
Administering CIS and CIS Junior 
Administration Tools give administrators, counselors, graduation coaches, teachers and career advisors the 
ability to manage CIS portfolios at their sites and provide guidance and insight for effective and productive 
strategies to help students develop career plans. 

Administration Tools Empower You  

CIS ADMINISTRATION TOOLS   

ACCESS REPORTS: 
Site Usage 
View number of logins and use of   
portfolios. 

Site and Group Reports 
View selected content for your site 
or for a group of portfolios. Get  
real-time school/site reports. 

Individual Portfolios 
View contents of an individual  
portfolio and retrieve portfolio user 
names and passwords. Use one of 
several options to filter and sort 
portfolios. 
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MAINTAIN DATA: 
Manage Accounts 
Create, edit or delete staff  
accounts for Administration Tools. 

Create, edit or delete parent/
guardian accounts. 
Create, edit or delete groups and 
add or remove portfolios. 

Portfolios 
Add, edit or delete portfolios,  
transfer portfolios to another site 
or exclude portfolios from your site  
reports.  Log into CIS or CIS Junior 
as an administrative portfolio user. 

Messages 
Communicate messages and       
reminders to your portfolio users. 

Login Information 

Recover forgotten user names and 
reset passwords. 
 

MANAGE CONTENT: 
Upload Portfolios 
Batch create portfolios using an 
Excel template and proactively as-
sign portfolios to groups. 

Upload Courses 
Upload course titles offered by 
your school or school district using 
an Excel template. 

Portfolio Policy 
Set your site’s portfolio viewing 
policy. 

Site Option 
Display a helpful website for  
portfolio users. Customize other 
site options. 
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Your site’s Password  
Manager uses the Site   

Administration user name 
and password. Other staff 

members can request a 
staff login from their  
Password Manager.   
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