Reports

Site Reports
| View number of logins and summary reports for your site.

Group Reports
| View selected content for a group of portfolios.

Individual Portfolio
| View all content for an individual portfolio; retrieve portfolio usernames.

Data Maintenance

My Account
| Edit your own account.

Staff Accounts
Y | Create, edit, or delete staff accounts.

Groups
| Create, edit, or delete groups. Add or remove porticlios.

Portfolios

| Create, edit, or delete portfolios. Transfer porticlios to another site or exclude portfolios from your site reports. Add Parent Accounts.

Messages
| Send, receive, and manage messages.

Upload Portfolios
| Upload portfolio accounts using an Excel template.

Upload Parent Accounts
| Upload parent accounts using an Excel template.

Site Options
| Set Course Planner link. Set portfolio privacy options. Set parent account introduction.

Course Planner Editor
| Create site-specific courses and pathways.

<«

Checklist Editor
| Create site-specific checklists and view or link to default checklists,

Universal Encouragement Program
| Set up the Universal Encouragement Program for your site.

[ =Functions only Password Managers can perform.
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Go to
IdahoClIS.org

2

Sign in with your
Portfolio Administration
or Staff Account

3

Start using the CIS
Administration Site

LOGIN - IS IDAHOWORKS

Access your site, administration, staff, parent or visitor

account here:

» Forgot your password?

User name:

Password:

» Don't have a login?

e The Portfolio Administration user name and password is
to be used by the designated password manager ONLY.

e Remaining staff will need the password manager to create
a staff account for their use.

Run Reports Customize Your Site

Get information about site e Create, edit and activate

usage, what users are saving to checklists.

their portfolios and much e Create and edit course

more. planner content.

Maintain Portfolio Accounts Set‘portfollo privacy

& Groups options.

e Reset passwords. Get Help

e Find, manage and add e Find out What's New in
portfolios. CIS.

e Create and maintain e Access curriculum and
groups. tutorials.

Maintain Staff & Parent

Accounts

e Reset passwords.

e Add new staff and parent
accounts.
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