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Career Development Plan Submission Guidelines: 
(Step-By-Step Guide to Creating A NEW Plan) 
 

 Before beginning, you will need to have a Google account.  You can create one easily and 
for free at: https://accounts.google.com/SignUp  
 

1. In your browser (Chrome, Firefox, etc.), navigate to www.google.com 
2. Sign In to your Google Account 
3. Go to this address: http://goo.gl/CyUJEQ 
4. From the File Menu, select "Make a copy"  
5. Name your new plan according to the following format: Your Name, Your Site, and 

Plan Years (For Example, Gary Myers, HMS, 2017-2020) 

              
 

6. Follow the directions on the form to complete your PCAP Plan 
7. Click on the “Share” box in the top right 
8. Add helenapcap@gmail.com in the box at the bottom, set the sharing to “Can edit,” 

and click on “Share and save.”   
9.  Click “Done” to close the sharing window 
10.  When your plan is done and shared you can close your browser 

 
Note:  You can return to your plan at any time by following the steps on the next page.  
Peer-review of new plans is a time-consuming process.  You will receive an email when this 
process is complete.  Reviewers may also contact you to ask for clarification, additional 
information, or details on your plan. 
 
Please visit https://hsd1.sharepoint.com/admin/PCAP for additional information. 
 
Please contact Gary Myers with questions: gmyers@helenaschools.org, or 324-1087 
 

https://accounts.google.com/SignUp
http://www.google.com/
http://goo.gl/CyUJEQ
mailto:helenapcap@gmail.com
https://hsd1.sharepoint.com/admin/PCAP
mailto:gmyers@helenaschools.org
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All plans must be completed and shared by the third Monday in September 
 
 

 
Career Development Plan Submission Guidelines: 
(Step-By-Step Guide to modifying an EXISTING plan:) 
 

You can access your existing plan at any time. 
 

1. In your browser (Chrome, Firefox, etc.), navigate to www.google.com 
2. Sign In to your Google Account 
3. At the top right of the screen click the grid and select “Drive” 
4. Double click on your plan to open it 
5. If you have changes to make, make them in the document 
6. At the top of the document add the appropriate text: 

 
No changes for 20XX-20XX 
Minor Changes for 20XX-20XX  
 

7.  You can close your browser…there is no need to “re-share” or “save” your plan, as it 
is already on file.  You will not receive an “approval” notification, as your plan is 
considered to be “in progress.”  Please note that you must submit a Year-End-
Summary to your administrator each year with an update on the progress of your 
plan.  

 
Please visit https://hsd1.sharepoint.com/admin/PCAP for additional information. 
 
Please contact Gary Myers with questions: gmyers@helenaschools.org, or 324-1087 
 
All plans must be updated by the third Monday in September 
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