
 
 
 
 

Getting Started 
Quick Guide 

 
1) Complete Career Path Plan form 

2) Schedule an appointment to meet      
 with an administrator to discuss 
 your  Career Path 

 
3) Upload your Career Path Plan 

4) Apply for a brick 

5) Engage in your brickwork 



Getting Started 
1. Complete the Career Path Plan Form 

 

 The form is located on SharePoint and has been emailed 
to you by Gina Herrmann and your building facilitator.  

 Please put thorough thought into the plan. Where 
would you like to be in 5-10 years? How can you 
contribute to continuing the excellence of your building 
and our district? 

 The plan is used as a discussion starter for the Career 
Discussion you will have with your Designated 
Administrator and can be modified. 

 
2. Schedule an appointment to meet with your Designated 

Administrator 
 

 Send your Designated Administrator a copy of your form 
 Attend the scheduled meeting and discuss your career 

plans with your administrator 
 Take notes during the meeting 
 You and your Designated Administrator must sign your 

Career Path Plan! 
 

3. Upload your signed Career Path Plan 
 

 Locate the Career 203 Software link on your desktop 
 Log in using the same information as you do to log into 

your computer 
 Follow these steps to upload your Career Path Plan  



 
 
 

1. My Employee Profile 

 
 

2. Profile 

 
 

3. Scroll down to documents and click “edit” in top right corner of documents box 

 
 

4. Click green plus sign 

 
 

5. Click upload attachment 

 
 

6. Browse and upload 

 

 



 
4. Apply for a Brick 

 

 Access the Career 203 Software  
 Follow these steps 

1. Navigate to the “Career Path” page of the software. 

 
 
 

 
2. Click “Create a New Career Path” in the top right corner and complete the 
information using the results of your Career Discussion. Click “Save & Close.”  

 
 
 
 
 
 
 

3. Click “Add a Brick” in the bottom right. Make certain to add a brick from the 
catalog; therefore, click “find in catalog.”  

 
 
 

4. Once you find your brick application, click “Add to Learning Plan” then click 
“Done” in the bottom right of the box.   

 

 
 
 



 

 

5. Navigate to the “Professional Growth” page. 

 
 
 
 

6. Click “Notify Administrator and select Gina L. Herrmann for your observation 
request. Click “Send.” 

 
 
 
 

7. Once the administrator is notified and launches your brick (1 day), you will notice 
a “Launch” button available next to the brick on the “Professional Growth” page. 
Click “Launch” and begin to complete the application. Click “save” and then click 
“submit” to send your application for approval. 

 

 
 
 
 
 

 

 

 



 

 

7. You will receive an email from the Director of Career 203 stating if your brick application 
is approved, denied or more information is needed. If your brick is denied, an 
explanation will be included. Contact Gina Herrmann, Director of Career 203 with 
questions regarding a denied brick or the requested additional information. 
 
If you still have questions regarding the denial, follow the appeals process. A more 
thorough explanation of the appeals process can be found in the Career 203 
Implementation Guide. 
 

 
 
 
NOTE: To ensure this window does not continue to pop up, put a check mark in the box 
in front of “Do not show this page every time I sign in” and click continue. 

 
 
 
 
 
 
 



 
 

5. Engage in your brickwork 
 

 If you are taking University coursework, please be 
certain to turn in your transcripts to Shelly Nelson in HR.  

 The Career 203 Implementation Guide limits Educators 
to 120 points per school year. If you exceed this 
amount, you will lose the points. It is the educator’s 
responsibility to check University programs and other 
activities to make certain the 120 point limit is not 
exceeded. Summer has no limit. 

 All brickwork must be preapproved. 
 Follow requirements set forth in the Implementation 

Guide. 
 Points are earned at the completion of a brick with the 

exception of University graduate programs. 
 Please notify the Director of Career 203 upon 

completion of your brick. 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

                    
 
 
 
 
 
 
 
 




