OCCUPATION SORT
Occupation Sort can help you to identify occupations
that match factors you consider important. It will
help you find occupations that match criteria you
have chosen to explore further.

Instructions
Important: You must create a portfolio
before you can save your Occupation Sort
results.
Important: Do not use the Back button on your
browser’s tool bar when using Occupation Sort.

1. Select Occupation Sort under the
Occupations tab.
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2. Read the Getting Started screen. For
an explanation of Occupation Sort and
to see all factor definitions, print
Worksheet before using the computer.
Complete the worksheet.
3. Select Restore if you want to review a
sort you previously saved.
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4. To begin a new sort, choose Select
Factors.
5. Select Recommended List to have 10
factors selected for you.
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6. Select the factors that are important to
you. Use the icon to view a definition
for a factor.
Important: Some factors are
important because you want them on
the job. Others are important because
you don’t want them.
7. Your selected factors display on the
right side of the screen. Use the arrows
to move factors up or down, based on
their importance to you. When the list
is ordered as you like, select Continue.

OCCUPATION SORT
Instructions (cont.)
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8. For each factor you will be asked to
indicate your preferred level and
additional levels, if any, you are willing
to consider. You must select at least
the level you selected as your preferred
level. Select Sort.
9. After each sort, your progress will
display at bottom of screen. View the
occupations on each list by selecting:
Eliminated by Last Choice, Not On
Your List, or On Your List. After
viewing the information, select Next
Factor.
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10. When done entering factor preferences,
a list of the occupations on your list
displays. Select Options to view other
lists.
11. To save your sort, select Save. Enter
your thoughts about your sort.
12. To change a restored sort and save new
result, select Save as New.
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13. To begin a new sort, select Start New.
14. Select Options.
15. Click Review to see a chart of the factors
and ranges you selected. If you want to
change a response, click
to the left of
the factor name. Click Sort after the
change.
16. When viewing Occupations On Your List,
use the chart icon.
to compare your
responses to the occupation’s factors.
17. You can also view a list of occupations
eliminated from your list because of just
one factor by clicking on Occupations
Almost on Your List and using the
button.
18. When viewing Occupations Not On Your
List also use the
button. Compare
your choice to the typical occupation levels
and consider changing your response.
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19. You can Compare Occupations to view
factors of two occupations in which you are

OCCUPATION SORT
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Instructions (cont.)
15. Select Recommendations for
suggestions about what to do next.
16. Select Review to see the factors and
ranges you selected. To change your
preferences, use the
icon. Sort after
the change.
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17. When viewing Occupations On Your
List, use the chart
icon to compare
your responses to the occupation’s
factors.
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18. When viewing a list of Occupations
Almost on Your List, use the
button to find out which factor did not
match your preference.
19. Occupations Not On Your List also use
the
button. Compare your choice
to the typical occupation levels and
consider changing your response.
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20. Compare Occupations allows you to
compare two occupations side by side.
21. Explore the occupations on your list to
learn more about your choices.
22. Save occupations you want to explore
further.

18

Copyright 2022. intoCAREERS, University of Oregon.

The more you research the
possibilities, the better your career
decisions will be.

