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Getting Started with

eFolio

What is the eFolio System?

The eFolio system is the College of Education's electronic portfolio system used for documenting and tracking
student mastery of program competencies. Candidates upload core program assessments into eFolio and faculty
determine whether a candidate has met, not met, or reached the target on the identified elements/standards.

How will students demonstrate that they ’ve met their program competencies?

As students complete their program, they will create a set of artifacts from coursework that will be archived in the
eFolio system. In specified program courses, there will be one Structured External Assignment (SEA) designated
for eFolio. This is designed to evidence their accomplishment of one or more program competencies. By the time
they are ready for their internship/practicum/student teaching, they will have compiled a set of artifacts that
demonstrate competency in their program.

Why is this so important?

The College is held accountable for ensuring that students meet program competencies as outlined by the
professional accrediting organization for each program. After faculty has scored the course assessments/evaluations,
data can then be aggregated in various ways.

To ensure that these activities can be accomplished in a timely manner, faculty, staff, and coordinators must
collaborate on the assessment process. Therefore, the following procedures will preclude problems in the data
collection process.

1. Coordinators: Anytime achangeismadetoapr ogr am name, faculty member’ s
SEA, you must notify the eFolio Coordinator via email. Since assessments are linked to this information,
any changes must be transparent to students, faculty, administration, and staff.
2. Faculty: There may be an SEA designated for eFolio in your course (check your syllabus). It is your
responsibility to facilitate the data collection for this assignment on the eFolio system. It is also critical that
youhave your st ud eeRoliosprior t&the st daysoteach béock/madular/semester.

What else can students do at the eFolio Web Site?

% Upload a Structured External Assignment (SEA) to the eFolio system for a course (required)
% View the curriculum — the performance tasks and rubrics for all program courses (optional*)
% View the Wilmington University Graduation Competencies (optional*)

% Upload an artifact to the eFolio system for a course (optional*)

% View all of the artifacts they have uploaded to the system (optional*)

% Upload a personal homepage and other Web pages they choose (optional*)

% Select templates to personalize their digital portfolio (optional*)

% Share their digital portfolio with individual faculty and/or potential employers (optional*)

*Individual Instructors may require additional work on eFolio as part of their coursework.

Extra HELP may also be obtained by contacting the Foliotek Helpline M-F 8-5 @ 1-888-365-4639



A Step-by-Step Guide for Facultyi Scor i ng St udeFolib sd Wor k

*Note: This guide uses a mock tutorial evaluation in the eFolio window examples. The steps are the
same for all programs.

] Wilmington
University 1. Open the Wilmington
University website and
login to WebCampus

https://webcampus.wilmu.
edu/.

wilmington University WebCampus

WebCampus is your full-service student and faculty portal providing access to Blackboard, Email, Libra
Bill payment and more!

Flease enter your Username, Passvord, and select the Term you vish to view.
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=
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Blackboard (Bb)

My eFolio — o . The Assessment portion of Foliotek allows you to work on all functions related to your institution's program. You
Wilmington University . . .
will be able to search and view students' work, attend to your own courses’ detalls and evaluate students
portfolios, To begin working, use the navigation menu on the left. If you get stuck, use the help menu (the link is
located in the upper right of your screen).
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Extra HELP may also be obtained by contacting the Foliotek Helpline M-F 8-5 @ 1-888-365-4639



3. Click on the
Course SEAs

Wills, Theresa Preview

Mendenhall, Elissa Preview

Burris, Michele Preview

Cole, Amanda Preview

Freehoff, Meghan Preview

Golden, Anwar Preview

Gray, Kasmira Preview

Schultz, Cristin Preview

Shelton, Wynton Preview

White, Destini Preview

Student Work

MEE 7601

=0
WILMINGTON
UNIVERSITY

Wilmington University

STUDENT QUICK FIND
Enter first or last name

Advanced..

FACULTY MEMBER TOOLS

= My Courses
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Faculty Member Terms & Conditions
Last Updated 1/23/2004

Managed by
folio
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MEE7601
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Assessment Messages

Wilmington University »

Course SEAs

Name:
Number:
Academic Term:

[All Academic Terms] ~

*, Find

Section & Course ¢ Academic Term 4 Total Students

SECTION: B1W01
- COURSE: MEE7601 - MEE7601

Fall 2009 12

Unscheduled Begin Now

Unscheduled Beagin Now

Unscheduled Begin Now

Unscheduled Begin Now

Unscheduled Begin Now

Unscheduled Begin Now

Unscheduled Begin Now

Unscheduled Begin Now

Unscheduled Begin Now

Unscheduled Begin Now

MEE 7601 Structured External Assignment for Competency #3

Teacher candidates will write a paper that demonstrates knowledge and understanding of how student fearning is
influenced by factors such as; individual experiences, talents, and prior learning, as welfl as language, culture,
gender, health, famify, and community. Teacher candidates will describe, analyze, and reflect on the different
approaches to fearning, increasing cultural diversity, strategies to support learning for students whose first

language is not English, and other areas of exceptionality in learning, and how to access resources,/services to
meet special learning needs as well as to adapt instruction to successfully meet the needs of th
who have been so identified. For Fall 2008 program starters, this Structured
completed on your MEE 6102 E-Folio site (the ePortfolio

[iw, Suzie's SEA

<~

nment is to be
e MEE 7601.

Click on the name of the
course to open the student
evaluations.

After the due date for your
course SEA has passed

(which you set in class),
click on Beg
capture any work the student
has submitted for your

course.

Open the stud
score it. You can either
choose to leave comments
within the
document or you can leave
comments in a text box
located at the bottom of the
rubric. If you choose to
leave comments within the
student’ s sae cC
tosave the stu
your desktop so that it may

be attached to the rubric in

the final step and sent back

to the student.

st

Extra HELP may also be obtained by contacting the Foliotek Helpline M-F 8-5 @ 1-888-365-4639



‘ bkt om0 bt 7. WHAT HAPPENS IF

. THE STUDENT

"BIWO1" Evaluations WORK IS NOT
THERE?

Student:

STUDENT QUICK FIND

Enter first or lastname Evaluation: o

‘ As the instructor, you have
Evaluation Status: )\ &) Unscheduled Evaluations ) Ready to Evaluate .
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= My Courses 4, Find Evaluatee
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Managed by
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= Resources

[13 ”
reset but't
Wills, Theresa Evaluate MEE7601 Began On: 8/28/2009 Reset g

student S na
Expectations Rubric
3.1 view description
KEY
Lewvel Evidence

UNSATISFACTORY (1 pts.)  The candidate provided less than two examples of how student
learning is influenced by: (1) individual experiences, (2) talents,
o (3) o Tearoin, oz el oe (4) Tanguager coture, (5 8. When you have
gender, (5) health, (7) family, or (8) community. - -
completed providing
EMERGING (2 pts.) The candidate provided tweo examples of how student learning is comments (if you Chose
influsnced by: (1) individual experiences, (2) talents, snd (3) | N
prior learning, as well as (4) language, culture, (5) gender, (&) )
health, (7) family, or (8) community. to do so) and eva Uatlng
the student
BASIC (2 pts.) The candidate provided three examples of how student learning
= influarced bys (1) mdividual experiences. (2) talents. and (3) are ready to place
prior learning, a= well 3= (4) language, culture, (5) gender, (5) .
health, (7) Family, or (&) communtty. his/her score on the
rubric. The rubric is
PROFICIENT (4 pts.) The candidate provided four examples of how student learning is .
influenced by: (1) individual experiences, (2] talents, and (2] Iocated dlrectly beIOW

prior learning. as well as (4) language, culture. (5] gender. (5]

health, (7] family. or (2) community. / t h e S td(DDldnenh t

4

DISTINGUISHED (5 pts.) The candidate provided five examples of how student learning is
influenced by: (1) individual experiences, (2] talents, and (2]
prior learning, =s well as (4) language, culture, (5) gender, (&)
health. (7] family. or (8) community.

SCORING

@) UNSATISFACTORY (1 pts.)
© EMERGING (2 pt=.)

@ BasIC (2 pts.)

© PROFICIENT (4 pts.)

©) DISTINGUISHED (5 pts.)

Extra HELP may also be obtained by contacting the Foliotek Helpline M-F 8-5 @ 1-888-365-4639



3. Diverse Learners Score

Adapt instruction for diverse learners based on an understanding of how students differ.

SCORING

Score will be the total of expectation scores.

COMMENTS

ATTACHMENTS

& OK Cancel

Wilmington University

STUDENT QUICK FIND
Enter first or last name

Advanced...

FACULTY MEMBER TOOLS
2 My Courses

= Course SEAs

= Resources

Faculty Member Terms & Conditions
Last Updated 1/23/2004

Managed by
folio

Browse_ ‘ [ Attach File |

-

9. You can leave overall

comments in the

comments box and/or
skip these comments if
you have left comments
directly
document.

10.

Listed below are the units for the evaluation. Click on the title of the unit to score it.

S~

1. You have completed all of the scores in the evaluation. Please review youl

r scores and e an
changes now. When you are finished, use the 'Submit Evaluation & Publish Scores, on beloy
vour evaluation and publish the scores.

Unit

4. Communication

4 B3

" Submit Evaluation & Publish Scores

Score

Passing (

If you have left
comments on the
student

on

S

would attach it now by
selecting the Browse

button, selecting the file

from your desktop, and

clicking OK. Be sure to

submit and publish the

Scores.

Rev.02/08/2010 mbrew

Extra HELP may also be obtained by contacting the Foliotek Helpline M-F 8-5 @ 1-888-365-4639
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A Step-by-Step Guide for Faculty i Adding Comments to a Word Document

The ability to insert comments in Wolidandocume
easy and effective way to coll aborate and com
and waste of paper copies. This is especially convenient when the collaboration is taking place

via eFolio.

To insert a comment into your document, follow these steps:
1) Select the text you want to comment on.
Be specific; although you may be tempted to select the entire document, just the first

fewwordsofal onger chunk are all that’'s necessar

2) Click the Review tab.

Document4 - Microsoft Word —_ B x
Home Insert Page Layout References Mailings Review View Developer (7]
Q% Research 2 Translation ScreenTip ~ ] “d Delete _;_2 » _] 4% Final Shawing Markup - %y ﬁy &} Previous _—D L E
<5 Thesaurus % Set Language =4 Previous = ) Show Markup ~ = =
New Track Balloons Accept Reject 3 Compare Show Source Protect
3 HEC P9 Ne - ext
“i Tenetsie (B wend Ceunt Comment — ME Changes ~ < [B] Reviewing Pane - < < < Documents Document ~
Proofing Comments Tracking Changes Compare Protect
3) Click the New Comment button from the Comments group.
Document4 - Microsoft Word —_ B x
Home Insert Page Layout References Mailings Review View Developer (7]
Q% Research 2 Translation ScreenTip - ] “d Delete _;_2 s _] 4% Final Shawing Markup - % ﬁ &} Previous _—D L E
<5 Thesaurus % Set Language A Previous = 3 Show Markup ~ = =
Ne Track  Balloons Accept Reject 9% Next Compare Show Source Protect

o Translate isg) Word Count

w
c nt = Next Changes~ -  lB] Reviewing Pane -

Proofing ents Tracking Changes Compare Protect

= Documents Document ~

Immediately, the document shrinks a tad to make room for the markup area, on the right. Your
selected text is hugged by red parentheses and highlighted in pink. Off to the right, in the markup
area, appears a comment bubble, inside of which are the comment number and your initials.

Must Sell! Unique, 100-year-old housel .. Comment [DKG1]: crarming turn-of he- |
e | century cottage, )

Close to downtown and shopping. [Needs

lots of interior workl Furniture included, .-+~ | Comment [DKG2}: Fimr-upper )

original cabinetry. Fire destroyed back

bedroom| Amazing rental opportunity. .- { Comment [OKG3]: Unique take vew )

Hurry! [This thing is about to collapse] .-~ | Comment [DKGA): wort et iong st ths prica |

Extra HELP may also be obtained by contacting the Foliotek Helpline M-F 8-5 @ 1-888-365-4639



4) Type your comment.
The bubble expands to contain all your comment text. Comments can be endless,
although short and to the point is best.

5) Continue reading or reviewing the document.
The comments and the markup area stay visible until you hide them. To hide any
comments, click on Show Markup and toggle off the check mark next to Comments.

Ca Docume icrosoft Word -
i ) =
—' Home Insert Page Layout References Mailings Review View L2
A, Research (2 Translation ScreenTip - *J Delete =! 24 Final Showing Markup - . X 2 Y
- :}’ _33 . v’a’ {t? #} Previous ] S
<3 Thesaurus & Sef Language J Previous - | 2 show Markup = = = —
Spelling & ., e MNew . Track  Balloons Accept Reject @3 next Compare Show Source Protect
Grammar  ® UEEEE () L HR Comment == Changes - - v Comments ~ v T Docume Document -
Proofing Comments v | mk Changes Compare Pratect
-8 A dY g = v | Insertions and Deletions
1---\---g‘-l--‘l---l‘--z--"---v"Eormattmg - - Y £l
- v || Markup Area Highlight

Reviewers »

Comments are best made in Print Layout vVview,
comments in Full Screen Reading view by using the Insert Comment button on the small toolbar
in the upper-left hand corner.

NOTE: In Draft view, comments appear highlighted and numbered in the text; to see the actual
comments, however, you must show the Reviewing pane. Click the Reviewing Pane button to
see the comments; click the button again to hide the Reviewing Pane.

Deleting comments

Ca Document4 - Microsoft Word — | x
) _
— Home Insert Page Layout References Mailings Review Wiew @

i, Research {2 Translation ScreenTip - J Delete F 4 wi - T
v 3% ai'l P ; d _,2:, _j'j e wing Markup %/? ﬂ? &) Previous j by
3 Thesaurus & Set Language J Previous = EN rkup - = = _ Ea
Spelling & ., s8c MNew - Track Balloons o Accept Reject @} pext Compare Sho rce Protect
Grammar ® TEIEEE ) LT L Comment — Changes - = & Reviewing Panet| = = = Do 3 Document ~
Proaofing Comments i Reviewing Pane Vertical... Changes Compare Protect
9 -9 @ < - e d g = = Reviewing Pane Horizontal...
1-‘-|---g‘-|---1-‘-|---2-‘-|---3-‘-|---4-‘-|---5-‘-|---5-‘-Q|---7-‘- E;l

To delete a comment, point at it and click the right mouse button. Choose Delete Comment from
the pop-up menu.

To delete all comments from your documentatonet i me , use the Delete butt
Delete > Delete All Comments in Document.

Extra HELP may also be obtained by contacting the Foliotek Helpline M-F 8-5 @ 1-888-365-4639
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1 Comments are labeled with your initials and a number.

Comment numbers are sequential, starting with 1 for the first comment in a document.

T When new comments are inserted, the numbering changes so that the comments are
always sequential.

T When someone else reviews your document and makes comments, their initials are used.
Furthermore, their comments appear in a different color.

T You can edit the comments the same as you edit any text in Word.

Comment text has its own style: Comment Text.

T The initials you see next to the comment are supposed to be your initials, which you
entered when Word was first configured. To change the initials, choose Word Options
from the Office Button menu to display the Word Options dialog box. Choose the
Personalize category on the left side of the window. On the right side, near the bottom,
enter your user name and initials. Click OK. (bdanley 7/01/2009)
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