
Curriculum Information System (CIS) User’s Guide  

Logging into the System  

To log into the system double click the Curriculum Mapping Program link found on LANCE 
or use the hyperlink to Curriculum Mapping found on the Faculty & Staff page of the Lake 
Park website. (http://www.lphs.org/information_for/faculty/index.html )  

 

Then type your computer network user name and password.  

 
 
Then left click on your department name.  
(Note: You can view other departments, but you can only make changes to the information in 
your department.) 
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After left clicking on 
your department, you 
should see a list of 
courses within the 
department.   
 

 

 
 
Left click on a course 
name to select that 
course.  
 

 
Course Information 
 
The Course Information screen allows you to review the course information.  It is imperative 
that the “Grades” where this course is available are clicked so that they appear in yellow.  
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Teachers may change this information if these are not correct. To quickly switch between 
courses, simply left click the course name located on the left in the blue shaded box.  

 

Units & Objectives  

When you left click on the Units & Objectives tab, a list of the units for the course appears.  

�  To add a unit, left click on Add Unit .  
�  To delete a unit, left click on the Red X to the left of the unit name. When you try to 

delete an objective or unit, you will get a warning that you are about to delete something. 
You must than left click on the blue word delete to remove that item.  

�  To add an objective to a unit, left click on the Objectives button located on the left of 
the unit name.  

�  If you decide that you want to re-order the sequence of the units, left click on the Up or 
down arrows next to the unit number to change the sequence of the units.  

 

 
�  To copy a unit, left click on Copy Units. At this time, all units presently entered will be 

copied and pasted to the new course location that is similar to the original course that you 
chose. If some copied units do NOT apply, simply click the Red X to the left of the unit 
Objectives button and it will be deleted from the new course location.  
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After you left click on Add Unit , you will enter information in the box below “Name”. Type the 
name of the unit in the box. Underneath “Name” is “Length.” Type in the number of days or 
weeks spent on that unit, the drop down menu allows you to select “Days” or “Weeks.” Be 
aware that you must give the unit a name and length of time. From there you can tab to the 
Assessments, Skill and Materials boxes, where that information can be entered. It is required and 
you MUST left click on the Save button in order to keep your data and add another unit. If you 
do not left click the Save button, your information will NOT be saved.  

 

Objectives  

When you left click on Objectives, you see all of the objectives tied directly to that unit. To add 
a new objective, left click on Add New Objective. To copy objectives, left click on Copy 
Objectives.  

 

After you left click on Add New Objective, you must enter the Objective in the box under the 
word “Objective.” From there you can tab to the Assessments, and Skill boxes, where that 
information can be entered.  



 5 

 
You MUST left click on the Save button in order to keep your data and add another objective.  
 
Aligning Standards: 

A. BENCHMARKS:  To align the objective to Benchmark standards, left click on the 

Align button to the left of an objective. The Goal window will appear. Under 

STANDARDS, click on Benchmarks so that Benchmarks appears in bold text.  
 

 
Standards will be filtered by department. Specific types of standards (Benchmarks, 
Performance Descriptors, Assessment Frameworks, etc) appear next to the word “Standards.” 
At this time, Lake Park teachers should be finished working with the Benchmarks, and 
beginning to work on Performance Descriptors, and Assessment Frameworks.  
 

The “Benchmarks” are organized by five grade level clusters and goal areas. They are:  
 

 



 6 

 

If questions pertaining to the Goal appear on standardized tests, the percentage of questions 
pertaining to the goal will appear on the right side of this screen. The objectives for the specific 
unit are listed on the left side of the screen. A user may toggle between objectives by left 
clicking on the hyperlinks on the left side of the screen. The objective that the user is working on 
currently is shown in dark blue text. 

By clicking on the + sign next to each Goal #, the Alignment Page will change. For example, 
clicking on Goal #6 (Number Sense) above, yields the following page with expanded sub-goals.  
(Note:  Goal # 6 has four sub-goals A, B, C, D) 
 

 

The user may choose to align the benchmark to this objective by placing a checkmark in the 
box next to the appropriate sub-goal. You must click SAVE to preserve your data entry.  The 
Save button is located at the top and bottom of the window for easy access.  You may return to 
Units and Objectives tab at any time to choose another unit/objective to align
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The aligned Benchmark above designates the following: 

Goal Standard Grade Level Cluster Benchmark 

6 A 4-Early High School 4a 

 
It appears in the CIS reporting system as: 

Benchmark Description 
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B. PERFORMANCE DESCRIPTORS  

To align the objective to Performance Descriptors, click on the Standards down 
arrow.  Choose Performance Descriptors from the drop down list.   

 

The Goal window will change to the window below when the tree is expanded.  Put a 
checkmark in the applicable standards box.  

 

Performance Descriptors provide additional detail at each grade level and indicate how 
students demonstrate mastery of progressively more difficult content and cognitive skills 
over ten incremental stages of development. The Performance Descriptors are 
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organized by ten developmental stages by specific department. Lake Park teachers will be 
working with stages H, I and J for the most part.  

Stage  K A  B  C  D  E  F  G  H  I  J  

Grade  kindergarten 1  2  3  4  5  6  7  8  9-10  11-12  
 
By clicking on the + sign next to each Goal #, the Performance Descriptors page 
changes and the goals and sub-goals tree expands. By placing a checkmark by each 
sub-goal that pertains to the objective of the unit, the user aligns the Performance 
Descriptor to the objective of the unit.  (Hint: Fully expand the tree for all standards to 
make the process more manageable.)  You must click SAVE to preserve your data entry.  

The aligned Performance Descriptor illustrated in the picture above designates the 
following: 

Goal Standard Stage Performance 
Descriptor 

6 A I 01 

 
It appears in the CIS reporting system as: 
 

Performance Descriptor Description 

06 A I 01 �������
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C. ASSESSMENT FRAMEWORKS  

To align the objective to the Assessment Frameworks, click on the Standards down 
arrow.  Choose Assessment Frameworks from the drop down list.   

 

Assessment Frameworks define the content that is assessed on the Illinois Standards 
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Achievement Test (ISAT) and the Prairie State Achievement Exam (PSAE). The steps of 
the alignment procedure are the same as the previous two procedures.  Remember to 
SAVE your work.  

 
 
Remember that you can toggle between the Unit Objectives by clicking on the left side 
of the screen. The aligned Assessment Framework above designates the following:  

Goal # Standard Stage Objective 
6 A I 01 & 03 

 

It appears in the CIS reporting system as:  

Assessment Framework Description 

06 A I 01 
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Printing  Reports   
 
There are a myriad of reports that are available via this Curriculum Mapping software. To 
print a report, use the following steps:  

1. Click on the Reports Tab at the top of any screen in the CIS system  
2. Choose the Report you want to print by double clicking on the Report Title. 
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The best way to view alignments is by running the Course Alignment with Descriptions 
report from the Reports menu. This report will allow you to review prior work and 
establish what needs to be accomplished in the future.  Double click the report title .  A 
new window appears. 
 

 
 
3.  Choose the department and course for which you want to generate a report. You 
may select a specific standards type (Benchmarks, Performance Descriptors, 
Assessment Frameworks or National Standard) by clicking on the drop down arrow and 
choosing the type. 
4. After making your selections, Click Create PDF 
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5.  A PDF document will open in Adobe Reader. You may print the report if you 
desire a hard copy.  

Logging Out  

When you are done please be sure to log out of the system. To log out, left click on the 
word LOGOUT located in the gray bar below the Lake Park High School banner. This 
will take you back to the log-in screen.  

 

 

 


