
Business Registration Guide 
For businesses in the Portland-Metro Region 

a program of Worksystems, Inc. 



 

 

Dear Business Partner: 
 

We hope you will choose to participate in BizConnect—a regional 
tool that connects businesses and schools to help students become 
better prepared to enter tomorrow’s workforce.  
 

Teens and young adults need help to learn about different careers 
and what it takes to be successful in the workplace. BizConnect 
provides businesses a convenient, one-stop gateway to connect 
with students throughout Multnomah & Washington counties. 
 

Here’s how it works: 
First, you set up a business profile and identify the types of career
-related volunteer activities you would like to participate in.  
 

Then, your business information will be available to students 
through the online Oregon Career Information System (CIS). Over 
90 percent of Oregon high schools license CIS to help students 
learn about and plan for the world of work and post-secondary 
education. Your business information will be linked in CIS via the 
occupations you list in your business profile. 
 

In addition, your volunteer information will be available to 
educators in Multnomah & Washington counties through the CIS-
Connection Volunteer Exchange. The exchange makes it easy for 
educators to find, request, and follow up with business volunteers. 
 

This booklet will guide you through the process of entering 
your business and volunteer information in BizConnect.   
 

On behalf of our students and school staff, thank you for partnering 
with us to support students’ career exploration and development. 
 

Sincerely, 
 

Reese Lord 
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Please complete the information below as you progress through 
the BizConnect Business Registration Guide. 
 

Business Name:  ______________________________ 

Username:  _________________________________ 

Password:  __________________________________ 

Volunteer Registration Code:  ___________________ 

Easy Reference 
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The Big Picture: Implementation & Benefits 

As a participating business, you will have the unique opportunity to 
teach the emerging workforce about your business, industry, and 
workplace. Meanwhile, you will generate good public relations and 
set the bar for potential future employees. 
 
Benefits to your business include: 
 
 Exposing thousands of students and job seekers to your 

company and its mission. 
 
 Enhancing employee engagement and achieving corporate 

responsibility goals 
 
 Cultivating workforce diversity 
 
 Educating future employees about your habits and values that 

lead to success in the workplace. 
 
 Supporting local schools while streamlining career exploration 

requests 
 
In addition, BizConnect: 
 
 Supports opportunities for all individuals to compete and 

succeed in the workplace of tomorrow 
 
 Educates individuals about the scope of businesses, industries, 

and potential jobs in your community. 
 
 Simplifies volunteering in your community schools.  Volunteers 

identify when they can volunteer and the activities they are 
willing to do.  

 
 Shows your generosity and commitment to your community 

through volunteering. 
 
 Helps high school students explore careers and complete 

graduation requirements  
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Q: What do businesses want? 
 

A: Great employees.  

Q: What do schools do?  
 

A: Educate students who 
become the future 
workforce.  

Q: What does BizConnect do? 
 

A: Bring businesses and 
schools together so both 
can successfully achieve 
their goals.   
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Returning Users 

Click the “Log In” button. 

Enter your Username and 
Password.  

(Keep your login handy by recording it 
in the “Contents” section of this guide.) 

First Time Users 

Select “Create a new 
business account”  

This will launch the 
registration process. 

Get Started with BizConnect  

To begin, open your Internet browser, and go to 

http://cisconnection.org.  

Creating a New Account 

To register your business*, you must complete 3 steps: 

1. Account Information: Set up your login and contact 
information. 

2. Business Information: Enter information about your business 
for publication in CIS. 

3. Volunteer Information: Identify volunteer activities you are 
willing to participate in. 

 

After you complete the 3 steps above, your registration will be sent to 
BizConnect for approval. Once approved, your business information will 
be available on Oregon CIS and your volunteer activities are listed in the 
CIS-Connection Volunteer Exchange. All the information in BizConnect 
can be edited and updated at any time.   

* "Business" refers to any employer including private-sector, non-profit, and gov-
ernment entities. 
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BizConnect/CIS-Connection Log In screen 

Returning Users 

http://cisconnection.org 

First Time Users 

How is the information used in CIS? 

Business information is available to thousands of young people in 
Oregon through the online Oregon Career Information System (CIS). 
Students are able to locate your business information based on the 
industry and occupation descriptors you enter.  

The volunteer information, however, is only made available to 
educators in the geographic region specified during the registration 
process. The CIS-Connection Volunteer Exchange makes it easy for 
educators to find, request, and follow up with business volunteers. 
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Account Information 

1. Account Setup 

1a) Cooperating Organization: CIS-Connection is a statewide 
platform. For businesses in the Portland Metro region, be sure 
to select “BizConnect” as your “Cooperating Organization.” 

1b) Business Info: Enter your business name and location. 

1c) Login: Create a Username and Password. For future reference, 
record your Username and Password in the “Contents” section 
of this guide. 

Select the “Next” button. 

 

2. Primary Contact 
Enter your contact information. As the “Primary Contact” you 
will manage your organization’s profile in Oregon CIS. In 
addition, during the volunteer registration process you may 
choose to serve as the single contact for all volunteer activities 
for your organization.  
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TIP: The Progress Bar will tell you where you are in the registration process. You can stop at any 
time and return later to complete your registration. 

Account Information—Data Entry screen 

Step 1b 

Step 1a 

Step 1c 
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Business Information 

1. Name & Address 
Enter your business location and contact information. Select the 
“Next” button. 

2. Logo (optional) 
Upload a logo for your business (2MB max). Select the “Next” 
button. 

3. Description 
This is the most critical piece of the registration process, and 
should take you 10-15 minutes to complete. This is the 
information students will see when researching companies in 
the Oregon Career Information System (CIS). 

3a) Company Size: Please select the appropriate range for the 
number of employees in your business. If your business has 
multiple locations (statewide or globally), select the number of 
employees in the Portland Metro region.  

3b) Company Description: Enter a brief description of your 
company (3-5 sentences). You may be able to use the “About 
Us” section of your website. 

3c) Industry: Click on the “Select Industries” button, which will 
generate an alphabetical list of industry classifications. Select 
your industry based on your primary business activity(s). Doing 
so will help classify your business in CIS by relating it to other 
businesses that do similar work, as well as generate a list of 
likely occupations to choose from (next step). 

3d) Occupations: Click on the “Select Occupations” button, which 
will generate an alphabetical list of typical occupations in your 
industry. Select the most common occupations for your 
business. If a common occupation or job title for your business 
is not listed, you may  
-Select the “All Occupations” tab to see a more exhaustive list of 
all occupations in CIS; or 
-Enter your own occupational titles in the space provided.  

Select the “Next” button. 
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Business Information—Data Entry screen 

Step 3b 

Step 3a 

Step 3c 

Step 3d 
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Business Information continued... 

4. Skills 
You can list the skills your company most values for potential 
employees in this section. It may be helpful to get input from 
your HR representative.  

4a) Soft Skills (optional): Click on the “Select Soft Skills” button, 
which will generate a list of common “soft skills" in seven broad 
categories. Select up to one skill per category.  

4b) Personal Attributes (optional): Enter other personal 
attributes, technical skills or certifications that are important to 
your business. 

4c) Bilingual Opportunities: Indicate whether there are 
opportunities for bilingual speakers in your business. 

Select the “Next” button. 

5. Contact for Job Applicants (optional) 
Enter the contact for job applicants at your business. Many 
businesses simply list the website where they post job 
openings. 

6. Review & Submit 
Select “Preview” and review the information you have entered. 
To edit the information click on the corresponding tab. When 
you are satisfied with your business profile, select “Publish”.   
NOTE: The information in BizConnect can be edited and updated 
at any time.   

Congratulations! You have completed entering your business 
information.  You are now ready to identify the career-related 

volunteer activities you are willing to participate in. 
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Business Information—Skills data entry 

Step 4b 

Step 4a 

Step 4c 
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Volunteer Information 

In this section, you will identify the career-related activities in 
which you and/or your business are willing to participate in. The 
information you enter will only be available to teachers and other 
school staff in your designated geographic region through the  
CIS-Connection Volunteer Exchange. 
 

Volunteer Account Setup: As the administrator of your business’s 
account, you can enter volunteer information in one of two ways: 
- Decentralized—Multiple Volunteers: You enter information only 
for the volunteer activities in which you are personally willing to 
participate. You can provide a "volunteer registration code" to 
other individuals in your business that allows each individual to 
indicate the volunteer activities in which they are willing to 
participate. 
- Centralized—Single Contact for all Volunteer Activities: You can 
enter information describing all the volunteer activities in which 
your business is willing to participate. You will be the contact for 
the business and will be responsible for coordinating any volunteer 
activity. 
 
If you opt for “centralized” administration, check the box  
“I would like to coordinate ALL volunteer activities.” 

Select the “Continue” button. 
 

1. Audience 
BizConnect allows you to specify the type of students you are 
willing to work with as follows: 

1a) Grade/Age Ranges: Identify the grades of interest (check all 
that apply). 

1b) Special Populations: Identify any particular groups of students 
with whom you are interested in working. Click on the link for 
examples. 

1c) Languages: Identify the languages in which you are able to 
present in (check all that apply). 

Select the “Next” button. 
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Volunteer Information—Target Audience 

Volunteer Information—Account Setup 

Select this box if you intend 
to be the single point of con-
tact for your business. 

Step 1a 

Step 1c 

Step 1b 
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Volunteer Information continued... 

2. Requirements 

2a) Topics: Identify the types of topics you are willing to discuss 
with students. (check all that apply) 
NOTE: If you select “Specific Occupations”, the system will 
generate the list of typical occupations in your industry. 

2b) Travel Restrictions: Identify any travel restrictions. You can 
designate specific counties or even schools via the “Other 
(Specify)” dialogue box. 

2c) Advanced Notification: Identify the amount of advance 
notification teachers should provide when contacting you to 
schedule activities. 

Select the “Next” button. 

 

3. Activities: 

3a) Career-Related Activities: BizConnect facilitates volunteering 
in four “School –Based Activities” and four “Work-Based 
Learning Activities.” Review pp. 15-16 for a brief description of 
each activity. (check all that apply). 

3b) Activity Limiters: Designate the settings for each activity 
selected in Step 1. The selections will vary depending on the 
activity (job shadow options shown). You can also identify 
activity-specific “Audience” and “Requirements” settings by 
clicking on the “Change Audience & Requirements Settings” 
link. 

Select the “Next” button. 

Congratulations! You are done. Thank you  
for your willingness to connect with schools and  

help students explore their career options. 
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Volunteer Information—Requirements 

Volunteer Information—Activities 

Step 2a 

Step 2c 

Step 2b 

Now, recruit your colleagues to volunteer as well. 
BizConnect can generate a Volunteer Registration 
Code that fast-tracks the registration process for any 
additional volunteers associated with your business. 

Step 3a  
See pp. 15-16 for 
descriptions. 

Step 3b 
Options will vary 

by activity 



 

Page 15 

School-Based Activities 

Career Fairs 
Career fairs provide students the opportunity to learn about a wide variety of 
businesses and industries in a short period of time.  Representatives of business 
and industry join together at a single event to showcase a wide range of careers 
and jobs.  They may set up a booth with information about the business, its em-
ployment opportunities, and the range of jobs, including the knowledge, skill, and 
preparation requirements. They often talk with individual students who want to 
know more about the business or the industry.  Depending upon the target audi-
ence, the representatives may be able to interview potential job applicants or be 
asked to participate in mock interviews. 
 

Guest Speakers 
Guest speakers may address students in a classroom, auditorium, or at a commu-
nity event.  They allow a large group of students to hear, firsthand, about a partic-
ular occupation, business, or industry. Guest speakers may talk about the neces-
sary preparation, required knowledge and skills, and other interesting information 
from the point of view of an employee or manager in their field.  Guest speakers 
may also describe the major responsibilities for individuals in this occupation, and 
the industries in which it is found Guest speakers may also relate their personal 
journey of how they arrived at their current job and the training, education and 
life experiences they gained along the way.  Typically last for 30 to 60 minutes. 
 

Mock Interviews 
Mock interviews help students develop and practice job interviewing skills.  Em-
ployers who regularly interview job applicants (often human resource profession-
als) set up interview sessions with individual students to help them prepare for 
their future interviews.  Typical interview questions are presented, and students 
are asked to respond as in a real interview.  After the interview, students are giv-
en constructive feedback regarding their interviewing style and how they re-
sponded to the questions.  Typically last for 30 to 90 minutes. 
 

Project-Based Learning Advisors 
In Project Based Learning (PBL), students go through an extended process of in-
quiry in response to a complex question, problem, or challenge. A project advisor 
has expertise in the area being studied in the project.  The advisor may provide 
support and advice in the technical aspects of a project and/or evaluate or pro-
vide an audience for the final project presentation.  Students often work in teams 
and the students designs the project with input from teachers and the project 
advisor.  Students are expected to solve problems, create products, and make 
presentations.  Time varies by project. 
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Work-Based Learning Activities  

Company Tours 
A company tour allows a group of students to view an organization’s facility and 
operation.  Students explore career options and the world of work by observing 
the worksite and asking questions about jobs, skills, and tasks performed by the 
company.  Site visits typically last one to four hours, and the group size varies to 
meet each organization’s unique needs.  Typically 1 to 4 hours. 
 

Informational Interviews 
An informational interview allows a student to explore a particular occupation 
and gather information about the necessary preparation, required knowledge, 
and other interesting facts.  Informational interviews help students broaden their 
vision of career fields, gain exposure to different adult role models, and under-
stand the connection between school, work, and achieving goals.  During the in-
terview, a business person provides the student with a glimpse of what their ca-
reer is like, the necessary training, and workplace requirements.  The student is 
prepared with a set of questions.  The interview can take place in person, by 
phone, or virtually via online chat.  Typically 30 to 60 minutes.  
 

Job Shadows 
Job shadows provide an opportunity for a student to spend a specified amount of 
time (usually not less than a few hours or more than a day) with one or more em-
ployees at a business site.  The student learns about potential careers by 
“shadowing” the daily routines and activities of individual workers.  Businesses 
and employees who host job shadows go about their regular work while discuss-
ing it with the student.  The student observes the employee and then "interviews" 
the employee about his/her work and education.  Job shadows help students de-
velop communication skills and make the connection between academic class-
room work and their career goals.  Typically 2 to 8 hours. 
 

Externships  
Businesses offer externships to provide students with opportunities to experience 
“hands-on” learning in the area of their career interests and apply classroom 
learning in a real-life environment.  Students may also explore a particular career 
pathway, industry, or occupation and learn workplace readiness/soft skills and 
entry level job skills essential for success in the workplace.  Businesses have an 
opportunity to review the goals and objectives created for the externship by the 
student.  These experiences are unpaid, occur during a wide range of hours, and 
are completed in one week to one quarter.  Typically 12 to 40 hours. 



 
 
 
 
 
 
 

For more information, contact: 

Worksystems, Inc 
 

Reese Lord 
503-478-7340 

bizconnect@worksystems.org 

BizConnect was developed by Worksystems, Inc. in partnership with Oregon CIS. 
CIS-Connection is a product of Oregon CIS. © 2012, University of Oregon. All rights reserved 

The Oregon Career Information 
System (CIS) supports the career 
development needs of Oregonians. 
We develop and deliver 
comprehensive information about 
occupations and industries, 
postsecondary programs and schools, 
and financial aid, connecting career 
options to the paths for reaching 
them.  Administered by the College of 
Education at the University of Oregon, 
Oregon CIS is a self-supporting, fee-
based consortium. In 2012, we are 
celebrating 40 years of service. 

a program of Worksystems, Inc. 

Worksystems, Inc. is an experienced 
non-profit agency that accelerates 
economic growth in the City of 
Portland, Multnomah and 
Washington counties by pursuing and 
investing resources to improve the 
quality of the workforce. We design 
and coordinate workforce 
development programs and services 
delivered through a network of local 
partners to help people get the skills, 
training, and education they need to 
go to work or to advance their 
careers.  


