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1. Introduction
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1.0.Introduction to all Applications

1.0.1. Introduction: Student

N

wn e

Tk20 is an online support system created for the collection and evaluation of performance data and for overal
management of academic activities at your institution. The conceptual framewotikacts, portfolio formats,
transition points, cooperating schools, and various forms in the system are all unique for your college. The syste
contains extensive functionality for messaging, coursewauttifacts, portfolios, document rooms, surveys, and
advisement.

1.1. Guide Conventions
Throughout this guide, the termstudentandteacher candidatere used interchangeably to refer to students and/or
teacher candidates enrolled in the college of education at various stages in their academic As@er.

. See Appendix A for a list of Help Resources
. See Appendix B for a list of Common Navigation Elements.
. See Appendix C for an explanation of how to use enhanced textboxes

1.2.BrowserInformation

Tk20is a webbased system andan be accessedsing any suitable browser, from any system connected to the
Internet. While it worls well with most browsers, Tk20 recommends Microsoft Internet Exploeesion 8.0 Mozilla
Firefox,or Google Chrome browsers for optimal u¥ée recommend usiniylozilla Firefox browser if you are working
on a Linux platform.

1.3.Obtain Your Username and Password

Tk20 is a secure, passweptbtected application. Alusers requirea username and password beforbdy can log mto

the system. Students aimsked to ontact their campus unit administrator for support with usernames and passwords
if needed

1.4. Log In

Onceyou haveacquiredyour username and password, you can log into the igpfibn by following the steps listed

below:

Confirmthat your systems connected to the Internet.

Operthe web browser.

INGKS OoNRgsgaSNRA | RRNB&Aa FASEMRE Sy UdSNI GKS !'w[ F2NJ ¢ HJ
heloginpage of the Tk20 application is displayed.

Enter the Usernam and Password assigned to you atickon Login

The Change Passworghge is displayed.

Enter your current password, your new password twice, your email address twice, and a secret question and answer
Click orsave TheHomepage is displayed.

1.5. RetrieveForgotten Password
If you forget your password at any time, you can retrieve it fromlLtbginPage by following these steps:

. Click orforgot your username or passwordifk.

Enter the Email Address that was entered at the time of your initial login.
Click onSubmit You are asked the secret question associated with the account.



4. Enter the answer to your secret question.
5. Click on Email My Password.

You will receive an email indicating that your password has been reset to your studehel®exk time you login, you
will be asked to change your password again.

1.6. Application Layout
All application pages in Tk20 aidenticaly laid out The pagesare divided irto several areas, each performirag

specifc function. The following image displays #pplicationPage Layout.

Help Logout

H i h E(j:\r Institution's Banner - } Top Menu
igherEd” <2 S Tk20 p

Field Experience | Course Registration | Faculty Qualifications | Accreditation Management | Administration

Home « Welcome, Chad Allen ﬁ

Messages e es
You are currently logged in a5 | | nir Administratar v Navigation Tabs

Tasks

Preferences Recent Messages

User Groups
Name From Received
Conceptual Framework Survey Campus Climate Survey Sent to , Students for Survey Tk20, 0171772014
General Forums —
Reminder: CHEM216, Section 04, Inorganic Chemistry, Helin, Caralyn Tk20, 09/29/2013
Request Access Fall 2013 Sent Tk20
{Main Body}
Pending Tasks
Side Menu
Name Type From Received Due Date
Thars =es me mem i emmlem femosamooe im b

Ly a i A (Bdniek: Zhg @dner is for display purposes only.istcustomized for youinstitution. The banner is

omitted in thepageshots in the rest of this User Guide.

Top Menu:The top menu bar with tabis located directly undethe banner Depending on the role and privileges of

the user, these tabs may includdome, Applications, Courses, Artifacts, Portfolios, Document Roamirig),

Reports, Course Evaluations, Surveys, Advisement, Field Experience, Course Regidiatinimistration

On the right side of the Top Menu, there drelpand Logoutlinks Helplaunches online help for Tk20 ahdgout

will log you out of the gstem.
Note: For security purposes, you should always log out of the sysiemrlicking orLogout Failure to use the
Logoutbutton could keep your username logged in and make it easier for unauthorized users to access yoL
account.

Side Menu:The sidemenu is locatd on the left side of the pagélhe side menu allows navigation within a major

section of the application. Each item listed here is a link. Clicking on an item will lead you to the section that |

represents. It may also present you withs bf subitems that fall under theselecteditem.



Main Body:The mainpageis located below the top menu and to the righitthe side menu. The main paggpically
has one or more title bars, followed by relevant information below them. Informationté&hafrganized into boxes.
To navigate tdhe main page

1. Click othe appropriate tab from the top menu

2. Click omhe appropriate lindocated in the side menu
Footer: Footers in your application aréocated at the bottom of thepage On thebottom, righthand side of the
pagethere is a link to the Tk20 vsite. The righthand sidealso contains the current system date and time. It is
important to note the current system date and time if you are submitting an assignment, project, quizhor Exa
time reflected in the foter is the time at which you openeitie currentpage If your page is open for a while, you
have to open a new page to update to the current date and time.

1.7. Navigation

1.7.3. NavigationStudent
Navigation of Tk20 is eg and intuitive. As you have seen in the previous section, every page has an identica
structure. In this section, you will see that the elements for navigation are just as consistent.

All of the functions of Tk20 are divided into several major sectibhase are Home, Applications, Courses, Artifacts,
Portfolios, and Field Experience. A tab in the Top Menu represents each major section. Tabs are displayed selecti
depending on the role and privileges of a user. Clicking on any of these tabs takes that section within the
system.

You can navigate within a major functional section using the items in the side menu. For instance, clicking on tf
Hometab in the top menu takes you to the Home section. Within Hrametab, you can navigate to the Messages,
Tasks, Conceptual Framework, User Groups, and My Preferences sections by clicking on the respective links in
side menu. Itemdocated in the side menare available selectively, according to the role and prieegf a user.
Hence, a student may have a different set of side menu items than a faculty member, and a faculty member mg
have a different set of side menu items than a system administrator.

In this chapter, we describe each major functional sectiorhefdpplication, represented by tabs located in the top
menu. Later in this guide, each major functional section of Tk20 is described in detail.

TheHometab is displayed automatically when you first logarthe Tk20 system. Under thégctbn, you can send

and receive messages and tasks, view news posted by system administrators, wharqgssword, create simple

dzZa SNJ INRdzLJar ©@OASg GKS 02ffS853SQa 02y OSLIidzrt TNk YSa
studentsyou canview your transition points from the Home section.

The Coursegab contains coursapecific information for students and faculty. Candidates have the ability to
complete assignments, projects, quizzes, exams, and courderbinwhile facdy cancreate templates for these
items and assign them to studemtFaculty carpost syllabi and other importantourse information, which
studentscan view

Through the Artifacts tab you can create, upload, and manage artifacts. Atdaare created primarily to
document knowledge, skills, and dispositions of candidates. It may be used to submit assignments, projects, cour



binders, and portfolios. Computer files of any type can be attached to all the artifacts. Tk20 corvesfigeed
with artifacts designed specifically for your college.

You can create and build portfolios that are typically assessed at gateway or transition points. Portfolios ar
structured with tabs into which candidates insert their artifacdstifacts can be aligned with standards and have

reflections attached to them by the candidate. When portfolios are submitted for assessment, they are routed to
pre-defined assessors by the system.

TheField Experiencab allows the institution to collect evidences and assessment data from students in a field
experience situation. Data is collected in an electronic binder that is sent to the student and each of the assessor:

2.Home

TheHomepage/Melcomepage is displayed automatically when you first log into the system. If you are on some other
page, click on thélometab in the Top Menu to access thibmepage.

HomepageMWelcomepage is available to all Tk20 users when they first log in.

1 The side mendisplays up to six items#lessages, Tasks, Preferences, User Groups, Conceptual
Frameworkand General Forums

1 The Main Body of thelomepage contains three sections for all usdRgcent Messagdslisplays a
list of all messages waiting for the usd?gnding Task&lisplays all tasks assigned to the user), and
¢ 2 Rl & Q@isply8 ang news articles posted by the system administrators).

Help  Logout

HigherEd =
igher & k20

po——

Home € \Welcome, Chad Allen
Messages

You are currently logged in as | nic Administrator v
Tasks

[Dreferences Ml Recent Messages

Name From Received
. E_chipf_uil Framewm—k Survey Campus Climate Survey Sent to, Students for Surve Tk20, Tk20 0171772014

User Groups

General Forums Reminder: CHEM216, Section 04, Inorganic Chemistry, Helin, Carolyn, Fall 2013 Sent

Tk20, Tk20 09/28/2013

e

Name Type From Received

Due Date
There are na pending tasks in your inbox.

Note: In addition to the sections above, students also see a Transition Points box.

2.1. Messages

Messageslocated in the sub menu on the left side of titomepageM/elcomepage, are similar to emails you use.
Messages can be sent to a single user, a group of users (which can be created from user groups in side menu), an
users of a particular course. Messages teludeArtifactsas attachments.

2.1.1.Message Inbox
To view messages that you have received or sent:



1. Go tdHomepage
2. Click oMessagedink located in the side menu to open your Message Inbox.

Home € Message Inbox

Messages !
Compose Message Message Inbox

Edit Message Folders
2 Inbox n Move to Folder: ¥
O sent -
B Subject From Date
Tasks Survey Campus Climate Survey Sent to, Students for Survey Tk20, 0111772014
Tk20
Preferences Reminder: CHEMZ216, Section 04, Inorganic Chemistry, Helin, Carolyn, Tk20, 09/28/2012
Eall 2013 Sent Tk20
User Groups

The Message Inboxontains messages reiwed from other users in the system or from the system itself. The
following sections guide you through some of the actions that you can perform from your Message Inbox.

To open a message in yodessage Inbx
1. Click on theubject of the message in blue link to opa detail page of that messagehe detail page has two boxes:

Messags andArtifacts Attached
2. The Message box displays the text message and contains information about that message.
3. TheArtifacts Attachedbox contains links to all items that the sender has attached to that message.
4. To exit the message detail page and return to the Message Inbox, click ©losasutton locatedat the bottom of

any message detail page.

Message attachmentsanbe any type of artifact. Topen an attachment to a message:
1. dick on the Name of the attachment in blliek in the Artifacts Attached box to opemdetailpage of that

attachment.
2. u can click througbubtabs to vew information about the artifact and download documents from thecuments

subtab.

To download a file from thBocumentsubtab of an artifact:
1./ fA01 GKS tfAYy]l F2N 0KS NBaLISOUAGS R20dzYSy ( tidgkthis & 2 dz
action may have ffierent outcomes.
2. Youmay be asked whether you would like to open or save the file.
3. Yu can choos®pento open the file in a new web browser window or cho&seveto save the file to your hard drive

or,
4. ourcomputer will open the file in a new browser window without asking.

To get back to the message detail page from an attachment detait page
1. dick onCloséuutton locatedbelow the attachment to close thattachment detailpage.

To reply to a message:



1. FHrst open the message.
2. Clickon Replybutton at the bottom of thepage Follow the procedures in the Compose Message section on the
following pages to select recipients, add a subject and message body, attachnfilegral the message.

To delete a message:
1. dick onthe checkbox located to the left of the messaig the Message Inbox.
2. Click ordeletebutton locatedabove the row of checkboxes to delete the selected message and remove it
permanently from the system. You may delete more than one message at a time by checking multiple checkboxes.
3. Itis advisable to move essages to another folder (stove Messagsbelow) if you are unsure as to whether you
want to permanently delete them.
4. If you clickin a checkbox in errgrclickin the checkbox agaito remove the selection

To move a message:
1. Click othe checkbox to the left of the message and
2. Selecthe appropriate folder from thelropdown menuocatedabove theDate fieldin your Message Inbox.

The Sentfolder contains a list of the messages you have sent. The follovadtigna that were detailed in the
Message Inbox section above can be performed in an identical manner Betiolder: Opening Messages, Opening
Attachments, and Deleting Messages.

2.1.2. ComposeMessages
To send a Message:
1. dick onCompose Messadecated in the side menhbelow Messages.
2. This displaythe Send aNew Messag@age, which has two boxesew Message and Attached Items.
3. Inthe New Message box, you can select recipients, and enter a subject, priority, message, and attach a document
placed on your system.
4. The Attached Items box enables you to add attachments.

To send a message to individual recipéen
1. Enter their names separated by a semicolon (;).
2. Click oi€heck Namelsutton.
3. ThdJserspage displays the search results (Users found).

Allen, Chad LInit Administrator

Malik, Sonia In=titutional Planner

Select Cancel



4.

1.

Click on the checkbox located on the left of appropriate usernames and click 8aléadutton to add the user.

Click in the checkbox to the left of the courses to which you want to send the message. You can select multip
courses with multiple checkboxes.

You must enter a brief subject for yomessage in th&ubjecffield. This appears as the Name of the message in
the Message Inbox of all recipients.

The next field is the Priority field. This is an optional field for assigning a priority to your message. When a messa
reaches a recipient with a priority, it tells the recipient how important the message is and the actions associate
with the message are. For example, if a faculty member is in a rush, they may choose not to open a messa
assigned low priority, but wirobably make the time to look at a message assigned high priority.

To assign priority to a message:
Click on down arrolecated next tathe Please Select optiand a dropdown menu is displayed to select High, Low,

or Normal priority.

2.

»powbdrE

1.
2.

If youdo not select any priority, by default the message is assigned a Normal priority.

The Message field is for entering the body of your message. You can click on the small triangle located in the upy
left-hand corner of the textboxotdisplay buttons for formatting (bolding text, centering text, adding bullets, etc).

TheAttach a documenilink allows you to attach documents with your message. To attach a document:
Click on théttach a documenlink. TheBrowsebutton is displayed.
Click on it to attach a document with the message.
Every time you click on the link, a nBvowsebutton is displayed.
You can attach multiple documents with your message.

By clicking in the checkbdocated next toYes a copy of the message is sent by regular email to the email address
of the recipients.

The Attached Items box contains a list of all artifacts attached to your mes$a attach items:
Click omadd newbutton located in the upper leshand corner of this box.
This displays a box titlédtach Artifacts In this box, you will seeBypefield with a dropdown menu. Click on the

down arrow and yowanselectthe appropriate artifact Type.

3.

List of artifacts that match the artifact type that you have entered is displayed.



Attach Artifacts

Attach Artifacts

Type Candidate's Review of Cooperating Teacher Y

Name Date

My Review of My Cooperating Teacher 04/08/2009

To attach an item:
Click in the checkbox to the left of the item.
Click oMddlocated belowthe row of checkboxes.
Multiple items can be attached at the same time by clicking in multiple checkboxes and then clidkilt on
Click oi€anceto bring you back to th&end dNew Messag@age without changing your attached items list.

PR

To remove an item thagou have attached to a message:
Click in the checkbox to the left of the item in the Attached Items box of the Sded Messagpage.
2. Click omemovelocated above the row of checkboxes.
3. Multiple items can be removed at the same time ligking multiple checkboxes and then clicking remove.

=

To send a message:
1. After you complete filling out all fields in tBenda New Messag@age, click oisendoutton located at the bottom of
the page.
2. Once you have sent your message, it appears inSenifolder.
3. If you do not wish to send the message, cliciCanceto exit the page and return to the Message Inbox without
sending or saving the message.

2.1.3.Edit Message Folders
You ca organize your incoming and outgoing messages usiggsagdolders.To manage youmlders
Cliclon Edit Messagé&-olderdocated in the side menunder Messages.
In this section, you can create new folders or edit the names of folders that you have already created.
3. This is a useful way for you to organize your incoming and outgoing messages so that they are not all in your Inbox.

e

To createa message folder:
1. dick onEdit Messagé&olderdocatedin the side menu under Messages.
2. Thisdisplays theEdit Message Fold@age
3. Click omdd newbutton in the upper lefthand corner of thé~olders for Messagdmx.
4. In the next page you have to enter a Folder Name.
5. On this page you can either clickawveto save the name of the folder or click @anceto cancel the action without
creating a folder.

To rename a message folddat you have created:
1. Click odit Message Foldelscated in the side menu under Messages.
2. Click on a Folder Name in blue link inElét Message Foldepage.
3. This displays tHedit Message Fold&ox, where you can change the nametod folder.



4. Click orsaveto save the changesr click on Canceb return to the Edit Messagé-olders page without editing the
folder.

To delete a message folder:
1. Click on the checkbox to the left of its namémEdit Messagé&oldergage.
2. Click owleletebutton above the row of checkboxes to permanently delete the folder and all of its contents.

2.2. Tasks
Tasks are requests for action for you that are generated by vafimetions of the Tk20 systenT.asks can include

things such as assignments, surveys, course evaluations, field experience binders, or requests for feedback.

2.2.1.Task Inbox
To view tasks that you have been assigned:
1. Click offaskdocated in the side mento open the Task Irdx.

Home " Task Inbox
Messages 1-250f71 Page:|1 v | First | <Previous | Mext> | Last
Tasks y
(& Competed
& b Mowve to Folder: ¥
3 Sent Title Type Status  From Received
Please send the Assignment Capstone Assignment Pending Allen, 02/16/2014
Preferences Research Paper Chad

Conceptual Framework ECON102, Section 01, Principles of Course Complete Allen, Chad 09/06/2013
Microeconemics, Malik, Sonia, Fall 2013 Evaluatien

General Forums ECON112, Section 01, History of Economic Course Complete Allen, Chad 09/06/2013
Thought, Merritt, Andrice, Fall 2013 Evaluation

Request Access

Please send the Assignment Capstone Assignment Pending Allen,

Research Paper

08/26/2013
Chad

Tasks in the Task Inbox come to you from other users in the system. In the sections that follow, we explain some
the actions that you can perform from your Task Inbox.

Toopen a task in your Task Inbox:
1. Click on thditle of the task to open a detail page of the task.
Every type of task has its own distinct task detail page.
3. To exit a task, click on tancebutton at the bottom of any task detail page.

n

You will have different igponse options for each type of task. The following bullets will provide examples of the

type of tasks that may appear in your Tasks list:
Requests for Feedbackour students may ask for feedback on their artifacts. See the section on Responding tc

Feedbak in the Artifacts chapter for more information on how to process this task.
Surveys You may be asked to participate in surveys from time to time. See the chapter on Surveys for more

information on how complete this task.
Portfolios: If you are assigneds an assessor to a portfolio, a link to access the portfolio appears in Tasks when it i

your turn to assess.



Pending Tasks in Coursdban assignment, course binder, or project has been sent to the students in a course for
which you are an assessor,wwiill see a link directly beneath the Pending Tasks header, which will take your Pending
Tasks in the Courses tab. In theu@estab you can access each assignment that is submitted and ready to be assessed
See the chapter on Courses for more informatan assessing assignments.

2.2.2. Edit Task Folders
You can organize your incoming tasks using fold@rsnanagediders
1. Click oriedit Taskolderdocated in the side menunder Tasks.
2. In this section, you can create new folders or edit tlaenes of folders that you have already created. This is a useful
way for you to organize your incoming tasks so that they are not all in your Task Inbox.

To create a folder:
Qick onEdit Taskolderdocated in the side menunder TasksThis displaythe Edit Task Foldepage.
On this page, click on add new button located in the upperHafid corner of the Folders for Tasks box.
The next page will prompt you to enter a Folder Name.
Qick onSaveto save the name of the folder atick onCancel to return to thé&dit Taskoldergpage without creating
a folder.

PR

To rename a message folder
1. dick onEdit Taskolderdocated in the side menunder TasksQdick on a FoldeName in blue link in th&dit Task
Foldergpage.This displaythe Edit Task Folddyox, where you can change the name of the folder. ClicRare to save
the changesor click on Cancéb return to the EdifTask Folderpage without editing the folde

To delete a task folder:
1. Click on the checkbox to the left of its name inEa& My Task Foldepage.
2. Click theleletebutton in the upper lefthand corner of the Folders for Tasks box to permanently delete therfold
3. The tasks that were in that folder are returned to your Task Inbox as the system does not permit the deletion of task

2.3. Preferences
The Preferences section allows you to change your password, change view of the site, and the defihalt iokeen
when logging into the system.

2.3.1.ChangeYour Password
Toedit your Tk20 system password:

1. Cick onPasswordinder Preferences in the side menu. This displays the Change Password box.

2. mter your Current Password, New Passworlijd&tl, Secret Question, and Answer into their respective fields. The e
mail you enter is the email used if you forget your password and access the Forgot Username or Password link at a lat
time.

Note: The system administrator for your school wsjflecify password policies such as number of characters required and
what types of characters are required.

3. Afteryou have finishe@ntering information, click oSavebutton at the bottom of thepageto save changes alick
on Cancebutton to exitthe pagewithout making changes.



Home « Change Password

Messages Your password:
Tasks
MUST contain a minimum of 6 letters,
Preferences MUST not exceed 12 characters.
Appearance MAY contain numbers
Password MAY contain special characters {@#5% 8> 7" | H[' . -_=+\)

Profile

. All passwords are case-sensitive,

Conceptual Framework Change Password

General Forums

Username

Request Access
Current Password®

New Password*
Confirm Mew Password*
E-Mail*

Confirm E-Mail*

Secret Question®

Answer*

Save Cancel

2.3.2.ChangeéAppearance
To change the Tk20 appearance
1. dck onAppearancainder Preferences in thside menuo openthe Select Appearangeage.
The page displays a number of options to choose from.
3. Select the desired appearance atlitk onSaveto view the change.

N

Fome € gelect Appearance
Messages .
Select Appearance
Tasks
Preferences s Default
Appearance Army
Pazszworg Blue Gold
Profile Cheocolate Raspberry
View Denim
Grape Jelly
Conceptual Framework MNature
Serene
General Forums Sherbert
Request Access
Zave Cancel
2.3.3. View

There are two types of views that can be changed in Tk20: Current Session View and Default View. In Tk20 you r
be assigned multiple roles depending on your responsibilities in the system. For instance, a user could be a profes:
at an institution and alo be taking classes, which would result in the need to have both a student and faculty role.
When multiple roles have been assigned to your account, you have the option of choosing which role appears eve



time you log into Tk20 (Default View) and alse #bility to switch between these roles once deg in (Current
Session View) he various views that you can have are summarized below:

Default View:View that is displayed to you every time you log in to the application. This can be selected from View
under Preferences in the side menu.

Current Session View/iew that acts as your current working view. This can be selected frordrtplown menu
present on theHomepage itself. Current Session View is available only while you are logged in. Once yautohoos
log out and log in again, your view will change to your selected Default View.

Default View is the view you see every time you log in to the applicafimeonfigure your default view:
1. dck onViewunder Preferencekcated in the side mento openthe SelecDefault Viewpage.
2. This page displays a list of all the roles that might have been assigned to you.
3. Select the desired role and click Save

For Example, let us assume that your primary roleas ti a faculty and you have been assigned an additional role

of student.
1 When you log in to the application, the view available to you is that of a faculty.
1 To select a different view that you will see next time you log in, go to View under Preferences.
9 This page will display all roles assigned to you (that is, Student and Faculty).
1 Select student and click ddave Next time, you will see the default view of a student when you log

n.

Additional roles can be configured from the Administration tababyadministrator, using the Add/Change Role
side menu item found under Users.

To select the current session vieag soon as you log in, you can select the desiredfrome the drop down menu

Once you select a view from thdropdown menuy your working view will instantly change to the selected view.
Also when you log into the application again, the view that is displayed to you is your selected Default View.

3. Applications

There are two types of applications available in Tk20.

1 Regular applications are designed to allow you to collect student data for field experience,
certification and other areas where students are alreadiablishedn a program.

1 Admissions applicatioralow you to collect data on students applying to enter a progaauthe
institution. These students do not have an active Tk20 account yet.

3.1. Active Student Applications
Applications are an important component ihe comprehensiveamplementationof field experience, and thegre a
critical means of collecting student data.

3.1.2. Complete anpplication
To complete an application:
1. Applicationgab
2. Clickon Createlocatedunder Applicationdocated in the side menaf the Applications Tab.



3. Adropdown menuappearsPlease Select the Application Form

Choose the appropriate application form from tdepdown menuo display it for completion.

Create Application

Select Application
Choose the application type that you would like to create and submit Fleace Select v

Application for Field Placement Spring 2011
Application for Student Teaching Spring 2011
Fre-Practicum Placerent Application Spring 2011

Once you click on an application form, the page displays the for you to begin compténg. At the top of theform
you will see the sae dropdown menuas you did beforeThis allovg you to choose different form if you chose the

wrong one initially.

Located lelow thedropdown menuy the Application form chosen displayed.
1. Complete the form and cliadn Submitlocated at the bottom of the form.

2. You may clickn Saveand return to the form at a later time to complete it; however you must complete all required

fields first.
3. Required fields aiiedicated by an astésk (*).
4. Cliclon Canceto goback to theprevious page without saving any of your entries.

Create Application

Select Application

Choose the application type that you | Appjication for Wamen of Influence Leadership Program Fall 2014 ¥
would like to create and submit.

Application for Women of Influence Leadership Program Fall 2014

Sawve Draft m Discard Changes
Woman of Influence Leadership Program

Congratulations on your nomination to The Woman of Influence Leadership Program; a collaborative effort between the Dean of Students Office, Office of Career Planning, and
greater Russell Sage community. The Women of Influence Leadership Program iz a student leadership initiative open to Russell Sage sophomores, juniors, and seniors
currently in a leadership role at Russell Sage or within the local community (e.g., Resident Assistant, Club President or VP, Sage Ambassador, Team Captain, Community Work
Study, etc.) whom have exemplified strong leadership potential. The goal of the program is to give potential student leaders educational and hands-on experiences that grow
and develop their leadership abilities.

The Woman of Influence Leadership Program consists of three main components, all designed to increase your leadership abilities and acumen.

1. Expert Speaker Series— The goal of the speaker series is to educate members of the Leadership Program on different topic areas within Leadership. Each session will
be facilitated by a different expert in the pertinent topic area.

— iantial | inn Artivities— Th iantiall i civiti o=t “hand: z iart el i te intendead t ftest leadarshi

Note: After you save the applicatigrall information entered is available through repeto administrators.Once the

due date passes, the applicaticiocked to avoid further editing.

3.2. AdmissionsApplications

Tk20 Admissions allow you to collect admission data from applicants that do not necessarily have TK20 accounts
The admission applications can streamline your admissions process, vgalefdring data on the makeup of the
applicants who apply, those who are accepted, and those who are denied. Once the applicants are accepted, applic:

accounts can then be merged with SIS data already loaded into your Tk20 system.

3.2.2. CreatApplicantAccount
Tocreate a new applicant account:



1. Go to login page.
2. {ck on theAdmissionsub-tab,
3. Click on linto create your accountpcatedat the bottom of the page.

Username

Password

Forgot your username or passw

Helpful Resources

Additional Information Admissions

Login

ord?

Welcome to the university admissions center! You need a username and password to complete your application.
If you do not already have an account, please create one now. Once you have your username and password, please log in to complete your application.

Click here to create your account >

The applicantsasked b enter the items listed below/Ahen this is complete, click dbreateMy Accounbutton.

Helpful Resources

Additional Information

Create Applicant Account

Enter information below to establish your account. The basic information marked with an asterisk is required. Additienal informaticn will be requested when
you complete your application, Upon clicking "Create My Account”, you will receive your username,

* Indicates required fields

Profile Information

First Name *
Middle Name
Last Name *

Email Address *

Confirm Email Address *

First Name

Last Name

Email addresdf users forget theipassword, the user will receive his/her password on the email
address entered for this field (usifigrgot your username or passwortifik).

PasswordThe user can access his/her Tk20 account using this password.

Secret QuestionThe user will have to enter this question, whesing forgot your username or
password?ink.

Secret AnswerThe user will have to enter an answer for the 8e€uestion.

CAPTCHZANnter the provided words in the text field area.

Admissions

3.2.3. Accesapplicant Account
After creating your Tk20 account, yousername will automatically appear in the fieldsername Enter the
password in its respective field and clicklarginbutton to access your Tk20 account.



Helpful Resources

Username kichnson
Additional Information [EEGIGESLLE

Forgot your username or password?

Welcome to the university admissions center! You need a username and password te complete your application.

If you do not already have an account, please create one now. Once you have your username and password, please log in to complete your application,

Click here to create your account >

3.2.4. Complete Admissions Application

Log in as an applicant;
1. Click oi€reate New Applicatiooutton from the side menu undekdmissiorApplicatiosin the Hometab.

2. Select thépplication Typérom the dropdown menwnder the header and click d@ontinue

Create a New Application for Admission

Application Type

Choose the application type that you would | Admission to Teacher Education Fall 2013 ¥
like to create and submit.

Continue = Cancel

3. The application form displayed. Enter the required informatiorClickon Nextto proceed to the next page&lickon

Backbutton to go to the previous step.

Create a New Application for Admission

Application Information

Admission to Teacher Educarion Fall 2013
05/31/2014 01:00 AM

Application Name
Due Date

Instructions

Thank you for your interest in the Department of Teacher Education at Tk20 University. To apply to one of our certification and/or degree

programs, complete the following application.

If you have any questions or concerns regarding this application, you may contact admissions@tk20.edu,

Checklist

Name Deadline

Reference Letter #1

Reference Letter #2

Reference Letter #3

When doneworking on the application, choose one of the following options:

1 Save Changes and Ealibws you to save information entered in the form and subimét form later.

1 Submit Application Nowllows you submit the application for reviemmediately You willreceive
an email notification upon seessfully submitting the application

1 Cancehllows you to quit without saving your changes.



Education Application-Applicant Info

[=lprint § 7 ]
Applicant Information

Applicant Basic Information
*Indicates required field.

Maiden Name/Previous Last Name:
Tk20 University ID Number: *
Phone:

Email:

Street Address:

City:

State (If US): Please Select ¥

Country: Please Select ™

Zip Code:

Tell Us About Yourself

Optional fields. Providing the information requested below will help us communicate with you.

Note:

1 Alock sign idisplayed to the left of the submitted application. The Status of the submitted
application changes tReview in Progress

1 To create a copy of a submitted apptioa, click on thecheckboXocated next tahe application
and clickon copy.

1 To delete agbmitted applcation place, click on theheckboXocated next tahe application and
clickondelete

Applications

B Application Name Application Type Submissions Deadline Status Final Darte
Result Created
Admission to Teacher Education Fall 2013 Admission Application Fall 2013 05/31/2014 01:00 AM Not 03/31/2014
Subritted 06:46 PM

Create New Application

4. Artifacts

TK20allows you to create and store various types of artifdorsassignments, projects, course binders, and portfolios
and to submit these artifacts for assessment. Yiostitution definesthe artifact types and forms in your system. These
artifactsare used to document your knowledge, skills, and dispositiontfagts that may be in the system include files,

links, lesson plans, and essay#hen userglick onArtifactstab, they see a list of all the artifacts that they have created.

Userscanrequest feelback on each type of artifacthe following sectiongxplain how to browsecopy, and delete
artifact as well as how to create artifacts anow to request feedback on an artifact.

4.1. Functions withArtifacts

4.1.1. Brows@rtifacts
When youclick onArtifactstab, you will see #st of all the artifacts that you have created.



m Applications Artifacts Field Experience

Artifacts

«

Artifacts
Browse
Create
Artifact Wizard

Edit Folders

Videos

Artifacts

View: | Al Artifacts v
Click on an artifact name to edit that artifact, An artifact locks when itis submitted for assessment through coursework, &
field experience binder. A locked artifact cannot be edited or deleted. You may, however, copy a locked artifact and edic e

& = Locked artifact. Y

You have used 4.124 MB of your allocated disk space of 100 MB.

BT (EEEE
My Review of My Cooperating Teacher Candidate's Review of Cooperating Teacher
Lesson Plan - Phase 2 Les=zon Plan

2 EDU 301 File
Summary Paper for Advance Science Education File

To viewonly a certain type of artifact:
1. @lect an artifact type from th&/iewdropdown menu

2. Artifacts that have been attached to course binders or portfadicslocked and cannot be edited. They can, however,

be copied, and youanedit the copy of the artifact.
3. To view an artifact, click on iftlein bluelink.

4.1.2. Copy and Deletgrtifacts

To copyan artifact:

1. dickonthe checkboxocated on the left of the Artifact name.
2. (ickon copybutton locatedabove the row of checkboxes.
3. You can copy locked or unlocked artifacts. ¥aw alsaedit the copies of locked artifacts.

To deletean artifact:

1. dickoncheckboXocated on the left of the Artifact namie the Artifactspage.

2. Click omleletebutton locatedabove the row of checkboxes. You will not be able to delete locked artifacts.

4.1.3. Creatdrtifacts
To create an artifact:

1. dckon Createlocated in the side menaf the Artifactstab.
2. Selectan artifact type from thelropdown menuo open theCreate New Artifagbage.



Applications Artifacts [ggaleli

Field Experience

Artifacts « Create Article
Artifacts
Browse
Create
Edit Folders
Videos

Basic Information I
Title* Lesson Plan Review

Description

3. TheArtifacttab contains the artifactemplate chosenAt any point while you are creating an artifact, you céok on
Savebutton to save the artifact and return to it at a later time or tBancebutton to exit the artifact without saving.

4. You must enter lamefor the artifact and answer any questions that contain an asterisk before you can save your
artifact.

4.1.4. AttachDocuments to Artifacts

Once you have filled out thartifact, a documentfrom your computemmay be attached You may either drag and
drop a file(s) or search for the file from your computer.

Artached Documents Select Files

o}
i

Save Cancel

4.1.5. Requeskeedback on Artifacts

Torequest feedback on any type of artifabfat you hae saved and r@pened:

1. (pen the artifact by clicking on its Titbe the Artifactspage

2. You will notice that &eedbaclksubtab appears, and a request feedback button appears in the upperhighd
corner of the artifact.

Artifacts € Review of Teacher Preparation Program
Artifacts
o it @
Create
Artifact Wizard Feedback
Eoi Foders . 0000000000O0000O0O0O000n0O0nnn0n0Onnnnnn0nnnnnnn0nnnnnnnnnnnnnnnnnnnnnnnnOoooOoooooo]
Videos

Basic Information
Title*

Review of Teacher Preparaticn Program
Description

How well did you feel that you were prepared in the following areas?

WVery Well Adequately Somewhat MNotat All
Writing lesson plans based on specific chjectives v
Meodifying lessons to meet special needs v
Implementing strategies for classroom management v
3. Click omequest feedback button to bring up tliRequest Feedbaglage

4. Enter a Title and Message for the feedback request.



5. Enter the full or last nae of the uses to whom you are sending the request in teend Requedio field. If there is
more thanone user in the system with one of the names that you enter, you will neetidlo oncheck namebutton to
select the appropriate user.

6. To send the request to a user group, highlight the group in the User Groups list. You can select multgpaupser
by holding down the Ctrl button on your keyboard.

7. If desired,gu can change the Priority of the messagelor attach an Evaluation TadDnce you have finished
entering information into thipage click onSubmit

8. You do not need tgavethe artifact in order to send the feedback request.

9. You will receive notification of feedback received in khessagesection of youHometab.

4.1.6. Responst Requests for Feedback
When a student requests feedback, you will receive the retjue your list of Tasks on thdometab. Click on the
task n the task detailpage to select either of théwo options:Give Feedbaabr click on Cancel

Toprovidea feedback on the artifact:

1. dickon Give Feedbadbutton to openasplit page.

2. Thdeft sideof the pagecontains the artifact on which the student is requesting feedback, whilgp#geon the right
side allows you to give feedback.

Note: In order to evaluate the artifet, you may have to click through stdibs, open links, and/or download files from
the artifact on the left side of thpage

3. After viewing the artifact, you will be ready to answer the questions about it in the window on the right side of the
page

4. You can continue to refer to the artifact as necessary.

5. While responding to the questions about the artifact, you may scroll to the bottom of the right side pagfeand
click onSaveat any time to save your answers up to that point and return to the task later.

6. Once you have completed all questions and are ready to submit your feeditia&lonSubmit You may alsolick on
Canceto exit without saving.

To decline a feedback request:
1. SelecDeclingo open thereviewpagethat asks you to enter a reason for declining the task.
2. Enterthe reason and clickn Submit or
3. Click oitancebutton to go back tahe previous pagandevaluate the requesfor feedback at a later time.

4.1.7. ViewResults of Feedback Requests
To view the results of a feedback request, go toHeedbaclsubtab of a saved artifact.
1. If the sttus of a feedback request@mplete youcanview the feedback by clicking on the Name of the person to
whom you sent the request.
2. Thisopens theFeedbaclpage Youcanview the answers to questions and comments that the reviewer made.
3. Clickonthe Backlink in the upper lefthand side of the rigt half of the page when you complete making changes

4.1.8. Revoké&eedback Request
To revoke a feedback request:
1. Goto the Feedbaclsubtab ofan artifact on which you have requested feedback.
2. If the status of a feedback requestRending it can be revoked.
3. Clickon thecheckboxocatedto the left of the feedback request, thestick onthe revokebutton locatedabove the
row of checkboxes.



4. You must save the artifact in order for the revoke to be complete.

4.2. Video Artifacts
Video Artifacts allow you to upload and share a video that can be annotated by an assessor or peer. This is
additional functionaliy that is present only if it has been purchased by your institution.

4.2.1. Guidelines for Video File Upload

When preparing to upload a video to your Tk20 accoyat, should adhere to the following guidelines:

1
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Videos should not be HD

Videos should b&00MB or less

Videos should be in one of the following formats:

.mov
.mp4
.avi

-mpg
wmy
.m4v

Note: Tk20 strongly recommends that all video files, regardless of size, be compressed. Most Uitiversidy
computers haverideo compression software (for exgle, QuickTime, Window Media Player). If you have questions
O2YLINBaaAzys LI SIAS O2yadzZ G @2dzNJ Ayadaad
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4.2.2. Create Video Artifacts
To create a video artifact:

. Qick onCreateunderVideodocated in the side menaf the Artifactstab to openthe Upload Vided?age

Click otuploadbutton located beside th&elect Video Fifeeld.

Entea Title for your video artifact and wait for it to completely upload before continuing.
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appropriate fielddisted below theShare withheader. The audiencgou share youvideo with will be able commenmin

it.

5. TheOptionsfield allows you talecide if you want to be the only one to see comments added to your video or if you
wish others to see comments placed on your video.
6. When you have completed entering the informatjarickon Save

4.2.3. Share your Video Adcts
A video can be shared at the time of creation, if it is created inAtifactstab. It can also be shared after it has
been created and saved or submitted to an assignment. To assess the video:

No okswdhpRE

Click on théArtifactstab
Qick onVideodocated in the side mento open theBrowse Videopage
Click orEdit Optiors.
Click on theSharingsubtab and choosevho you wish to share it with.

Share with individuals by typing their email addresses or naspEated by a semicolon in tiReoplefield.

Share with a course by selectihg checkboxocated next tathe coursewhich you wish to share.

. TheOptionsfield allows you to decide if you want to be the only one to see comments added toig®ar or if you

wish others to see comments placed on your video.



8. Clickon Savewhen you have completed entering the information

4.2.4. Troubleshoot
1. Video file is not uploading

Check that the video file is compliant with the file format anddilee requirements.

2. Video upload is slow

1

5. Courses

This may be attributed to server location (for example, remote versusitej. The greater the
distance, the longer it takes to upload the file.

Network details (for example, wireless, T1, remote versusite etc.) may depress upload speed.
Users can run a test throudtttp://www.speedtest.net/ to determine upload speed.

TheCoursesab can be used for:

1. Students use th€oursesab to view their coursesind complete Assignments, Projects, Quizzes, Exams, and

Course Bin
2. Instructors

ders for their courses.
create templates for these items and assign them to students. The students, in turn, complete the

items and send them back to the faculty member for asseent.

3. Once the items have been assessed, the students view the results of the assessments.

4. A Handouts section is also available in which course syllabi and other important course documents can be
posted by instructors and viewed by students.

5.1. My Caurses

ToseeMy Coursesection:
1. Clickon the Coursesab.

Courses

My Courses = Browse

«

My Courses

Browse

Coursework

My Courses

Assignments

Projects

e ]

Quizzes

Exams

= Pending Activities
Number Section Title

Section Status Subject Term Time Instructor Location

Course Binders

« EDU200A Instructional Planning in the 01 Fall Tork,

Observations

Libraries

Campus010/ Building010/ 3.0
1stfloor/ Room050

Campus001/ Buildingd01/ 2.0
1stfloor/ Room071

Elementary Classroom | 2013

EDUA00  Student Teaching in Elementary 01 Fall
Education 2013

Darrel

Lendor,
Lora

View Standards

2. (ick onMy Coursetocated in the side menu to see list of all current courses.
3. Yu can also view previous courses and future courséirevious CoursesdFuture Coursesubtabs.

4. Click on the Cou

rse Number of any couxsget more information


http://www.speedtest.net/

My Courses > Browse > EDU200A Instructional Planning in the Elementary Classroom | | Section 01

Courses «

My Courses EDU200A Instructional Planning in the Elementary Classroom | | Section 01

Browse

Coursework

sscnomatn,

fmEnmens I ——.

Projects B A
General Information

Quizzes

b EDU200A

Exams Section Title Instructional Planning in the Elementary Classroom |

Course Binders Status

Time
Credits 3.0
Libraries Campus Campus010/ Building010/ 1st floor/ Room030

Observations

View Standards Description

Instructor Tork, Darrel

The suktabs provide:

Basic InformationTheBasic Informatiorsubtab gives you basic information about the course.

Activities: The Activitiessubtab shows all activities for the course and the status (Assessment Pending, Open for
Editing, etc.) for each activity. Click on an activity name to view its detail.

Gradebook:TheGradebooksubtab shows grades for any course activities that have been graded. Click on a grade tc
view its detail.

Handouts: TheHandoutssubtab contains courseelated documents such as handouts aydlabi that you can
download.To davnload a documentclickon its name.

Communication:TheCommunicatiorsub-tab will show any scheduled course chat sessions or discussion threads for
the course.

5. To enter a scheduled chat session, click onEhter Chatroom Novink in the upper righthand corner of the
calendar. This brings you into the chatroom.
6. To exit the chatroom, click on tHexit Chatroontink on the lefthand side of the page.

To post a topic to a discussion forum
1. dckon a discussion forum Topic Title in tBemmunicatiorsubtab of a course to open @iscussion forum.
2. Clickon add newbutton on the upper lefthand corner of the dis@sion forum to add a new topic.
3. Give the topic a Topic Naand enter texfor the topic.
4. When doneclick onSubmit
5. To respond to a topic, click on its Topic Name, enter reply textcheidonSubmit

5.2. Assignments and Projects
Assignments and projects are assigned by instructors and condplstestudentsThey both work in the same way.

The following sections describe and display screleots from theAssignmentsection, but everything applieto the
Projectsection also

Assignments and Projects appear in fhesk Inboxof your Homepagewhen they are assigned to you. Click on the
name of an assignment or project task in thask Inboxo go to that assignment or project in tHéoursegab. The
figure below shows an assignment.



Courses > Browse Assignments > Elementary Language Arts Lesson Plan Assignment

Elementary Language Arts Lesson Plan Assignment
Instructions: You will be expected to complete a Language Arts lesson plan to
successfully complete this assignment.

Make sure te fill cut each portion of the lesson plan, Pay careful atenticn to
diverse learning needs and appropriately aligning content standards to key
student learning ohjectives,

When complete, attach your lesson plan in PDF or Weord (.docx) format to this

assignment and submit by the listed due date,

ork ot Cortland a3 shown in Che SPA Assassmant Library on wanaLncatz oo

Details

Assignment Submission:

| Add Lesson Plan |

Save Draft

Assignment Details

Assessors(s): Darrel Tork

Start Date: 08/21/2013 11:40 AM
Due Date: 12/20/2013 11:35 PM
Attachment type(s):

Assessment Tool(s): Elementary ELA
Leszon Plan Rubric

To complete an assignment arproject:

1. Read through itdDescriptionto get appropriate instructions.
2. Pay attention to the Due Date, as the quiz or exam is due by that time. You can check the current system

time and date in the footer of eaghage

Note: You willreceivean email notification upon successfully submitting an assignment.

If you have previously created thequiredartifact (see the chapter oArtifacts):

(RN ELE Select Existing Lesson Plan

Select Existing Lesson Plan

Social studies lesson plan 2 09/07/2013
World Map Lesson 10/01/2013

L

<

1. @oose thesubrtab to attacha previously created &fact, and thenclick onContinue

2. You will be presented with @&ropdownmenu ofartifact types.Choose the one that applies to this assignment and a

list of all artifacts dthat type are displayed.
3. Clickonthe checkboxocated beside the appropriate artifact.

4. You may thertlick onSubmitto finish the assignmentlick onSaveto return later and edit the assignment, olick

on Nextto save the assignment and add an additional artifact.

To createan artifact for the assignment:




Create Lesson Plan [EEEad =iy ¥R ED!

Create Lesson Plan

Please complete the following fizlds and upload your actual lessen plan document to the Documents sub-tab of this artifact

Basic Information

Title*

|Lesson Plan 3| |

Description

|

Please complete the following fields and upload your actual lesson plan document to the Documents sub-tab of this artifact.

Lesson Overview: Rich Text Farmatting

Choose the option to create a new artifact.

Enter information into the fields provided in the artifact.

Once the form is complete, you maljck onAdd

If youare finished with the Assignment, you may Submit or you may click the Save button to return at a later time.

AwbdE

Some assignments and projects require you to attach standaaldo this, click on the Standards sab.

If the instructorwho assigned the assignment or project has-peéected some standards for the assignment, those
standards will have a lock symbol to their lefthose standards cannot be removed from the assignment. The
standards that you add, however, can be removegii decide to do so at a later time.

To add a standard, click @ud newbutton in the upper lefthand corner of thepage Select a standard body from the
dropdown menu that appears. The drogdown will have all the standard bodies attached to thganization that is
associated with the usefhis displaya list of all standards in that standard body.

Fill in the checkbox to the left of the standard or standards that you want to add to the assignment or project.

To select all sulstandardswithin a standargdcheckthe standard headingvou can also select ateadards in a body by

checkingSelect Al When doneselecting standards, scroll to the bottom of thageand click onthe Add button. This
will return you to the standards suiab.

This area allows students to view the assessments that will be used to assess their work or view completed assessmel



Courses Edit Observation Assignment

P My Courses

Ermezrant Observation Assignment Standards Attach Arifacts Assessment Extensions Feedback

v Assignments
Edit Folders

Assessment >

S Inbox

C10Id Leadership Assessment Forms
Assignments

* Projects
¥ Cluizzes
» Exams [ Submit ] ’Sa\te ] ’ Cancel ]
¥ Course Binders
¥ Observations

Rubric for Wyritten Assignments

The Extensions sttab of the assignmenhasdetails on any extensions on the due dateuess$ by the course
instructor.

TheFeedbaclsubtab hasthe results of any feedback received on the assignment.

3. SaveAt any point while you are working on an assignment or project, you can click @atiebutton at
the bottom of any subiab page to save your work up to that point and return to the assignment or project
later.

4. CancelTo cancel all the work that you have done in the current sesslak, onthe Cancebutton (anything
that you had previouy saved related to this assignment or project will still be saved).

5. Submit:Once you are finished with the assignment, click onShbmitbutton to submit the assignment for
assessment.

5.2.2. Editan Assignment or Project

To edit an assignment or prajeat any poin before you have submitted it:
1. Go taHome tab> Click ormaskinbox
2. Youcan also open it from the AssignmeitsProjectspage

To open the assignment project from the Assignments or Projegiage:
1. dick on theCoursesab, then
2. Click ossignment®r Projectdocatedin the side menu (whichever is applicable), and then on the Name of the

assignment or project.

5.2.3. Recalhssignment or Project
If youhave submitted an assignment or project i@t you carnrecallit, so long as the assignment or project has
not already been assessed by your instructor.

Torecallan assignment or project:
1. dick in the checkbolocatedto its left in the Assignments or Projegiage.
2. Click omhe recallbutton abovethe row of checkboxes. Thilangethe Status of the assignment or project from

Assessment Pendirig Open for Editing.
3. Hit the assignment or project and+®ubmit it for assessment.



To organize your assignmis or projects, you caoreate folders into whiclthey can be placed. To do this:

1. dick on the Edit Folders link under Assignmamnt®rojects to opetthe Folderspage
2. To add a newdider, click onadd newbutton in the upper lefthand corner of the Folders box. Enter a Folder Name
andclick onSave
3. Toedit an existing folderlick on the Folder Name biue link make changes, araick onSave
4. To delete a folderglick onthe checkbox to the left of the folder namand thenclick ondeleteabove the row of

checkboxes.

5.3.Video Assignments

Video assignments are assigned by instructors and completed by students. They allow a student to upload a video

an assignrant and allow the assessor to annotate directly on the video itself.

5.3.1.Guidelines for Video File Upload

When preparing to upload a video to ywolk20 account, you should adhere to the following guidelines:

1. Videos should not be HD

2. Videos should be IMB or less

3. Videos should be in one of the following formats:
.mov
.mp4
.avi
-mpg
wmv
.m4v
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Note: Tk20 strongly recommends that all video files, regardless of size, be compressed. Most Uriwarsidy
computers havevideo compression software (for examp@uckTime, Window Media Playetj.you have questions

about video compression, please consult withgzNJ Ay a i A (dzi A 2y Qa

5.3.2. Complet&/ideo Assignment
Video assignmentappear in theTask Inboxf yourHomepage
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1. Click on the name of a video assignment inTlask Inboxo go to the requirecassignment in th&€oursesab.

2. dick on theArtifact Wizardiconlocatedon the right side of youpage.
3. Select the optiod would like to create a new videmtifacte

dizay,
JHizae,

N‘Ifdc

4. Click oContinugto openthe Upload Vided?age Press thdJploadbutton located beside th&elect Video Filgeld.
Then provide a Title for your video artifact and wait for it to completely upload before continuing.

5. Yothave threeoptions:

9 Save: You can click on this at any time and return at a later time to finish the assignment.

9 Submit: This submits your assignment for assessment.

1 CancelUse this to exit the assignment without saving any changes.

5.3.3. Shargour Video Arfiact

A video can be shared after it has been created and saved, or subrtotiEn assignment, frorthe Artifactstab. To

share your video artifact:
1. dick onVideodocated in the side mento open theBrowse Videopage
2. Click on the linkditOptions located besidehe video you wish to share.
3. Click on theésharingsubtab and then choose who you wish to share with:

1 To share with individuals, type their email addresses or names, separated by a semicoloRenlefield.



1 To share witha course, choose the checkbloxated besidehe course to which you wish to share.
4. TheOptionsfield allows you to decide if you want to be the only one to see comments added to your video or if you
wish others to see comments placed on your video.
5. Click orsaveafter you have completed the download

5.3.4.Troubleshooting
Video file is not uploading
1 Check that the video file is compliant with the file format and file size requirements.

Video upload is slow
1 This may be attributed to servéwcation (e.g. remote versus esite). The greater the distance, the longer it
will take to upload the file.
1 Network details (e.g. wireless, T1, remote versussib@, etc.) may depress upload speed. Users can run a
test throughhttp://www.speedtest.net/ to determine upload speed.

5.4. Quizzes and Exams
Quizzes and Exams will be assigned by instructors and completed by students. They work in the same way so, tho
this guide will describeral showpageshots from theQuizsection, everything will apply to tHexamsection as well.

5.4.1. Completa Quiz or Exam
Quizzes and Exams appear in Trask Inboxf yourHomepage when they are assigned to you.
1. Go taCoursesab and
2. (ick on the Name of a quiz or exam task in Treesk Inboxo go toa particularquiz or exam.
Edit Final Quiz

Save Draft Discard Changes

Final Quiz =

o

Section title Researching Girl's and Women's Lives Across the Curriculum
Assessor(s) Sonia Malik, Adrianna Vella

Graded By

Instructions

Start Date 04/07/2014 12:31:31 PM

Due Date 04/10/2014 12:00:00 AM

Save Draft Discard Changes

3. The first subtab of a quiz or exam shows details. Read the Instructions section for any special quiz or exam
instructions. Pay attation to the Due Date, as the quiz or exam is due by that time.
4. Click on thé~ormsubtab to complete the actual quiz or exam.

The Question column shows the question being asked. The Options column gives you a space to answer. If you


http://www.speedtest.net/

checkboxedocated next toa question, you may select more than one correct answer for that question. The Weight
column shows what weight (either in points or by percentage) a question is worth.

At any point while you are working on a quizasrexam, you cawlick onthe Savebutton at the bottom of any sub
tab pageto save your work up to that point and return to the quiz or exam later.

To cancel all the work that you have done in the current sessiak onthe Cancebutton (anything that you had
previowsly saved related to this quiz or exam will still be saved).

Once you are finished with the quiz or exartick onthe Submitbutton to submit the quiz or exam for assessment.
You willreceive an email natification upon successfully submitting a quin @xam.

5.4.2. EditQuiz or Exam
To reopen the quiz or exanclickon it from yourTask Inboxn the Hometab. You can also open it from the Quizzes
or Examgage To open the quiz or exam from the Quizzes or Exaagg click on theCoursegab, thenQuizzeor
Examdocated in the side men(whichever is applicable), and then on the Name of the quiz or exam.

5.4.3. RecalQuiz or Exam
If you realize that you have submitted a quiz or exam in error, you will have the optrecdbit, so long as the quiz
or exam has not already been assessedreballa quiz or examclickin the check box to its left in the Quizzes or
Examspageand click onthe recallbutton above the row of check boxes. This will change the Status of the quiz or
exam from Assessment PenditagOpen for Editing. Yoecanedit the quiz or exam and fgubmit it for assessment.

5.4.4. Createand Editing Quiz and Exam Folders
To organize your quizzes or exams, you may want to create folders into which they can e ptade this

1. dick onthe Edit Folderéink underQuizze®r Exams

2. To add a new foldeclick onadd newbutton in the upper lefthand corner of the Folders box. Enter a Folder Name
andclick onSave

3. To edit an existing foldeclickon the Folder Name iblue link make changes, araick onSave

4. To delete a folderglick onthe check box to the left of the folder namand thenclick ondeleteabove the row of
check boxes.

5.5. Course Binders
Course binder templates are created by instructors and are then sent to and completed by students. Stadents
access course binders assigned to them from Task Inboof the Homepage or from theMy Course®r Course
Binderssectionof the Coursegab.
To open theCourse Binders

1. Click on the Name of the course binder to open it. This bripgthe first tab of the course binder



Edit Early Childhood Binder

Save Draft m Cancel without 5aving

Early Childhood Oral Language Written Language Assessment Standards Extensions Feedback
Binder Analysis Anal

Early Childhood Binder >

Early ood

Please Note:
To complete this course binder, you will have to create and submit cne or more artifacts, You can do this using the Artifact Wizard, Click

here @_to begin.

Course Binder Name Early Childhood Binder Hs.‘_\‘lf-'-\lrc,-
.;

Course(s) Foundations of Education

Section 1

Assessor(s) Zena Bonaparte

Description In this course, you will be expected to analyze the language development of children ages 2.5t 7

years old, To develop your language analysis skills, you will complete the following:

2. Read the Description for the course binder template for instructions on how to complete the course binder. The

binderis given a default Course Binder Name. You may change this name if you wish.
3. When you are ready to begin completing the course binder template, click on the firsalsubhe first sultab of the

example course binder is shown below.




Early Childhood Oral Language Written Language Assessment Standards Extensions Feedback
Binder Analysis Analysis

Observe the oral language of a preschool child, ages 2.5 - 5 by completing a storybook-based language observation. Written
parent/guardian permission must be obtained and included in your analysis paper.

Storybook conversation:

Select two books that the child is moderately familiar with, Ask the child to tell you the story as you turn the pages, or to "read” the story with
you. The child is NOT expected to read the actual text. The book provides a discussion foermat with the child. If necessary, the teacher
candidate may read parts of the story. It is bestif a familiar book is used. As you are discussing teh book, tape, or video, record the child in
conversation with you, Parents or caregivers may be present, if their presence encourages the child's conversation. However, itis
recommended that you do your cbservation in an isolated location, away from televsion, siblings, or other distractions. Therefore, a
classroom setting will NOT wark, Engage the child in conversation about the book by asking open-ended questions (i.e., "Why do you think the
boy is sad? Tell me about this picture.”} Avoid using closed-questions that have one-werd answers, such as yes or no guestions (i.e., "Do you
like this book?"). Do not take notes during the storybook conversation, but use your audic or video tape to complete your analysis.

Analyze your oral recording, noting the child's language ahilities in phonetics, semantics, syntax, morphelogy, and pragmatics. Compare your
findings with the textbook and classroom infermation. How well does a child's "real-life” oral language match what your text or classroom
discussions described? Your paper will be strengthened if you give actual examples from the child's conversation to illustrate the point

Family Interview:

After you have completed your oral analysis, interview the child's parent/guardianf/or other primary caregiver to learn more about the child's
oral language development. (Mote: If the analysis is done with your own child, answer the questions from the parent’s point-of-view.) During
the interview, share your analysis information and get the family's input inte whether the language skills used were typical of the child's
functicning. Share three specific recommmendations to support the child's further aral language development.

Your analysis paper should be in PDF or Word (.docx) format and be 8-10 pages in length {single-spaced).
Please attach your paper to this portion of the binder by selecting "Click here to attach” below,

|

Oral Language Analysis

Type Status Title Reflection Standards
File Unatached Click here to Attach Click here to Attach

5.5.1.Completea Course Binder
To begin working on the Course Binder, click on its name. Thepagedisplays the first subtab of the Course
Binder.

The first suktab of the Course Binder displays basic information about the assignment, such as atidesatart
date and due dateThename of this tab reflectthe name of the Course Binder.

The next set of sutabs ishindertabs. These tabs reflect the organization of the assignment in the binder and will
vary depending on theemplate in useClicking onthese subtabs will display the instructions and the type of
artifacts that need to be created. It will also display any standards specified for the artifact template placeholders.

The last four subabs are common to all Course Bindekssessment, Standards, ExtensipaadFeedback
AssessmentThe Assessmensubtab allows the student to view all assessments that will be used to evaluate the
Course Binder. Once the assessments have been completed, the student will click on iais gulsee the final
assessments made on their work.

StandardsTheStandardssubtab displays all of the standards that have to be met in this Course Binder.
ExtensionsTheExtensionsubtab lists all of the extensions that were given. If the student accidentally submits the
course binder before it was actually complete, thetiastor may need to grant an extension to reopen it for editing
or to extend the due date to remove the possibility of ae status. If the assessment of the course binder has not
yet started the student can recall the Course Binder. This will be explairfarther detail later.

FeedbackThe Feedbaclsubtab lists all of the omgoing feedback regarding the Course Binder so the student can
view it at any time.



To create and attach artifacts to the binder tabs, return to the first tab and click oArtiifact Wizardicon found on the
right side of thepage

Using the artifact wizard, yogan see each tab as a heading, the instructions for that tab and each attachment
placeholder. To create and/or attach an artifadick on the Click here to Attachink in the Title column of the
appropriate artifact. This will open a wizard to help you create and attach it to your binder.

The Status column will provide information on whether or not this artifact has been attached. In addition to an
Attached st#us, the Titlewill change fronClick here to Attacto the name of the artifact you created.

The Course iBder automatically gets savedhen you click on theOk button in the attach artifact window when
attached through the artifact wizard of the courbender. If you click on Save or navigate away, the artifacts that were
attachedare retained

You will see an edit link when the artifact is opened from within the location ilCthase Bindein the upper right
corner. You can click on the lirik display the artifact in edit mode. Click on tBavebutton to save the artifact and
return.

Early Childhood Oral Language Written Language Assessment Standards Extensions Feedback
Binder Analysis Analysis

Written Language Analysis * Reflection Paper =

# Edit

Feedback

Basic =

Please upload your file using the 'Documents’ tab.

Basic Information

Title* Reflection Paper
Description

Attached Documents Reflection Paperith

When you have attached finished adding artifacts to your course bictiek, onSubmitto submit thecourse binder for
assessment. Click @aveto exit the binder and return at a later time to completepit click on Cancét exit the binder

without saving your changes.

To remove an artifagtclickon i KS &G E¢ (G2 GKS NAIKG 27F §.KDu rhapdiso fem@éit G A

FNEY GKS GFo O2yitAyAy BeaibdbBsidehNirtXagttitdi o8 Ot A0l Ay I GKS



5.5.2. AttachStandards
You may want to attach standards to an artifact or want to review saadglthat have already been attached. To review
standards attached to a specific artifaclick onthe Standards linkocated next toan artifact placeholder in the tab it is
contained inThis displaythe Standardpage

If the instructor who createdhe course binder has attached any standards, those standards wdld#ck symbol to
their left. To attach standardglick onadd newbutton in the upper lefthand corner of thgpage This displays the Select
Standardgage

Choose a Standard Body inathe dropdownmenu. This displays list of all standards in that standard body. Select the
appropriate standards by filling in the checkboxes to their left. When you have finished selecting standards, scroll to tt
bottom of the page andlick onAdd

To remove a standarctlickon the checkbox to its left in the Standardageand click onthe removebutton above the
row of checkboxes.

5.5.3. AttachReflections
If a reflecton is reayired for an artifact:
Yu will see a blue Reflection lildcatedto its right.
Click on this link to attach a reflection.
The reflection form iselected by the instructor who created the course binder template.
. When youcompleteentering a reflectionglick onthe Addbutton to save the reflection and return to the course
binder subtab.
5. Click through the remaining stthbs of the course binder and attach artifacts, standards, and reflections to
placeholders as necessary.

PwN e

To edit a reflection:
1. dick on the Reflection link.
2. You will see any information that you have already entered andcamedit it as necessary.

5.5.4. Recalld Course Binder
If you submit a course binder in error, yoan recall the submission as long as the assessor has not begun to asses:
the course hider. To recall a course binder:
1. dick onthe checkboxocatedto the left of the course binder in the Browse Course Bingeige
2. (ick onthe recallbutton. This will change the Status of the course binder fisssessment Penditgck toOpen for
Editing.
3. Youcanmake changes and +&bmit the course binder.

5.5.5. Create and Ed€ourse Binder Folders
To organize your course binders, you may want to create folders into which they can be placedoTo do
1. dick on theEdit Folderéink locatedunder Course Binders.
2. To add a new foldeglick onadd newbutton in the upper lefthand corner ofhe Folders box. Enter a Folder Name
andclick onSave.

To edit an existing foldeclick on the Folder Name biue link make changes, ardick onSave.



To delete a folder:

1. dick onthe checkbox to th left of the folder name.
2. (ck ondelete locatedabove the row of checkboxes.

5.6. Observations

TheObservationsection allows you to view observations of your performance completed by your instructors.

Observation:

Cancel

(S &

T——

Rubric

Knowledge
of

Accomplished
4

In addition to

Conventions meeting the

requirements for a
“3," the writing is
essentially error
free in terms of
mechanics. Models
the style and
format appropriate
to the assignment.

To access observations

a s wnhPe

Click orsave

Competent

2v

While there may be minor errors,
the paper follows normal
conventions of spelling and
grammar throughout and has
been carefully proofread.
Appropriate conventions for style
and format are used consistently
throughout the writing sample.
Demaonstrates thoroughness and
competence in documenting
sources; the reader would have
little difficulty referring back to
cited sources.

To move an observation into a folder:
1. Click othe checkbox to its left in the Browse Observations section, then

2. @oose the appropriate folder from the dregiown locatedin the upper righthand side of the Observations box.

6. Field Experiene

I CAStR 9ELISNRSYyOS
to volunteering, to internship. Field Experience Tdaies are created by administrators and are sent out to students at

the appropriate time during the semester.

Whenstudents submita Field Experience Bied it is reviewed by theiuniversity supervisor and cooperating teacher

(or any appropriate assesss that have been specified).

Developing
2

Frequent errors in spelling,
grammar (such as
subjectfverb agreements and
tense), sentence structure
and/or other writing
conventions distract the
reader. Writing does not
consistently follow
appropriate style and/or
format. Source
documentation is incomplete,
It may be unclear which
references are direct quotes
and which are paraphrased.

AYRSNI O2y il Aya

Beginning

1

Writing contains
NUMErous errors in
spelling, grammar,
andfor sentence
structure which
interfere with
comprehension. Style
and/or format are
inappropriate for the
assignment. Fails to
demonstrate
thoroughness and
Competence in
documentation.

Qick onObservationsinder Courseworkocated in the side menaf the Coursesab.
Click m the name of an observatidio view it
You can create folders into which you can place observatiortidiyngEdit Folderén the side menu.
Click omadd newin the upperleft-hand corner of the Foldetsox. Give the folder a Name.

I NBO2NR 27

Criterion Performance Rating

Score

3




6.1. Browse and EdiField Experience Binders
You can view, ediand complete Field Experience Binders by clicking orrigle Experiencab. Thisdisplaysthe Field
Experience Binders which have been assigned to yowfapletion.

To view or edit a Field Experience Binder, click on its Nantua link If the field experience has already been
submitted for assessment, you will not be able to edit any of the items in the binder.

At any point during the field experien@gliting process, you can click the Save button at the bottom op#geto save
your work and go back to the Inbpage

6.2. Complete, Submit, and Recda&lleld Experiences

Students can access field experience binders in the following ways:
Option 1:
1. Go tdHometab.
2. dck on the field experienclecatedunderPending Task®lease start the Field Experience [Insert template name
here].

Pending Tasks

a; You have pending tasks in courses.

Name Type From Received Due Date
Please start the Field Experience Internship | Field Experience - Spring 2011 Field Experience Raocha, Kaya 02/21/2011  05/31/2011
MURIMD3, Section 03, Health Behavior. Cultural Variations, Yang, Ellen, Spring 2011 Course Evaluation Tk20, Tk20 127222010 12/31201%

Option 2:
1. Click on theField Experiendab. A list of all Field Experiences Binders that have been sent to the student will be
displayed on the defaufpageunless the student has moved them to a folder.
2. {ck on the name of the field experience binder to open it.

Field Experiences

i || recal Waove to Folder: v
Name Start Date Due Date Status Sent By Placement

" [ Internship | Field Experience - Spring 2011 0272172011 01:39 P 05/31/2011 05:00 P Open Far Editing Rocha, Kaya  University
Supervisor:
Yang, Ellen
Cooperating
Teacher:

Long, Sharan

3. A flag indicates thahe Field Experiencis notcompleted. Any work attached to the Field Experience is visible to the
Site Staffand/or any other assessors as soon as has been uploaded and saved.

For example, if section one is due in three weeks, yet section three istdioe end of the semester, the student can
create artifacts for section one and attach them to the Field Experience Bifide assessors caiew these artifacts
without the student clickingn the Completebutton.



To begin working on the Field Experiendgk on the field experienaeame. The nexpagedisplaysthe first subtab of
the Field Experience Binder.

Edit Special Education Student Teaching Binder

Save Draft m Cancel without Saving

Special Education Lesson Dispositions Cooperating Assessment Standards Extensions Feedback
Student Teaching | Plans Self- Teacher
Binder Assessment Evaluation

Special Education Student Teaching Binder =

Special Education Student Teaching Binder

Please Note:

To complete this field experience, you will have to create and submit one or more artifacts. You can do this using the Artifact Wizard, Click here

t&_1:-: begin.

Field Experience Name Special Education Student Teaching Binc B2y

e

The first suktab of the Field Experience displays information about the site where the studentla@edp The name

of this tab reflecs the name of the Field Experience. This-taib also displays information from the Placement Detail
Form, if any was entered.

The next set of sulabsisthe bindertabs. These tabs reflect the Field Experience Template and vagndmg on
the template in use. Clickn these sukabsto displaythe instructions and the type of artifacts that need to be
created.This subtab also displagany standards specified ftine artifact template placeholders.

The last four subabs are common to all Field ExperienciéssessmenStandards, ExtensionandFeedback

AssessmentTheAssessmengubtab allows the student to ew all assessments that aused to evaluate té Field
Experience. If any assessments were hidden from students when the Field Experience Template was created, thc

assessments will not be visible here. Once the assessments have been completed, the studant thisksubktab
to see the final assements made on their work.

StandardsTheStandardssubtab displays all of the standards that have to be met in this Field Experience.

Extensions The Extensionssubtab lists all the extensions that were given. If the student accidentally atioks
completeand was not finished with the Field Experience, the Unit Administrator or one of the assessors will need tc

grant an extension to the student if the due date has passed. If the due date has not passed, then the student ce
recall the field experiece. This will be explained in further detail later.



Feedback The Feedbacksubtab lists all of the orgoing feedback during the Field Experience so the student can
view it at any time.

To create and attach artifacts to the binder tabs:

1. Gdo thefirst tab and click on thé&rtifact Wizardiconlocatedon the right side of th@page

2. Use the artifact wiza see each tab as a heading, the instructions for that éald each attachment placeholder.

3. To create and/or attach an artifact, click on tB#ck here to Attaclink in the Title column of the approjatie artifact.
This will open a wizard to help you create and attach it to your binder.

Note: The system saves the Field Experience Binder wiegstudent attaches an artifact.

3. The Statugolumn providainformation on whether or not this artifact has been attached. In addition to an Attached
status, the Titlewill change fronClick her to Attacko the name of the artifact you created.

Special Lessan Dispositions Cooperating Assessment Standards Extensions Feedback
Education Student | Plans Self- Teacher
Teaching Binder Assessment Evaluation

Inweek 7 of your 8-week placement, you are expected to complete a self-assessment of your professional dispositions.

Please select "Click here to attach” below to create a new Early Childhood Teacher Candidate Dispositions Self-Assessment Title your artifact
Dispositions Self-Assessment - 1st Placement OR Dispositions Self-Assessment - Znd Placement, depending on which placement you are
completing.

Dispositions Self-Assessment

Type Status Title Reflection Standards

Early Unattached Click here to Attach Click here to Attach
Childhood

Teacher

Candidate

Dispositions

Self-

Assessment

4. TheNew Itemattachment aredocated undereach heading is used to add additional artifacts beyond the
requirement. Students will only use this area if they are attaching extra artifacts in addition to those that are required.
To wse this feature, atk the link:Click here to Attachext in theNew Itemrow for the desired tab.

5. Ifalink is present in the column labeled Reflectibrs anindication that a reflection is required. If no reflection is
required for the artifact, a link will natisplay.

To recall (or ursubmit) a Field Experience Binder
1. ®lect the binder by clicking the checkbox to its left in thirox Field Experiencesmge
2. (ickonthe recall button above the row of checkboxes. This will recall your submission of the selected binder and
allow you to edit and resubmit it.
3. You cannot recall a Field Experience Binder once the due date has passed, or if assessment on it has begun.

6.3. ViewAssessed Field Experiences
To view an ssessed Field Experience Binder:

Qick on theField Experienceab to display a list of all Field Experiences that have been sent to you.

If the status of a field experience@mplete you wil be able to view the assessments of that field experience.
Click the Name of a field experience which h&voapletenotification understatus, to view its assessments.
Click theAssessmentsubtab to view the associated assessment tools.

P wbdPe



5. To revew the results of an assessmerlick on the form name iblue link Thisdisplayshe rubric that was used to
evaluate the Field Experience Binder along with the responses of the university supervisor, cooperating teacher, or oth
assessors that maye part of the field experience.

7. Portfolios

A Portfolio isan accumulation of evidwe about individual proficiencies, especially in relation to explicit standards and
rubrics, used in evaluation of competency as a teacher or in another professional sch@¢btoalethe National Council

of Teacher Education Professional StandardsherAccreditation of Schools, Colleges, and Departments of Education).

Tk20 allows you to insert electronic artifacts into an online portfolio, just as you would normally insert paper artifacts
into a portfolio. You can align these artifacts with standaehd attach reflections to them. Any completed feedback
requests associated with the artifacts will be attached to them in the portfolio. When portfolios are submitted, they are
routed through theTk20system to users that have been predefined as assedsoithe candidate.

7.1. Browse and EdiPortfolios
You can view and edit portfolios by clicking on Bmtfoliostab. This displayshe Browse Portfoliopagethat lists the
portfolios that you havédeen assigned.

Portfolios «

Browse Portfolios

Portfolios

B . \
rovise Browse Portfolios

Presentation Portfolios

Only Portfolios of type "Assessment” which are in "Review in Progress' state and not yet assessed can be recalled.
Name Status edTPA Type Sent By Updated Due Date
Status

| Program Portfolio Open For Editing Assessment Tk20, Tk20  04/02/2014 12/31/2011 01:00
AM

To view or edit a portfolioglick onits Name irblue link If the portfolio has already been submitted for assessment, you
will not be able to edit any of the items in the portfolio. At any point during the portfolio creation process, yaliadan
onthe Save button at the bottom of theageto save your work ad go back to the Browse Portfolipage

7.2. Complete, Submit, and Rec&brtfolios

To complete a portfolioglick onits name inblue linkin the Browse Portfoliopage This reveals the first setb of the
portfolio, which contains the portfolio description.



Edit Program Portfolio

Save Draft m Cancel

43| | expart

Program | Knowledge of | Professionalism Evaluation | Assessment | Standards Extensions Feedback m
Portfolio Pedagogy and Miscellaneous | of Program

Program Portfolio >

Program Portfolio

Please Note:

To complete this portfelic, you will have to create and submit cne or mere artifacts, You can de this using the Artifact Wizard, Click here

Wm begin.
Portfolio Name Program Portfolio E‘E;’I?
Description This portfolio should be completed by every student in the program. Undergraduate candidates must

attach artifacts that display achievement and knowledge related to their studies, Save your work
frequently and be sure not to submit your portfolic until you have completely finished attaching EVERY
artifact specified.

The portfolio template will have sdtabs defined by the administrator who created the template. Eachtablrontains
placeholders for the type of attachmesthat is required for that tab.

It is important to readhe information provided within each tab.

The first suktab of the Portfolio displays basic information about the assignment, such as a description, start date anc
due date. The name of this tab will reflect the name of the Portfolio.

The next set of subabsisthe portfolio tabs. These tabeflect theorganization of the portfolioClicking on these sub
tabs will display the instructions and the type of artifacts that need to be created. It will also display any standard
specified for the artifact template placeholders.

The last four subabs are common to all Portfoliogissessment, Standards, Extensj@amiFeedback
Assessment: Thissubtab allows the student to view all assessments that will be used to evaluate the Portfolio.
Once the assessments have been completed, click onuhitab to see the final assessments.
StandardsThissubtab displays all of the standards that have to be met in this Portfolio.
Extensions:Thissubtab lists all of the extensions that were given. If you accidentally submit the portfolio before
complding it, an assessor may need to grant an extension to reopen it for editing or to extend the due date to
remove the possibility of &ate status. If the assessment of the portfolio has not yet started, you can recall the
portfolio. This will be explaineid further detail later.
FeedbackThissubtab lists all of the ofgoing feedback regarding the portfolio for you to view it at any time.

To create and attach artifacts to the binder tabs, return to the first tab dmd onthe Artifact Wizardicon found on the
right side of thepage



Using the artifact wizard, yogan see each tab as a heading, the instructions for that tad each attachment
placeholder.To create and/or attach an artifactlick on the Click here to Attachink in the Title column of the
appropriate artifact. This will open a wizard to help you create and attach it to your binder.

Note: The portfolio willauto-save the artifact when it is attached/uploaded.

The Statuscolumn will provide information on whe#r or not this artifact has been attached. In addition to an
Attached status, the Titlaill change fromClick here to Attacto the name of the artifact you created.
Program Portfolio

Zave Draft w Discard Changes

Your task type is a portfolio. Portfolios allow multiple artifacts to be attached to multiple tabs, Tabs may restrict the type of artifact allowed,
Please select where you would like to attach this artifact from the list below. If a tab has artifacts attached already, it is indicated below, Adding
your artifact to a location will remove any previously attached artifacts from that location,

Select Artifact location

Knowledge of Pedagogy

A minimum of two artifacts displaying your knowledge of pedagogy in relation to your lessons taught should be attached,
including your EDU 301 paper.

Attachment Status Title Reflection Standards
File Unattached Click here to Attach Click here to Attach
File Unattached Click here to Attach Click here to Attach

If a link is present in the column labeled Reflectitiris anindication that a reflection is required. If no reflection is
required for the artifact, a link will not display.

When you finishadding artifacts to your portfolicglick onSubmitto submt the portfolio for assessmentClick onSave

to exit the binderand return at a later time to complete dr click on Canceb exit the portfolio without saving your
changes.

To remove an artifact:

1. Clickodi KS aEé¢ (2 GKS NA 3 RrifaceWizard Yo& may aldoeindvie iOfiom thé tabfcditaining (i K
GKS I NIGIATFIOG o0& OftAO01Ay3dI (GKS &aE¢ 0S&ARS GKS FNIATIEOG

You may want to attach standards to an artifact or want to review standards that have already been attached. To revie

standards attached to a specific artifactick onthe Standards linkocated next toan artifact placeholder in the tab it is
containedin. This displaythe Standardpage

If the instructor who created the course binder has attached any standards, those standards will have a lock symbol
their left.

To attach standardsglick onadd newbutton in the upper lefthand corner of thepage This displays th&elect
Standardgage



Choose a Standard Body from tiepdownmenu. This displays list of all standards in that standard body. Select the
appropriate standards by filling in the checkboxes to their left. When you finish selecting standards, scroll to the botton
of the page andlick onAdd

To remove astandard:
1. Click othe checkbox to its left in the Standardageandclick onthe removebutton above the row of checkboxes.

If a reflection is required for an artifact, you wske ablue linkReflectionlink to its right. Click on this link to attach a
reflection. The reflection form will be selected by the instructor who created the course binder template. When you are
done entering a reflectiorglick onthe Addbutton to savethe reflection and return to the course binder stab.

Click through the remaining stthbs of the course binder and attach artifacts, standards, and reflections to placeholders
as necessary.

To edit a reflection, lck onthe Reflectionlink. You will see any information that you have already entered anccgou
edit it as necessary.

When you are ready to submit your completed portfolio for revielick onthe Submit for Reviewutton at the bottom
of any portfolio suktab. This will route the portfolio through a pefined team of reviewers for assessment.

To recall (or ursubmit) a portfolio,select the portfolio by clicking the checkbox to its left in the Browse Portfphgs
then click onthe recall button above the row of checkboxes. This w#lete your submission of the selected portfolio
and allow you to edit and resubmit it. You camecall a portfolio if the assessment on it has begun.

7.3. ViewAssessed Portfolios

To view an assessed portfolidick onPortfolioslocated in the side mento display the Browse Portfoligsage If the
status of a portfolio is Review Complete, yaanview the assessed portfolio.

Integrated Education Portfolic Review complete Aszessment Anan, Nia 04/24/2009 08/01/2009 12:00
AM

Elementary Literacy Comprehensive Review in Assessment Hill, Robert  04/28/2011 04/05/2013 01:00

Portfolic Progress AM

Click on the name of a portfolio with the status of Review Complete to view the assessment of that portfolio.

While a portfolio is being assessed, the routing seqaefor the portfolio will appear at the top of theagewith tabs

that represent the various stages. In thigure below,the Portfolio Review stage tab is displayed and you can see that
the Program Faculty Assessment and Final Assessment and Recommerzdatiooth complete because a black bar
appears under each. If an evaluation was still in progress, the bar under it would be gray. You calickadsthe Self
Assessment stage tab to view the progress of the portfolio at that stage.



Integrated Education Portfolio

Sonia Malik

I

Integrated Knowledge Professionalism Evaluation Standards Extensions Feedback
Education of and of
Partfalio Pedagogy Miscellaneous Program

Assessment =

This tab displays the assessment instruments used for this portfolio.

Midpoint Assessor

Assessor Placeholder Assessment Tool(s) Role Committee Member
Name
Assessor 1 Opinion Paper Rubric Faculty Malik, Sonia

Competencies Rubric

The figureabove also displays the Assessment-talh This suliab will appear once the portfolio evaluation is
complete. To review the results of an assessmetitkon the Step Name iblue link This displayshe rubric that was
used to evaluate the portfolio, along with the responses of the evaluator for that step.

7.4. Presentation Portfolios

7.4.1. Creatd’resentation Portfolio
A user can create a Presentation Portfolio from Bresentation Portfoliosidemenu. This type of portfolio cannot
be submitted. It is only used for presentation purposes.

To create a presentation portfolio, sele€teateunder Presentation Portfoliofom the side menu. Enter a name for
the portfolio and names for as many as digébs. Any tabs you do not wish to use can be left blank. Then select
update



Portfolios «

Portalios Create a Presentation Portfolio
Presentation Portfolios Create a portfolio
Browrse
= Name Your Portfolio*
Portfolio Assessments Binder tabs represent a collecticn of attachments grouped inte a major category. Please enter names for up to eight tabs. If you would like
fewer than eight tabs, you may leave some spaces empty. The tabs will be displayed in the order listed here.
Portfolio Reports Tabs* 1.
Templates 2,
Portfolio Template 3,
Builder
4,
5.
6.
7.
8.
Update | Cancel

Next you will upload artifacts into each tab. Click on the-sliyou wish to work onthenclick onadd newto add a
new artifact.

]
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Professional Résumé

EDUCATION Tk20 University
Bachelor of Arts, December 2013
Major Field: Elementary Education

Acodemic Honors ond Achievements:
- Cumulative GPA: 3.81; Major GPA: 2,83
- Recipient of the Thomas Wilkersen Scholarship (merit award)

Off-Compus Educotional Experience:
University of Spain, Madrid, Spain

This displayan Attachmentdropdown menu You will need to choose the artifact type to upload and give the artifact a
specific Title. You must have already created these artifacts itclude them in the portfolio.

Once the artifact type has been selected, all artifacts of thag tyyat have been created will be available to add into the
portfolio. Select the appropriate attachment actick onAdd.

Repeat this process until all desired artifacts have been included for all tabs. At any time, you can choose to Preview t
portfolio, Save and continue at another tinag, click on Cancgf you do not wish to save

You can view and edit presentation portfolibg clicking orBrowseunder Presentation Portfoliotocated in the side
menu of the Portfoliostab. This displayshe Browse Portfoliopage which lists the presentatio portfolios you have
created.To view or edit a presentation portfoliclick onits name inblue link



Only Presentation Portfolios can be deleted. You can delete a presentation portfolio by selecting the checkbox to its le
and clicking thaleletebutton.

Portfolios «

Browse Portfolios

Portfolios

Presentation Portfolios Browse Portfolios

Browse

(RS Only Portfolios of type "Presentation” can be deleted.

Create

Name Status edTPA Status Type Updated
Teaching Portfolio Open For Editing Presentation 10/01/2013

Students have the option to share their portfolios containing assessments and presentation portfolios with users outsid
of the Tk20 system.

To share a portfolio:
1. Click othe name of the portfolio.
2. ®lect the Share button on the righitand si@ of thepage

e
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Edit

Professional Résumé

EDUCATION Tk20 University
Bachelor of Arts, December 2013
Major Field: Elementary Education

Acodemic Honors ond Achievements:
- Cumulative GPA: 3.81; Major GPA: 3.88
- Recipient of the Thomas Wilkersen Scholarship (merit award)

Off-Compus Educational Experience:
University of Spain, Madrid, Spain

3. A newpageappeas, prompting you to enter the email addresses of those who will receive the portfolio.

4. @lect a subject line for the-mail, an end date for when access to the portfolio will expire, choose which portfolio
tabs you wish to share and a personal message.

5. In addition, yowcan alsoview the portfolio as the user will see it by clicking ba tURL shown.
6. Once the information is completelick onShareto send the portfoliopr click on Canceébd exit without sending.






















