Portfolio Administration Tools @ o2

Administration Tools help Staff and Administrators organize and manage portfolios and
view data on program usage at their site. Through these tools you can look up
usernames, reset passwords, create portfolios, assign portfolios to one or more groups,
send messages, set up custom features, and generate reports. You can also use the
Administration Tools to upload courses available at your school for use in the Course
Planner tool and develop custom checklists.

First, go to akcis.org and log in with your Administrator or Staff username and password.
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In the Portfolios & Groups tab,
Administrators and Staff can
reset passwords, manage and
add portfolios, and create and
manage groups. This tab is
divided into six sections: Reset
Passwords, Access Portfolios,
Add Portfolios, Manage Active
Portfolios, Manage Hidden and
Deleted Portfolios, and Maintain
Groups.

In the Other Accounts tab,
Administrators and Staff can
manage Parent and Advisor
accounts. Administrators can
also manage Staff accounts
here. Transactions include reset
passwords and add and edit
accounts.

In the Customize tab,
Administrators and Staff can
create, edit and activate
Checklists. Administrators can
also edit Course Planner content
here.

The Help & Links tab provides
links and tutorials, providing
additional information such as
curriculums and the Alaska
Implementation Frameworks.
This section includes a Contact
Us link where you can email the
AKCIS Help Desk for further
assistance.
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