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The Administration Tools allow you to view and print the full contents of a 
student/client portfolio.  The Administration Tools also allow you to select specific 
sections to view at a time.  

First, go to akcis.org and log in with your Administrator or Staff username and password.
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1. Hover your mouse over the 
Portfolios & Groups tab and 
click on View, Edit, Show 
Files, Reset Passwords.

2. The Retrieved All Users page 
appears, displaying all users 
for your site.  Click the red 
column headings to sort, or 
use the Search box to locate 
portfolios. Click View in the 
row of the portfolio you wish 
to see.

3. A window appears.  Select the 
sections of the portfolio you 
want to view, or click Select 
All Topics, then click View 
Selected Item(s).

• Main heading checkboxes 
allow you to select all 
content within that 
section.

• Checkboxes for items 
beneath main headings 
allow you to select 
specific content in that 
section.

• Inactive checkboxes 
indicate sections without 
any saved content. 
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4. The My Portfolio report will display, detailing the sections you selected.  You can print the 
report by clicking Print in the top right corner.
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5. If you selected to view the Personal Learning Plan, a separate window will appear.  Click 
open or save to view the Personal Learning & Career Plan in .pdf format. 
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