
Junior Counseling 
Lesson:

Completing Your ICAP





ICAP = Individual Career & academic plan
The Missouri Department of Education requires all students update their ICAPs throughout high 
school in order to be prepared for the future. You will be working on your ICAP in TAP multiple 
times each year and can log into your Missouri Connections account at any time to research 
more about careers and update your plan. 
Look at the top of your screen and click on “ICAP/Career Plan” and then the menu bars on the 
left. The plan will default to 8th Grade. If you have not completed the 8th grade activities you will 
start there.

If any of these boxes are grey instead 
of green, click on them to complete the 
activities so that your ICAP for 8th 
grade shows 100% completed.



Verify you completed the 9th & 10th Grade Activities
Now switch to the 9th and then the 10th grade sections of your ICAP to verify those activities are up 
to date. Some activities will only take seconds to complete while others may take up 5-10 minutes. 

Step #2 - Click the menu bars then the 

down arrow to change to 9th then 10th

Step #3 - If any of these boxes are grey 
instead of green, click on them to 
complete the activities so that your ICAP 
for 9th-10th grades shows 100% 
completed.

STEP #1-Click ICAP



1) Click “ICAP/Career plan” from the TOP Bar 
2) Change the left side menu to “ICAP 11th Grade”

Each of the activities on the left help to complete different sections of your ICAP. Starting at the top 
and working down, complete each activity. Some activities may take you 5-10 minutes, others will 
take only seconds because you do not have much to add in that specific section.

You may have done a few of these activities in a previous year  - Look at each one to see if anything has 
changed and update them as needed.

***ALL ACTIVITIES MUST BE COMPLETED***

Once these are done, you are ready to complete the final section of your ICAP -- 
the Course Planner.



First: Click on  “Course Planner”

Second: Make 
sure your Site 
Name is set to 
Mehlville 
High School 
and you’ve 
chosen the 
correct 
Pathway for 
your plans!!!



Next: Complete the course plan for *ALL FOUR YEARS* of school.
This is only a plan, nothing is set in stone!



Step 1: 
Select the Grade you 
wish to complete

Step 2: 
Click to add 
courses

Step 3: 
Find courses to add to your plan 
by either typing the name in the 
search bar (left Pic) or Filtering 
by subject area (Right Pic) and 
adding the term for each class.

For Yearlong Courses: 
Term 1 = 1st Semester  
Term 2 = 2nd Semester

For semester courses: 
The Term is whatever 
semester you took the 
class in

Repeat this process until you have 7 credits for each grade level, 17 Core & 25/25 total Credits



SCOIR To-Do List
❏ Add a Parent
❏ Have your Parent/Legal Guardian sign FERPA Release 

Authorization
❏ Finish Updating Activities/Achievements
❏ Add College Preferences
❏ Start Researching and Following COlleges

If you finish all of your ICAP task with time to spare go to scoir.com and log in using Google

Check out the next slides for instruction on how to complete these task 



INVITE PARENT/GUARDIAN & FERPA RELEASE
Click on “Me” in the upper right of your screen then click “View Profile” to invite your parent 
or guardian.  Make sure they sign the FERPA Release Authorization.  Mehlville will not be able to 
send any transcripts to colleges unless this step has been completed. 



Updating College Preferences

Go to My Profile and locate College Preferences on the left hand side.  Enter in your preferences 
and SCOIR will provide you with a list of colleges that fit your criteria.  



Begin Following Colleges

When researching colleges you can click on the “Follow” button shown in the image above to add a school to your list.  
Click on the “My Colleges” tab on top of your screen to access all of the colleges you have saved.  



Visit the Counseling Center Website
Make sure you are checking out the Mehlville Counseling Center Website 
periodically and marking your calendars for upcoming events with colleges and 
other programs (scroll down on the main page).

 
There is A LOT of  information and resources available to you on our website so 
please take some time to explore 

You will have additional time in FUTURE TAPs to spend on ALL these activites

https://mehlvillehigh.mehlvilleschooldistrict.com/school_info/counseling_center

