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Portal Website:

www.accportal.org/cpss
The portal works best using the Chrome or Firefox browsers.

Log In
You should log-in to the portal using the credentials provided by NEASC. They are your first initial and
last name and then a password provided for everyone at your school.

The Dashboard View
The initial screen that you will see after you log in is your Dashboard. You will only see the school(s) to
which you have access either as a principal, school member, Visiting Team Chair, or Visiting Team
Member.
Once logged in you will see the accreditation portal dashboard. Click “edit” next to your school and this will
open the Report Homepage
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The menu choices in the top are consistent on various page views:

Dashboard: returns to your Dashboard View (the initial view when you log in to the Portal)
Report Home: returns to your school’s report
School Help Page: links to informational files on the CPS website
Chairs Page: links to help files specific for chairs
Contact Us: A link to email us with questions or concerns
Instructional Materials: A link to manuals and videos to help with using the online portal

Editing Your Log-In Information
You can edit your log-in information and re-set your password by clicking on the blue “Edit Login
Information” on the top right hand side of the screen next to the red “Log Out” Button.

You can easily reset your password by entering a new password twice and hitting the green button.

After editing your log-in information, click on the blue edit button to get to the Dashboard or Report Home
Page.
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Viewing Self-Study Material

At the top of the Report Home Page are important dates, a button to see your responses to each Standard
in a PDF (the way the visiting team sees them), a button to email your entire team, and a button to submit
your report.

School and Community Summary
As you scroll down the home page, you see a place to upload your School and Community Summary
and your statement of Core Values, Beliefs and Learning Expectations for the school. These documents
can be cut and pasted into the portal from another document or completed in the portal. Note: These
sections will automatically appear in the Visiting Team’s final report.

Further down the Report Home Page, you will see that there is a section for each Standard, your critical
strengths and needs, your two and five year plan and your school-wide rubrics.
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If you click on the arrow on the right for each section, a drop down menu of each part of that
section will appear.

Click the blue “Open” button for any section and you will see a text box to enter data.
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Entering Data into the Portal

In all sections of the Portal, the text entry screen looks the same and has the same features.

Under “Formats” there are four options.
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Headings will give you the option to make the text bigger and easier to read.

Inline will give you options such as Bold, Italic, Underline, etc.

Other formatting options in the Portal are as follows:
Justifications: Left; Center; Right, Full
Bulleted List; Numbered List; Font Color; Background
Color
Source code; Hyperlink; Tables

To copy and paste text into the portal you will need to use your keyboard shortcuts.





Ctrl+C = Copy
Ctrl+V = Paste
Ctrl+Z = Undo
Ctrl+X = Cut

Copying directly into the Portal from a word processing program or Google docs should work fine, but
may leave a few stray marks that need to be deleted. After you save the content, you will see if anything
needs to be cleaned up.
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Saving data in the Portal
Make sure to SAVE all content before exiting the screen by hitting the “Save all Responses” Button

After you have saved, you will get a green bar at the top of the page asking you if you want to return to the
home page or go on to the next or last indicator in that Standard.

COLLABORATION
Multiple people can add content to the portal simultaneously; however, only one person can edit each
section with an “Open” button at one time – so if there are five Indicators within one Standard, then five
people can work on their Indicators simultaneously. If you go into a section that is currently being edited
by someone else, you will see this message:

The File Library
You will see a File Library in most sections of the report. The File Library provides the school an
opportunity to upload documents and artifacts that directly support the statements made in their response
to standards and indicators.
In Firefox, you can drag files into the appropriate File Library or use the Add Files button. In other
browsers, you typically have to use the Add Files button.

The File Library is available for each Indicator in the report. There is not currently a size limit or a limit to
the number of files you can upload. Acceptable file formats are PDF, doc, excel, video files, etc. Certain
types of executable files are not permitted.
Please note that very large files will take you a long time to upload – and will take your team a long time
to download. If you are working with video (and these files tend to be large, especially if uncompressed),
you may wish to upload to a video site such as YouTube or Vimeo and then paste the link in the body of
the response box.
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A word to the wise: the evidence you provide should be your best evidence and does not need to be
exhaustive evidence. Also, this is a password-protected site and your data is as secure as we can make it,
however, you should be cautious uploading very sensitive information, such as student or personnel
information. You are always welcome to indicate to the chair where, on campus, files you do not wish to
upload are located for review.

For Principals and Steering Team Chairs Only
The portal gives principals and steering committee chairs the ability to add and remove personnel, as well
as assign faculty members to certain Standards. This can be done by clicking on the “Control Panel”
Button on the top right side of the Report Home Screen.

When you click on the control panel, you get the options below.

Assign School and Community Summary: Allows you to give faculty member’s access to the School and
Community Summary
Assign Standards & Indicators: Allows you to give faculty members access to specific standards
Manage Access: Allows you to add and remove personnel to the portal
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Assigning Faculty Members to Individual Standards
The portal gives principals and steering committee chairs the ability to assign faculty members to certain
Standards so that they only have access to make changes to those Standards.

You can give certain faculty member’s access only to certain Standards or the School and Community
Summary. If they do not have access to a particular Standard, it will not show up on their screen when
they log in.

For example, if you click on “Assign School and Community Summary” and then click on the small gray
arrow at the right of the screen, you will see all of the faculty members who have portal accounts. To
select those who will work on the School and Community Summary, you should uncheck anyone you do
not want to have access to this document. Only those who are checked will have access to edit the School
and Community Summary.
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When you are finished assigning faculty members to the School and Community Summary, click “Update
Assignments” to save the changes. You will want to ensure that the principal and the Steering Committee
Co-Chairs have editing access to all Standards.

You will follow the same process for each Standard. You can assign faculty members editing rights based
on their responsibilities. See below, Standard 1 – Core Values, only those who are checked will have
access to this Standard.

If a faculty member is assigned to only one Standard, then that is the only Standard they will see when
they log in to the portal. See below for an example of a faculty member that is only assigned to the
Assessment Standard, so that is the only one that shows up when he or she logs in.
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Creating Accounts for New Users
You have the option of removing access for individuals or adding new personnel to the portal by clicking
on the “Manage Access” Button.

Before adding new personnel you will want to look at the list of school personnel already in the portal.
There will be a list of active personnel and inactive personnel. Those that are active are the individuals you
have chosen to be on your steering committee. They are the only ones who have access to edit and view your
self-study.
 If someone is listed as active and they are not members of your steering committee click, “Remove
Access”
Those that are listed as inactive are faculty members that have been added to the portal because they have
gone/are going out on a visiting team. If they were to log in they would not have access to the self-study report.
 If someone is listed as active and they are a member of your steering committee click “Grant Access”
If someone listed as inactive or active is no longer at your school then click “Request Removal” and a member
of the NEASC staff will correct it in the portal
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The portal allows you to create accounts for new users, you can add additional Standards Committee
Chairs or Steering Committee members using this feature; to add new personnel click on the “Add
Personnel” button

You can add new personnel to your portal site by using the dialogue box below. After you have added
them, you need to go back and “Assign Standards and Indicators” to give them access to your report.

Reviewing the Report with the Faculty
Every person on the steering committee can see a PDF of the entire report, however, by hitting the “Print
Self Study Report” button at the top right hand side of the home screen, even if they are only assigned to
be able to edit one Standard.

In order to review individual Standards reports with the faculty once they are complete, you will need to
use the “Print Self Study” button on the Report Home page to generate a PDF version of the report. Once
the report is generated, it can be exported from the webpage and used as a PDF document. You can save
the pages of that PDF that comprise an individual Standard as a separate PDF that can be distributed to the
faculty. The PDF will also have active links for the evidence uploaded by the team. Steps for this process
will depend on what type of computer and browser you are using.
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Completion of the Report
Once the report has been approved by the faculty and is completely ready to be seen by the visiting team,
the principal should click the “Report Complete” button. Once the button is clicked, the report will be
locked for editing by the school and you would have to contact our office to unlock it for you.

Questions or Concerns?
Please contact Alyson Geary, Deputy Director at ageary@neasc.org or Rachelle Marconnot,
Administrative Assistant at rmarconnot@neasc.org
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