 

Note: You can expand the text box area by clicking on the bottom right corner of the text box. 

 

Step 3:  Enter the name(s) of the industry partner(s) associated with the career exploration activity.  

 

 

 Note: You can expand the text box area by clicking on the bottom right corner of the text box. 

 

Step 4:  Indicate if this is an intensive career exploration activity. To earn a CCPE, a student shall complete a minimum of 2 

career exploration activities or one intensive career exploration experience.  
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Step 5:  Once all of the career exploration information is completed, click                        .   Continue to add career exploration 

activities that are being used to meet the requirements of this component.  Once all career exploration activities have been 

entered and the requirements have been met, click                        to move to the next component.   

 

 

 

 

 

 

 

Note: Refer to the bottom of the page to view the current number of career exploration activities that have 

 been entered and ensure all requirements have been met. The Action buttons allow you to either edit            or delete            

your entry.  If any edits need to be made, be sure to click                         once the edits have been made.   
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Professional Learning Experience – Team-Based Challenges 

To earn a CCPE, a student shall complete a minimum of two team-based challenges.   

Refer to the bottom of the page to view the current number of career exploration activities that have been entered. You may 

add up to six total team-based challenges.  

 

 

 

 

 

 

Step 1: Enter the name of the team-based challenge. 

 

 

 

Step 2: Enter the description of the authentic problem (including approximate team size). For recording/monitoring 

purposes it is suggested to indicate if the team-based challenge occurs during a course within the course sequence.   

 

 

 

 

Step 3: Click in the box to select one (maximum two) technical competency from the endorsement area selected in the 

Overview Information section. 
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Step 4: Click in the box to select one (maximum two) essential employability competencies.  

 

 

 

 

 

 

 

Step 5: Enter the final product description.  

 

 

Note: You can expand the text box area by clicking on the bottom right corner of the text box. 

 

Step 6: Provide the name of the adult mentor or industry partner who will be working with the teams during the team-based 

challenge. If multiple partners are possible, separate entries with a comma.  

 

 

 

Step 7:  Once all of the team-based challenge information is completed, click                    .   Continue to add team-based 

challenges that are being used to meet the requirements of this component.  Once all team-base challenges have been 

entered and the requirements have been met, click                        to move to the next component.   

 

 

 

 

 

 

 

 

Note: Refer to the bottom of the page to view the current number of team-based challenges that have 

 been entered and ensure all requirements have been met. The Action buttons allow you to either edit            or delete            

your entry.  If any edits need to be made, be sure to click                         once the edits have been made.   
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Professional Learning Experience – Career Development Experience/Internship 

To earn a CCPE, a student shall complete at least 60 cumulative hours of participation in one or more supervised career 

development experiences.  At least 60 hours of participation completed by the student can be within a single experience or 

across two experiences; however, one individual experience may not be less than 20 hours.  

Refer to the bottom of the page to view the components of the career development experience/internship that have been 

entered. A maximum of two experience records are allowed.   

 

 

Step 1: Enter the name of the career development experience/internship. 

 

 

 

Step 2: Provide a description of the authentic working conditions or student role in the partner organization.  What will the 

student be doing during their career development experience/internship? 

 

 

Note: You can expand the text box area by clicking on the bottom right corner of the text box. 

 

Step 3: Provide the name(s) of the partner(s) involved in the career development experience/internship.   

 

 

Note: You can expand the text box area by clicking on the bottom right corner of the text box. 

 

Step 4: Describe the collaboration between the school and business partner in developing and monitoring the career 

development experience. 

 

 

Note: You can expand the text box area by clicking on the bottom right corner of the text box. 
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Step 5: Describe how students are assessed or provided feedback through a professional skills assessment on the relevant 

career Pathway technical competencies and cross-sector essential employability competencies.  

 

 

Note: You can expand the text box area by clicking on the bottom right corner of the text box. 

 

Step 6: Indicate how many hours the students will be completing during the career development experience/internship. No 

individual experience may be less than 20 hours (40/20 or 30/30 split across two). 

 

 

Step 7: Indicate if the students earned course credit for the experience/internship.  If Yes, enter the required information in 

question 8. If No, continue to question 9.  

 

 

 

Step 8: If Yes was selected above, enter the respective subject area and ISBE course code.  

 

 

 

Option 1: Use the dropdown feature to select one of the 24 subject areas. Upon selecting a subject area, the course name 

dropdown displays only those courses within the selected subject area. 

 

 

 

 

 

 

Option 2:  Use the                                                                              search option by clicking in the box and typing in the name of 

the course.   

 

Step 9: Indicate if the students were paid for their experience/internship.   
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Step 10:  Once all of the career development experience/internship information is completed, click                        .   Continue 

to add career development experience/internships that are being used to meet the requirements of this component.  Once 

all career development experience/internships have been entered and the requirements have been met, click                        to 

move to the Submit/Review section.   

 

 

Note: Refer to the bottom of the page to view the current number of career development experiences/internships that have 

 been entered and ensure all requirements have been met. The Action buttons allow you to either edit            or delete            

your entry.  If any edits need to be made, be sure to click                         once the edits have been made.   
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Submit/Review 

Upon completion of the required components, the next step is to submit the plan for ISBE approval.   

 

 

 

 

 

 

 

 

 

Please note: The                       button will not be active unless all sections are complete. 

 

Use the                     button to review/return to previous sections or toggle through the various components from the left side 

menu.   

Once all components have been entered and reviewed, click the                       button to submit your Pathway plan to ISBE for 

review/approval. Upon submission, your Pathway plan is read-only.  
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Making Changes to Plans that Need Resubmission 

Step 1: Upon entering the CCPE Plan dashboard, you will see a listing of the District Pathways.  

The status of each Pathway is indicated under the Status column: 

• Draft indicates the Pathway plan has been started and is in draft format. 

• Submitted indicates the Pathway plan has been submitted for ISBE approval. 

• Needs Resubmission indicates changes need to be made to the Pathway plan. 

• Approved indicates the Pathway plan has been approved by ISBE. 

The Action column indicates the action’s user can take for the Pathway plan: 

• Edit allows you to edit a plan needing resubmission. 

• View is a view only option for approved plans. 

• Edit/Delete are options for plans that are in draft mode.  

 

 

 

 

Step 2:  Click on to                          make changes to the plan that needs resubmission.  

Step 3:  The Pathway menu located on the left side of the page allows you to easily switch between the sections of the 

Pathway components that need to be revised or you can click                     to move through the sections.  Please note: Sections 

that do not need revisions are view-only.  

 

 

 

 

 

 

 

Step 4:  Sections marked Declined are those that need revisions for full approval.  Refer to the ISBE Feedback section located 

on the bottom portion of the component page to view recommended changes or areas of clarification.  Refer to the 

section(s) in this guideline that explain how to navigate the component page that needs revisions.   
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Step 5:  Once all declined components have been reviewed and revised, click the                      button to submit your Pathway 

plan to ISBE for review/approval. Upon submission, your Pathway plan is read-only.  

 

 


