Certifying ePortfolio Artifacts

NNU uses a web-based application called Folio by ePortaro to provide students and faculty with a way to
showcase academic and professional achievements. These electronic portfolios allow users to put
together pieces of information for purposes of assessment, job-hunting and so on. Users can then invite
instructors to Certify these pieces as authentic, typically by e-mailing the instructor.

Part A: How You Certify Items

Step 1: In Folio, click the Review tab.
Step 2: For the View filter, click in the Select View dropdown and highlight Items to Certify.
: ".5 Northwest Nazarene Unibﬁ:rsity e contact
a Great minds * Great hearts * Grear fulures
FROFILE C t lN l
MY FOLIO T SHARE T EXPLORE REVIEW —rons ) crrysstaa\ rsIJ?eT:;naS-
The Review screen allows you to § .
search for and modify other @ Filter Criteria
individuals' items in the system. View: |Se|ect View . j EErEE
Depending on your privileges, you o
may view, edit and/or certify items Criteria: [ReseT)
for users you supervise, l__| |=__| ’7
anD [ ] =
I.ngIZOUNT USAGE
ou are using 13 of 200MB Results: 10 =| Rows per page
available.
FOR YOUR INFORMATION: 3?1‘;?-?95: [Select Saved Query... o] (ooee
No Alerts N
EPORTARO
Step 3: For the Criteria filter, click in the first Select Column dropdown and highlight Owner.
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Step 4: Keep the equal sign (=) in the next column.
Step 5: By choosing Owner in the first column, the third column will populate with a list of all NNU
users. Highlight the desired student or colleague.
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Step 6: Click Search.
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Step 7: A list of all the student’s artifacts will now appear, along with columns for each item’s status
as Certified (either True or False), the identity of the Certifier and the date Certified.
To select an artifact for certifying, click the white icon in the furthest column.
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Step 8: Review the content of the artifact, then scroll down to the bottom of the page and click Save

and Certify.
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Note: The Folio system will not register that an item has been Certified right away. You may want to keep

a tally on a scratch pad, or log out and then log back in.
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Part B: What Your Students or Colleagues See
Once the artifact is certified, several things happen:

1. Folio sends an Alert to the student or colleague on the My Folio tab letting him/her know that a
particular artifact has been certified, and by whom.

2. Asmall red key appears on the icon next to a certified artifact listed on the My Folio tab.

3. The artifact itself becomes locked, meaning the user cannot make any changes to it, and its

certified status is noted at the bottom.

MY FOLIO : UPLOAD, ADD AND
MANAGE YOUR INFORMATION

The My Folio tab allows you to create
and manage all of your data forms and
files. Any of these forms are then
available to be added to new Portfolios
you create.
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This form contains certified information that cannot be modified.

Degree: NNU B.A.

A red asterisk (* ) indicates a required field.

Title [NHU B.A,
In Folder 1. Personal EHBEEELSERTISH]

Educational Institution:
Institution Name MNorthwest Nazarene University

City Mampa*
State/Province Idaho
Country UNITED STATES

Degree Program Undergraduate
Degree Type Major
Degree Name Education®

Degree
Completion Date 5/2/2003

Number of
Credits

Grade Point Average (GPA):
Cumulative GPA 3.9
Degree GPA

Possible GPA

Attendance Period:
From 08/24/1999
To 05/03/2003

Q THIS ITEM APPEARS IN 1

PORTFOLIO(S). ITEM(S).

Created by Jane Doe on 8/6/2008, Certified by Crystal Nielsen on 12/8/2008 7:32 3
PM.

THIS ITEM IS REFERENCED BY 0 OTHER
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