Directions for Posting Lesson Plans, Lesson Plan Reflections, and Faculty-View Only Reflections on Open Portfolio

To post lesson plans and lesson plan reflections for EDIS 588/EDIS 488 (Teaching Associateship), (Entries are only viewable by Faculty, Clinical Instructors and University Supervisors)

1. Go to http://www.openportfolio.org

2. Enter your User Computing ID and password (the User Level should be set at Student)

3. Click on the button that says Click here to launch application
4. Click on Create/Manage Artifacts
5. Click on the button that says Create New Artifact
6. Enter an Artifact Title (e.g., Romeo and Juliet lesson)

7. Choose your seminar instructor (e.g. Van Hover, Bell or Cohen) 

8. For course, choose EDIS 588 or EDIS 488

9. For sctn, choose 01

10. For semester, choose Fall

11. For year, choose 2003

12. Click on the button that says Create Artifact
13. Click on edit to go to the artifact editing page

14. In the Comments section, identify what the lesson is, when you anticipate teaching it, and any other pertinent information you would like to share with your US and/or CI  

15. Click on the button that says Save Updated Comments and Changes
16. To attach a file to the artifact click on the button that says Attach File to Artifact

17. Click the button that says Browse to locate the file on your computer

18. Click the button that says Upload Attachment
19. Click on the button that says Return to Artifact Summary
20. When you’re finished editing your artifact, change No to Yes in the submit column and click on the button that says Click to submit artifacts marked “Yes”

21. YOU ARE NOW FINISHED—Once the artifact (lesson plan) moves to the Submitted Summary Section, you do not need to do anything else. The choices from this point on will be made when you are creating your final portfolio. 

To add a reflection to an artifact—Follow these directions when reflecting upon a specific lesson. 

(Reflections and feedback can be viewed by persons who have access to the artifact)

1. From the main menu click on Create/Manage Artifacts

2. Find the artifact that you wish to add a reflection to in the completed artifacts section of screen

3. Click the view hyper link to open the artifact

4. The artifact will be displayed along with any feedback. To add your own feedback, click the “Add Feedback” button.

5. Type or paste in any feedback you have into the comments field.

6. If you have a file you want to attach with the feedback click the “Browse” button to locate the file on your computer Click the “submit feedback” button

7. You will be returned to the artifact screen where you will see your feedback with the artifact.

To post materials for EDIS 587 (Teaching Associateship Seminar)

(Entries are viewable only by your seminar professor; Any reflections you do for your seminar class—not related specifically to a lesson—should be submitted in this fashion)

1. Go to http://www.openportfolio.org

2. Enter your User Computing ID and password (the User Level should be set at Student)

3. Click on the button that says Click here to launch application
4. Click on Create/Manage Artifacts
5. Click on the button that says Create New Artifact
6. Enter an Artifact Title (e.g., Reflective Journal Week 3)

7. Choose your seminar instructor (e.g. Van Hover, Bell or Cohen) 

8. For course, choose EDIS 587

9. For sctn, choose 01

10. For semester, choose Fall

11. For year, choose 2003

12. Click on the button that says Create Artifact
13. Click on edit to go to the artifact editing page

14. Type as needed in the comments section 

15. Click on the button that says Save Updated Comments and Changes
16. To attach a file to the artifact click on the button that says Attach File to Artifact

17. Click the button that says Browse to locate the file on your computer

18. Click the button that says Upload Attachment
19. Click on the button that says Return to Artifact Summary
20. When you’re finished editing your artifact, change No to Yes in the submit column and click on the button that says Click to submit artifacts marked “Yes”
To use the professional reflection tool

(Entries are only viewable by Faculty members)

1. Go to the Professional Reflection Layout.

2. Click the Create new Reflection Button
3. Click on the edit hyperlink of the created record.

4. Type or paste your reflection in the text field and choose the field experience level (e.g., 488, 588) appropriate for you.

5. Click the update reflection button.

6. This will save your changes and take you back to the reflection summary.

7. Change the "Reflection ready to submit" menu of the reflection you are ready to submit to "y" and click the "click to submit reflection marked yes" button.

8. The reflection should disappear from the in-progress part of the screen and reappear in the completed reflection section of the screen. Only the first 200 letters of your reflection will be shown here but the full reflection will be shown when pulled up by a faculty.

I need to make a change to an artifact that I have already submitted
1. From the main menu click on Create/Manage Artifacts
2. Find the artifact in the submitted summary

3. Change the status column of the artifact from C (complete) to ip (in-progress)

4. Click the update button located in the top right corner of the “Submitted Summary” part of the page.

5. You should see the artifact disappear from the submitted section of the tot he in-progress summary.

6. You can now edit this artifact

