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Introduction

The process of submitting Faculty Annual Evaluations has been moved to an electronic format to
eliminate some of the issues that occur with a physical binder submission process. The Office of
Academic Affairs, in consultation with the Academic College Dean’s Offices and Distance Learning and
Instructional Technology, has utilized current software technology to make this possible. This guide will
give instructions as well as helpful suggestions to help faculty create their E-Portfolio and submit it
successfully for review.

Blackboard Learn

The E-Portfolio will be created through Blackboard Learn which all faculty members who teach have
access to. For faculty who do not teach, access will need to be requested from Distance Learning &
Instructional Technology. You can contact them at 361-593-2860 or through a support ticket through IT
Support at 361-593-HELP (4357).

How to Login to Blackboard Learn

Select the JNET link on the top corner of the University’s homepage.

Future Students Calendar JNET Search

Once selected, a log in screen will appear. You will log in using your university credentials (same
credentials you use to log into university computers and university email).

L TEXAS A&GM

KINGSVILLEs
Welcome to JNET

You have requested login to JNET

Important Dates

Sign in to your account

Sign In

Create your password
Forgot your password?

iTech Support Services
361-593-4357 (HELP) 24/7

Other Links

Duo multifactor authentication is enabled
for employees. Click here for more
information

Once your credentials have been submitted, you will be taken to the JNET homepage which contains
information for faculty. At the top right hand corner there are various icons available. Select the “Bb”
icon to access Blackboard Learn.



.- Go to | Abigail E De La Mora Sign Out

Because your login was done through JNET, you will automatically be logged into Blackboard Learn.

Access E-Portfolio Tool

Once you have logged into Blackboard Learn, you will be taken to the Institutional Homepage. On the
left hand side there is a navigation sidebar that has “Tools” as one of the options.

/ILLE
E Institution Page
,Q\ Abigail De La Mora
@ Adivity Stream

E Courses

%fl Organizations

Calendar

P<l Messages
@ Grades
m Tools

&) signout

Once you have selected “Tools”, you will be taken to a Blackboard Tools listing. The focus of this guide
will be the “Portfolio” Tool section.

Blackboard Tools

Content Collection Portfolios Goals Goal Performance

Application Authorization

You will then be taken to My Portfolios screen. This screen may be blank depending on whether or not
you have used Blackboard E-Portfolios in the past. (This example has two portfolios currently saved).
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Using Artifacts for E-Portfolio

Faculty will add documents to their E-Portfolio using the Artifacts option. The benefit of using this option
is that:

e Artifacts are retained in the My Artifacts Page which is similar to a library or archive of the
uploaded documents. The documents remain there unless they are removed by the faculty
member and can be accessed anytime the faculty member is in Blackboard.

e Artifacts can be used on multiple portfolios at the same time without compromising the
portfolio or the document.

e [f the artifact is removed from the E-Portfolio, it is still accessible in My Artifacts and can be
added again to the portfolio.

Artifacts need to be in PDF files for accessibility and ease of access for reviewers. Instructions on how to
convert existing documents to PDF is located on the Promotion and Tenure webpage for reference.

There are two ways faculty can add artifacts: through My Artifacts page prior to E-Portfolio creation
(preferred method) or using the Add Artifact button on created E-Portfolios. The below section will
provide instructions of how to add artifacts to the My Artifacts page prior to the E-Portfolio creation.
Instructions to add an artifact directly through the E-Portfolio will be discussed in the Add Artifact
section.

Add an Artifact Using My Artifacts Page

When you first enter the E-Portfolio Tool homepage, you will notice various options on the left hand
side navigation bar. To start adding artifacts, click on the My Artifacts option.

My Portfolics

My Artifacts



https://www.tamuk.edu/academicaffairs/promotion-tenure.html

You will be taken to the My Artifacts page. If you have never added artifacts to the E-Portfolio tools,
there will be none listed. In the example below, several files have been loaded in a table indicating the
title, description, type, course, and date added. If you have no artifacts added, this table will not exist.

I m My Artifacts
E Add Personal Artifact
T P Y E DATE ADDED

21,2021 11:00 AM

28 P

021 1:30PM

Personal Artifacts are those selected from files on your computer that are uploaded to Blackboard
Learn. (Add from Course is designated more for students who wish to upload submitted assignments;
this does not apply to you.) Select the Add Personal Artifact link.

Add Personal Artifact Add from Course

Once you have clicked on the link, you will be taken to the Add Personal Artifact screen. All areas with a

red asterisk are required fields.

Add Personal Artifact

ARTIFACT INFORMATION




The first required box is the Title. This will be the title of the Artifact (file) that will be displayed on your
E-Portfolio. Make sure the title you give to the document is clear so the reviewers know which
document they are viewing. (e.g. Annual Evaluation Narrative - 2018).

Enter basic information obout the Personal Artifact.

Title

The next box is the Description box. This is not a required field and will not show up on the E-Portfolio
when it is attached. This box is for your use in case you wish to add a statement to help you identify this

particular file. It may be helpful to add a description to help locate files through the search bar. You can
leave this box blank if you like.

Description
=

The next box is the Content Box. This is where you can put a statement that will be seen by the reviewer
about this particular file. If you feel you need to explain anything about the file to the reviewers, you

may use this area for that explanation. This is not a required field to add the artifact and can be left
blank.

Spe

Centent

T T T T Paragraph v Arial v 3(ipt) v = =- T-#- & @i 2
glolala SEEE EE T 1 — = _|F

O@ EEfi vuars - T « @ © 3 @

Path: Words0 ;.

The information typed in the content box will be displayed like the image below for reviewers.

Title
Annual Evaluation Narrative - 2018
Content

Annual Evaluation Narrative conducted in 2018.

Attachments
tm Annual_Evaluation_of Faculty pdf

The final area is the Attach File Box. This will allow you to either browse your computer or browse the

content collection. Always use the Browse My Computer option. (The Browse My Content Collection is
designed for students who are uploading content from their coursework.)




O

Artach Files

Browse My Computer Erowse Content Collection

O

Once selected, a file explore window will appear for you to search your files on your computer or flash
drive to select the appropriate file to attach. Once you have selected the file, click on the Open button at
the bottom of the window.

The file will then be attached and listed below the box as the attached file. If you would like to add an
additional file(s) to the artifact, repeat the Browse My Computer step for each additional file(s)

[ Annual_Evaluation_of_Faculty.pdf Annual_Evaluation_of_Faci Do not attach

You may change the Link Title if you like. If you accidentally attached the wrong file, click on the Do not
attach link at the end to remove the file. You will be given a prompt asking you if you are sure you do
not want to attach. You can click OK and the file will then be removed.

Once all the information is added and the file is attached, you can click on the Submit button at the
bottom of the window.

...............................................................................................................

[ Annual_Evaluation_of Faculty.pdf Annual_Evaluation_of Fac Do notattach

Click Submit to proceed.

You will be taken back to the My Artifacts page and will see your newly added Artifact in the listing.

I My Artifacts

DATE ADDED

Continue to repeat the steps until all your documents are added to the My Artifacts page.

Delete an Artifact Using My Artifacts Page
If there is an artifact that you would like removed, select the checkbox next to artifact you wish to
delete and then click Delete button at the top of the table.



> | Deleta
[m] TITLE DESCRIPTION TYPE COURSE DATE ADDED "~
() Annual Evaluation Narrative - 2018 Annual Evaluation Narrative conducted in 2018, Personal Artifact May 21, 2021 11:00 AM
Appointment Letter - Jane Doe Apointment Letter for Tenure-Track Assistant Professor position. Personal Artifact May 20, 2021 2:28PM

Test Folder Personal Artifact May 17, 2021 1:30 PM
O cvJane Doe personal Artifact December 3, 2020 11:12 AM
(] Cover Sheet- Jane Doe Personal Artifact September 8, 2020 3:45 PM

> | Delete

Displaying 1to 5 of § items Show All Edit Paging,

A popup will appear indicating that the artifact will be deleted and this action is final and cannot be
undone. If you are ok to continue, click on the Ok button in blue.

blackboard.tamuk.edu says

This operation will delete the selected Personal Artifacts. This action is

final and can't be undone. Continue?

The artifact will be removed from your table and a banner will appear indicating that the artifact has
been successfully removed.

Add Personal Artifact  Add from Course
ete
CRIPTIO! COURSE DATE ADDED
[ Annual Evaluation Narrative - 2018 Annual Evaluation Narrative conducted in 2018 Personal Artfact May 21,2021 11:00 AM
Appointment Letter - Jane Doe Apointment Letter for Tenure-Track Assistant Professor position. Personal Artifact May 228M
Cv4ane Doe Personal Artifact December 3, 2020 11:12 AM
(] Cover sheet- Jane Doe personal Artfact September 8, 2020 3:45 PM

Deete

You can also delete an artifact by hovering your mouse over the artifact you wish to delete until the gray
arrow appears next to the title. Click on the gray arrow once available.

7 Delete
O Tme
(O] Appointment Letter - Jane Doe.
QVJane Doe
[J Cover Sheet- Jane Doe

> Delete

A drop down menu will appear with various options available. Select the Delete option in the listing.



CW-Jane Doe

] CoverSheet

Delete

The same popup window asking to confirm the deletion will appear. If you are ok to continue, click on
the Ok button in blue and the artifact will be removed from your listing.

blackboard.tamuk.edu says

This operation will delete the selected Personal Artifacts. This action is

“ Cancel

If the artifact was attached to any E-Portfolio, a red banner will appear indicating that the artifact could
not be deleted because it is in use and also indicating which portfolios contain the artifact. You would
need to remove the artifact from the portfolios before you can successfully delete the artifact.

final and can't be undone. Continue?

Couldn't delete Appointment Letter - Jane Doe because this artifact is in use within 2 portfolio(s}): Continuation Template, P&T Example.

Add Personal Artifact Add from Course Search

Edit an Artifact Using My Artifacts Page

You can edit existing artifacts on your My Artifacts Page. Edits can be done to the title, description,
content and attached files. To edit an existing artifact, hover your mouse over the existing artifact so
that a gray arrow appears next to the Title of the artifact. Click on this gray arrow.

DATE ADDED

A drop down menu will appear with various options. Select the Edit option to go to the Edit Personal
Artifact screen.

CV-Jane Doe

[ Cover Sheet

Edit
Delete

10



You will be taken to the Edit Personal Artifact screen which is identical to the original screen when you
added the artifact initially. Make your edits as needed.

Edit Personal Art

ARTIFACT INFORMATION

When you have finalized your edits, click on the Submit button at the bottom of the page.

Click Submit to proceed.

Your edits will be applied to the artifact. These edits will also be reflected on any E-Portfolio this artifact
is added to without having to re-add the artifact.

Instructions on how to add the artifacts in the My Artifacts Page will be discussed in the Navigating the
E-Portfolio section.

How to create your E-Portfolio

Once you have logged into Blackboard Learn, you will be taken to the Institutional Homepage. On the
left hand side there is a navigation sidebar that has “Tools” as one of the options.

E Institution Page
,Q\ Abigail De La Mora
@ Actvity Stream
E Courses

%fl Organizations

Calendar

Messages
B4 g
@ Grades
m Tools

&) signout
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Once you have selected “Tools”, you will be taken to a Blackboard Tools listing. The focus of this guide
will be the “Portfolio” Tool section.

Blackboard Tools

Content Collection Portfolios Goals Goal Performance

Application Authorization

You will then be taken to the My Portfolios screen. This screen may be blank depending on whether or
not you have used Blackboard E-Portfolios in the past. (This example has two portfolios currently saved).

] My Portfolios

2|

) Check to s

L e -

Select the “Create Portfolio” option at the top of the screen.

My Portfolios

u Partfolios offer o means to demonstrate formative g

My Portfolios

Create Portfolio

=

You will be taken to the Create Portfolio section where you can fill out information and enable settings
for your E-Portfolio.

Create Portfolio

GENERAL INFORMATION

Select Porsfolia Template

12



A “Title” for the portfolio is required in order to create a new E-Portfolio. It is requested that faculty use
the following title format: LastName, FirstName — Application Type (e.g. Doe, Jane — Annual Evaluation

2021).

Once a title has been added, click on the “Select Portfolio Template” button below the Title box.

| Select Portfolio Template |

Templates ore pre-created content blocks that follow o certain order.

There are several E-Portfolio templates available for faculty to use depending on the type of application
they are submitting.

Tenure & Promotion Template is used for individuals who are applying for tenure only,
promotion only, or tenure and promotion. Additionally, those going up for 4" Year Continuation
(Mid-Tenure Review) will use this template.

Continuation Template is used for individuals who are submitting documents for their annual
continuation review (1%, 2", 3" and 5" year reviews).

Annual Evaluation Template is used for individual who are submitting documents for their
annual evaluation process.

Post-Tenure Review Template is used for individual who are submitting documents for their

post-tenure review process.

Select Portfolio Template

TITLE DESCRIPTION

O Annual Evaluation Template

O Tenure &amp; Promotion Template

Select the type of template you are using and click Submit. You will see the template listed below the
title. If you happen to select the incorrect template, click on the “Remove Portfolio Template” and
repeat the steps above to select the correct type.

Create Portfolio

GENERAL INFORMATION

13



The next box is the “Description” box. This is where you can provide a description of the Portfolio. This
box is optional.

Descripsion
.

By default, “Available” and “Comments are Private” will be automatically checked off. Leave these areas
checked.

Available

Comments are Private

Blackboard Learn will give you the option to “Take the Tour” on Getting Started with Portfolio or
“Explore on your own”.

Getting Started with Portfolio

@ Take the Tour

Ne thanks, I'll explore on my own

You are welcome to take the tour if you like, which is an overview of the various areas of the Portfolio,
or you can refer to this guide which will cover these areas as well as offer instructions specific to the

templates. Once you are done with the tour or opt out of it, you will be taken to the Edit screen of the
portfolio.

Edit Portfolie: Continuation Template
Jane Doe - 3rd Year Continuation Review

Faculty Information

Faculty Information

14



Navigating the E-Portfolio

After you have created your Portfolio, you will enter the Edit screen that will allow you to add and edit
items into your portfolio. Edits to the Portfolio can only be done in this area.

Note: If your college has specific instructions/requirements, they will be listed in the “College
Requirements Handout” for your specific submission type located in the “Instructions and Guides for E-
Portfolio Submission” folder in your department course in Blackboard and also on the Promotion and
Tenure webpage. If you do not see this handout for your submission type in the folder or on the
webpage, it means that there are no additional instructions/requirements by your college for your
submission type; in that case, simply follow the instructions in the template for your submission type.

Portfolio Header
The first item you can edit is the Header. This is first editable box at the top of the portfolio. You can do
this by clicking the pencil icon next to the term “Faculty Member Name & Type of Review”.

Edit Portfolio: Annual Evaluation Template

Jane Doe - Annual Evaluation

Once you have clicked on the pencil icon, a text box will appear that will allow you to enter your first
name and last name as well as the type of the E-Portfolio you are creating. When you have finished your
edits click “Save” at the bottom of the box to submit your changes.

Edit Portfolio: Annual Evaluation Template

ar, press ALT+F10 (PC) or ALT=FN+F10 (Mac).

Annual Evalualio

5 POWERED BY TINY £

Having the first name and last name listed in this area will allow individuals who view your portfolio to
easily know whose application they are looking at regardless of what sections they are viewing in the
portfolio. The header will display as below on each page of your application.

Jane Doe - Annual Evaluation

Faculty Information Faculty Information

Faculty Narrative :
! Faculty Information
Appendix: Teaching Name:
Performance
Department:
Appendix: Research
and Scholarly Activities

Curment Rank

Type of Review: Annual Evaluation
Appendix: Professional

Growth and Activities

Appendix: Service

15


https://www.tamuk.edu/academicaffairs/promotion-tenure.html
https://www.tamuk.edu/academicaffairs/promotion-tenure.html

Navigation Panel

On the left hand side of the screen is the navigation panel. This displays all the sections of the template
currently added.

Edit Portfolio: Annual Evaluation Template

Faculty Information

Faculty Narrative Faculty Information

Text in the navigation that is in bold indicates pages within the portfolio, while non-bold text are the
sections within each page.

Portfolio Page ‘ Faculty Information

Faculty Informarion _ Section

The arrows next to each section allows the sections to move their location in the list. Clicking on the
arrows will bring a list of locations where you could move the item. It is recommended to not use these
as all items in the template are listed in the correct order. It is only referenced in this guide in the event
that a portfolio page or section accidentally gets moved or a new page or section is added.

Faculty Information

Faculty Information

Faculty Infermation
After Faculty Narrative
After Appendix: Teaching Performance
After Appendix: Research and Scholarly Activities
After Appendix: Professional Growth and Activities
After Appendix: Service

Each section and page also has a trash can icon on the right hand side to delete the page or section. Just
as in the case of the arrows, this should not be used as each page and section is created as per the
University Portfolio Guidelines.

Adding a Page
In the navigation pane, there is an option to add a Portfolio page. While most will not need to use this
option since the template has the appropriate sections already added, some colleges may ask for

16



additional pages to be added for required college information. To add a page, click on the plus item at
the top of the navigation pane.

Faculty Member Name:

Once clicked, a new page will be added to the very bottom of the navigation pane. The newly created
page will have a generic name (e.g. Page 7 as well as the section associated with it (e.g. Section 1). You
can edit these titles as needed.

Page 7|

Section 1

Because the newly created page is at the bottom of your navigation pane, you may have to move it to
another location along your navigation pane. To do this, go to the page you wish to move on the
navigation pane. You will see up and down arrows next to the page name. Depending on whether you
want move the page up the navigation pane or down the navigation pane, you will select either the up
or down arrow. (Be sure to select the arrows next to the bold text to move the page).

| m—

Section 1

A menu will appear with a listing of options of where to move the page you have selected. You will
select the location you want the page to move to. In this example, Page 7 will be moved “After Faculty
Information”.

il
After Faculty Informaticn
After Faculty Narrative
After Appendix: Teaching Performance
After Appendix: Research and Scholarly Activities
After Appendix: Professional Growth and Activities

After you select your location option, the menu will disappear and the page will move to the location
you selected. You can move pages back and forth as needed as long as you are in this editing screen



Page 7

Editing a Page Title
Whether it is a new page or a current page, you may want to edit the title of the page listed. Select the
pencil icon next to the page name you wish to edit.

Page 7

An editable box will appear that will allow you to edit the page name. Once you have made your edits,
click on the Save button at the bottom of the box to apply changes.

Page 7|

You will notice that the page title has changed not only in the editing box but also in the navigation
panel.

Miscellaneous D

Faculty Infarmation

P — @ Section 1

Deleting a Page

In some instances, you may need to delete a page in your E-Portfolio. For example, your college may ask
you to do so (please refer to the college requirements handout posted in the department course under
the Instructions and Guides for E-Portfolio Submissions folder or on the Promotion and Tenure
webpage) or you may not have any documents or information to include in a particular section. Scroll
through the navigation panel and locate the page you wish to delete. You will notice there is a trash can
icon next to the page name (text in bold). Click on the trash can icon to delete the page.

18
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& Miscellaneous 1T

& Section 1

A pop up window will appear asking if you are sure you want to delete the page. It also reminds you that
all sections (text below the page name that is not in bold) will also be deleted. If you are OK with the
deletion, click OK.

I blackboard.tamuk.edu says

Are you sure you want to delete page: Miscellaneous? All sections on

this page will also be deleted.

The page and its sections are now deleted from the side navigation pane.

Faculty Information D

Faculty Information

4)

4)

% Faculty Narrative
% Teaching Performance

Research and Schalarly

4h

Activities —

1)

Professional Development [

4)
L
i

rvice

Appendix: Teaching .
Performance =

1)

L1

Course Syllabi

L1

List of Courses Taught

Student Rating of .
Instruction (SRI) =

4)

Honors/Awards for

1)

Teaching 2]

Keep in mind that once a page and its sections are deleted, they cannot be reinstated into the E-
Portfolio. Faculty will need to use the Adding a Page steps to re-add the page from scratch.

Adding a Section

Faculty may need to add additional sections to existing pages in their E-Portfolio. To add sections, select
the page in the navigation panel to which you would like to add a section. Once the page is selected, you
will see page and sections listed on the right hand side.

19



Edit Portfolio: Annual Evaluation Template

/& Doe - Annual Evaluation

Faculty Information

Faculty Narrative Faculty Information

Depending on where you would like the section to be added, you will either select the plus icon above
or below the current sections available. In this example, a section is being added above the current
section listed. Once the plus icon is selected, a new section will appear.

Edit Portfolio: Annual Evaluation Template

Faculty Information

Faculty Information

“s;munz
 Nar
p % Add Artifact
For the toolbar, press ALT+F10(PC) or ALT+FN+F10 (Mac)
B I U S easgupt 14px ZEv Ev Av 2 L XBEQ EESIE = X X
A% —& % v T Q6NR B o F 6 ®@e e

Faculty Information

The section will be given a default name that can be edited. The section will already be in editing mode
after it is created so you can change the title as well as add content for the section as needed. Once you
have made your edits, click on the Save button at the bottom of the screen. If you accidentally added

the section in the wrong location in the listing, you can move the section using the arrow icons next to
the section name in the navigation pane.

Faculty Information
Section 2

Faculty Information

20



A list of locations will appear for you to select where you would like the section to move. Once you make
your selection, the section will move to the location you selected. Although you can move the section
under other pages, you cannot make a section turn into a page by moving it.

Section 2

After Faculty Information - Faculty Informaticon

Befare Faculty Narrative - Teaching Performance

After Faculty Narrative - Teaching Performance

After Faculty Narrative - Research and Scholarly Activities

After Faculty Narrative - Professional Development

After Faculty Narrative - Service

Before Appendix: Teaching Performance - Course Syllabi

After Appendix: Teaching Performance - Course Syllabi

After Appendix: Teaching Performance - List of Courses Taught

After Appendix: Teaching Performance - Student Rating of Instruction (SRI)

After Appendix: Teaching Performance - Honors/Awards for Teaching

After Appendix: Teaching Performance - Additional Information

Before Appendix: Research and Scholarly Activities - Refereed Publications/Refereed Juried Activities/Proceadings
After Appendix: Research and Scholarly Activities - Refereed Publications/Refereed Juried Activities/Proceedings

Editing and Deleting a Section
This large, central area is where you are able to add/edit/delete content as needed in the various pages
and sections of your portfolio.

Edit Portfolio: Annual Evaluation Template

Jane Doe - Annual Evaluation

Faculty Information

Faculty Information

Section 2

Faculty Information

Name

Department:

Current Rank:

Type of Review: Annual Evaluation

The trashcan icon in this section allows you to delete the section and the content in it. You should not
use this icon if you want to remove content. Information on adding and removing content will be
discussed later in this guide.

Faculty Information

Section 2 D

21



The pencil icon in this section allows you to edit the content of the section. You will use this icon when
you are adding items to the sections. Steps on how to add items will be discussed later in this guide.

Faculty Information

Section 2 D

Settings
On the top right of the E-Portfolio screen, you can access the Settings.

Settings Preview and Customize  Done Editing

Settings allows you to return to that initial screen that you encountered when you first created your E-
Portfolio. You can edit information you first posted on this page if needed.

GENERAL INFORMATION

Preview and Customize:

You can preview your E-Portfolio and customize it during the editing process. On the top right corner is
an option called Preview and Customize:

Settings Previewand Customize  Done Editing

Once selected, you will be taken to a preview screen of your E-Portfolio to view it as a reviewer would
see it.

22



Jane Doe - Annual Evaluation

Faculty Information

Section 2

Faculty Information

Type of Review: Annual Evaluation

The template has been selected a default layout and color. Although you can change these options for
customization, this template has been pre-selected themes for consistency.

NI Layout 1w (Ew|Nel=M Digital Learning

You cannot edit the E-Portfolio content here and would need to return to the Editing area to make
changes. Once you are done in the Preview and Customize, click on the Close button on the top toolbar
to return to the Editing area of the E-Portfolio.

Done Editing

When you are ready to leave the portfolio editing and save your progress, you will need to select the
Done Editing option at the top right corner of the screen. This allows you to save your progress and
return to the portfolio at later time.

Settings Previewand Customize  Done Editing

Adding Artifacts to your E-Portfolio
Select the page or section you wish to add items to from the left side navigation. Click on the blue “Add
Artifact” link in the section box.
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Faculty Information

Faculty Information

Section Instructions don't appear in final view

f plate found on Academic Affairs’ website under Pramation, Tenure & Post-Tenure Review and Administrative Forms - Faculty Form:

A pop up window will appear allowing you to either Add Personal Artifact, Add from Course or select
existing artifacts added to the My Artifacts page (refer to Add an Artifact using My Artifacts Page for
more information). If existing artifacts are available, a table will display with the items listed.

Add Artifacts to Portfolio Page

Add Personal Artifact Add from Course

If you already have the artifact you wish to attach listed, click on the artifact you wish to add from the
listing and then click the Submit button at the bottom of the screen.

Add Artifacts to Portfolio Page

Add Personal Artifact Add from Course
search  Title v Contains v Go
[T DESCRIPTION TYPE COURSE DATE ADDED -~

Apointment Letter for Tenure-Track

[J Appointment Letter - Jane D Bersonal Artifact May 20, 2021 2:28 PM
L) Appointment Letter - Jane Doe Assistant Professor position, ersonal Artile d
Cv-ane Doe Personal Artifact December 3, 2020 11:12 AM
[J Cover Sheet- Jane Dos Personal Artifact September 8, 2020 3:45 PM
Displaying 1 to 3 of 3 items Show All Edit Paging
Add Artifacts to Portfolio Page n Cance Submit

If you have not added your artifacts prior to creating your E-Portfolio or need to add a new artifact,
select the Add Personal Artifact at the top of the page. Personal Artifacts are those selected from files
on your computer that are uploaded to Blackboard Learn. (Add from Course is designated more for
students who wish to upload submitted assignments; this does not apply to you.) Select the Add
Personal Artifact link.
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Add Artifacts to Portfolio Page

Add Personal Artifact Add from Course

Use functions above to creg

Once you have clicked on the link, you will be taken to the Add Personal Artifact screen. Just as when
you were creating your E-Portfolio, all areas with a red asterisk are required fields.

Add Personal Artifact

ARTIFALT INFORMATION

The first required box is the Title. This will be the title of the Artifact (file) that will be displayed on your
E-Portfolio. Make sure the title you give to the document is clear so the reviewers know which
document they are viewing. (e.g. Annual Evaluation Narrative - 2018).

Enter basic information obout the Personal Artifact.

Title

The next box is the Description box. This is not a required field and will not show up on the E-Portfolio
when it is attached. This box is for your use in case you wish to add a statement to help you identify this

particular file. It may be helpful to add a description to help locate files through the search bar. You can
leave this box blank if you like.

Description
=
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The next box is the Content Box. This is where you can put a statement that will be seen by the reviewer
about this particular file. If you feel you need to explain anything about the file to the reviewers, you
may use this area for that explanation. This is not a required field to add the artifact and can be left
blank.

Content

T T T F Paragraph v~ 3¢2p) v = =-T-#2- & B i "
D Oa 5 E = T % ik -8
Q@ EEf, “Matues - T « ©@© 3 B

Pati: o Words0

The information typed in the content box will be displayed like the image below for reviewers.

Title

Annual Evaluation Narrative - 2018
Content

Annual Evaluation Narrative conducted in 2018.

Attachments
tm Annual_Evaluation_of Faculty pdf

The final area is the Attach File Box. This will allow you to either browse your computer or browse the
content collection. Always use the Browse My Computer option. (The Browse My Content Collection is
designed for students who are uploading content from their coursework.)

O Oy

Arach Files

Browse My Computer Browse Content Collection

N

Once selected, a file explore window will appear for you to search your files on your computer or flash
drive to select the appropriate file to attach. Once you have selected the file, click on the Open button at
the bottom of the window.

The file will then be attached and listed below the box as the attached file.

[ Annual_Evaluation_of_Faculty.pdf Annual_Evaluation_of_Fac Do not attach

You may change the Link Title if you like. If you accidentally attached the wrong file, click on the Do not
attach link at the end to remove the file. You will be given a prompt asking you if you are sure you do
not want to attach. You can click OK and the file will then be removed.

Once all the information is added and the file is attached, you can click on the Submit button at the
bottom of the window.
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Attach Files

"
'
Browse Content Collection H
'
'

Attached files

File Name Link Title

[ Annual_Evaluation_of_Faeulty.pdf Annual Evaluation_of_Fac Do not attach

Click submit to proceed.

After you have attached the existing artifact or the newly add artifact, you will notice that a grey box will
appear in the section next to the Add Artifact link in the Edit screen.

Annual Evaluations (Narratives, Summary of Ratings, and Proposed Activities Page)

Annual Evaluation - Year Five

Section Instructions don't appear in final view

Instruetions: Insert the following items for Year One: (1.) Continuation Letters from Department Committee, Department Chair, College Committee, and Dean (2.) The Narrative of the Annual Evaluation of Faculty (3.) The Summary of
Annual Evaluation of Faculty.

Click here to add content

If you do not see this box appear then the file did not attach and you would need to repeat the steps.
Add Artifact file uploads will display on your portfolio as an interactive button for reviewers.

Jane Doe - Post Tenure Review

Faculty Information Annual Evaluations (Narratives, Summary of Ratings,
Annual Evaluations and Proposed Activities Page)

(Narratives, Summary . )

of Ratings, and Annual Evaluation - Year Five

Proposed Activities Annual Evaluation Narrative - 2018 -

Page}

Reviewers will click on the button and will be taken to a second page that has the Title, Content and
Attachments to review.

Title

Annual Evaluation Narrative - 2018
Content

Annual Evaluation Narrative conducted in 2018.

Attachments
&m Annual_Evaluation_of Faculty pdf
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Snapshot Link

E-Portfolio Snapshots are literally a snapshot of your E-Portfolio at the date and time that the link is
created. The link will be interactive but will only show the information and documents that were in the
E-Portfolio at the time the link was created. Faculty will be required to submit a snapshot link when they
submit their E-Portfolio for review. Faculty may also want to share a snapshot of their E-Portfolio to
others (e.g. mentors, peers, etc.) to have someone review the items before the final submission.

You can create as many snapshot links as needed and can share them with as many individuals as
needed. Keep in mind that any changes that happen in the E-Portfolio WILL NOT reflect in an already
created snapshot link. Faculty would need to create a new link in order to display those changes and
then share the newly created link with individuals.

If you happen to delete a snapshot link (on purpose or accidentally), it will cause the link to not work for
any individuals the link has been shared with. In the case of the Annual Evaluation review, it is important
not to delete links during the review process.

Create a Snapshot Link:
Go to Tools on the side navigation pane on Blackboard Learn and then select Portfolios.

Once there, you will select My Portfolios to view the portfolios currently saved on your account.

E My Portfolios

Select the More option under the Portfolio you wish to create a snapshot link for.
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O Doe, Jane - Tenure and
Promotion

A drop down menu will appear with various options available. Select the Share option (second item in
the list).

Doe, Jane - Tenure and [0 Tenure and A
Promotion Portfolio

0 Comments

The Share Portfolio page will appear. It will also include the statement that when you share the
portfolio, you are sharing what your portfolio looks like at that specific point in time and that any
updates you make after will not be in this shared link.

Share Portfolio: Doe, Jane - Tenure and Promotion

Select the Share a Snapshot With link at the top.

Share Portfolio: Doe, Jane - Tenure and Promotion

IShareaSnapshot with I

A drop down menu will appear with various options available. Select the External Users option from the
list. (An External User is one outside of Blackboard Learn).
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Share Portfolio: Doe, Jane - Tenure and Promotion

Share a Snapshot with v

Users

Institution Roles

All System Accounts

The Share with External Users page will appear for you to add information. As with other pages on
Blackboard Learn, areas with a red asterisk are required fields.

Share with External Users: P&amp;T Example

EMAIL RECIPIENTS

EMAIL INFORMATION

ace PORTFOLIO_URL with the actua

- =
The first box is the Email Recipients. Although it does not have a red asterisk, this is an obvious required

field. You can add your own email address to create a snapshot that you do not want to share with
others but want to use to post in your final submission.

EMAIL RECIPIENTS

Enter email addresses below. Separate multiple emoil addresses with

O

1 COMmas.

Next area is the Email Information section. This is where you will see the default statement that will be
sent.
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EMAIL INFORMATION

B I VWS “ . - Ev Av £~ L x@Q FEE=E = x X% & . - 7 Tmw0QON =
::] o FT 0 ®0 3

The first box is the subject line of the email. Leave it as is.

EMAIL INFORMATION

B I ¥ & rm ; ; - E-vA- £ L xb@Q FEEE = x % F . - T QOR =
::] o T 0 ®0

The text editor below the subject line is the message body. Blackboard generates an automatic message.
Do not edit this line to ensure that the snapshot link is not inadvertently removed. If you wish to add a
message, please post it below the auto-generated message.

EMAIL INFORMATION

PORTFOLID URL

A~ 2~ L x99 BQ 9% FEIE 3 R an - & ¥ T 00 R -

Below the text editor box are options you can select for your message such as sending a copy to yourself
or using blind carbon copy (Bcc:). You are welcome to use these if you like. By default, these boxes are
unchecked.

(] Send copy of message to self (] Use Blind Carbon Copy (Bec:)

The next section is to setup a Portfolio Password. DO NOT use this section. Portfolio links will only be

shared with individuals involved in the review process during their designated timeline through secure
methods in a specifically made Blackboard Course. Creating a password may make it difficult for users to
access your portfolio. Skip this section!
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PORTFOLIO PASSWORD

[ Use password

Include password in email

The last section is Expiration section. By default, there is no expiration on the snapshot. Keep this setting
as is. Because the review and approval process does take many months to complete, you do not want to
inadvertently cut off access. As stated previously, portfolio links will only be shared with individuals

involved in the review process during their designated timeline through secure methods in a specifically
made Blackboard Course. Skip this section!

EXPIRATION

When you are ready to send your snapshot, click the Submit button at the bottom right corner.

PORTFOLIO PASSWORD

EXPIRATION

—

After you click Submit, you will be taken back to the Share Portfolio page where you will see that the
shared snapshot link has been created. Information such as who it was sent to, what day and time it was
sent, as well as the subject and link will be listed. You will see an external URL has been created for the
snapshot. This is the same URL that will be generated in the email that is being sent to the external

user’s email address. You can copy this link either through the email or at this page to add to your final
submission or to share with others as needed.

Share Portfolio: Doe, Jane - Tenure and Promation

Sent On.

Subject

External URL:

The external user whose email you listed will receive an email similar to the one below with the link for
your E-Portfolio snapshot (same URL listed in the Share Portfolio page).
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L:(‘_ Reply rﬁl Reply All E_‘) Forward
Thu 8/27/2020 4:11 PM
Abigail De La Mora - abigail.delamora@tamuk.edu <do-not-reply@blackboard.com:
Abigail De La Mora has shared a Portfolio with you

To Jaya 5. Goswami

Cc  Abigail E De La Maora -

Abigail De La Mora has invited you to view the Portfolio: Doe, Jane - Tenure and Promotion Click the link below to view the Portfolio: Doe, Jane - Tenure
and Protnotion https-//blackboard tamuk edu/webapps/portfolio/execute/portfolio/previewPortfolio?
dispatch=viewPorifolio&prtfl 1d= 2164 1&passld= 1446 1&unid=72d0d1{16d644d619cfTb229cd?1da?d

Annual Review Template

Each section of the Annual Evaluation Template has been developed in consultation with each College
Dean’s Office to develop a template to fit all disciplines. Colleges may require additional items to the
template. Please refer your College Requirements Handout in the Blackboard Course. Sections also have
instructions applicable to all colleges.

CV FirstName LastName

Section Instructions don’t appear in final view
Instructions: In chronological order beginning with the most recent - see format on the last page of the Checklist for Promotion,/Teruire Portfolio.

% Add Artifact. No Artifacts. If there are no artifacts, this area won't appear in the portfo

Faculty will need to follow the instructions listed in each section when uploading their documents. Many
will list the type of files to upload and/or how those files should be structured. This next section will
highlight some points in each section to give some clarification as well as suggestions on file names and
ways to upload.

Faculty Information
This section was created for faculty to input information such as rank, department, and type of
application.

Faculty Narrative
Faculty will need to attach narratives for teaching performance, research and scholarly activity,
professional development and service.

Appendixes

Teaching Performance/Research and Scholarly Activities/Professional Growth and Activities/Service

Each section has instructions on what items need to be attached. Some sections may only need one file
attached or multiple files. This page has a section dedicated to Additional Items. Examples of additional
items that could be added to this section will be listed in the respective sections of the Checklist for
Promotion and Tenure Portfolio on the Provost’s website.
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http://www.tamuk.edu/academicaffairs/_files_AA/Promotion-Tenure/Check-ListforPromotionandTenurePortfolio3_17.pdf

Submitting your E-Portfolio

All faculty will be added to their department’s Blackboard course as a student. When faculty have
finished creating their E-Portfolio and are ready to submit their E-Portfolio for review, faculty will submit
it as an Assignment in the department’s Blackboard course.

Department Blackboard courses are called tmp.Department Acronym.202110 (e.g. tmp.TBED.202110 for
the Department of Teacher and Bilingual Education). Within the course, faculty will see a section on
Instructions and Guides to help them with their E-Portfolio creation, submission and review process.
These include guides, handouts, and recordings. If the college has any specific instructions for faculty,
they will be posted in this section.

Faculty will see a folder available for E-Portfolio Submissions. Please refer to the Faculty Evaluation
Review Schedule for deadlines on annual evaluation review. Assignments will only be available to faculty
during the submission period for the particular type of review. Assignments will be disabled once the
deadline has passed. Click on the E-Portfolio Submission Folder to submit your E-Portfolio.

Terure and Promation
Provost Office (DO NOT
DELETE)
(tmp.EDLC.202110)

Department of Educational Leadership & Counseling
COLLABORATION TOOLS

Acc icses 5 Instructions and Guides A%

cricn A%

8 Guslines - Corsinuaron Ak

In this folder, faculty will find the Annual Evaluation Portfolio assignment. This is where you will submit
your E-Portfolio for review.

Annual Evaluation E-Portfolio Submission

* Be sure to add your Snapshot link in the comments with your E-Portfolio submission. Instructions to create a Snapshot Link can be found in the Annual Evaluation Guidelines.
* Multiple awempts are allowed however reviewers will review the most recent attempt submitted. Any attempts submitted after the deadline will be labeled as "Late”.

When you enter the Assignment page, you will see the Assignment Information listed at the top. A due
date will be listed by when the faculty member will need to turn in their E-Portfolio for review. The due
date will be listed according to the Annual Evaluation Review Schedule posted on the Provost’s website.

Points possible will also be listed because this is an assignment in Blackboard; however, this assignment
will not be graded nor have points assigned to it. Instructions will be listed below these two boxes if
applicable.
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Upload Assignment: Annual Evaluation E-Portfolio Submission

ASSIGNMENT INFORMATION

Due Dare Points Possible
Thursday, March 10, 2022 [
11:59 PM

* Be sure to add your Snapshot link in the comments with your E-Portfolio submission. Instructions to create a Snapshot Link can be found in the Annual Evaluation Guidelines,
* Multiple attempts are allowed however reviewers will review the most recent attempt submitted. Any attempts submitted after the deadline will be labeled as "Late".

Below the Assignment Information is the Assignment Submission Box, faculty can either select their
portfolio from My Portfolios.

ASSIGNMENT SUBMISSION

Assigned Portfolio Template Annual Evaluation Template

Areach D i
Artach Portfolio Select Portfolic OR Create Partfolio

When you select the “Select Portfolio” option, a pop up window will appear with all the portfolios that
are available in your account. Select the Portfolio you wish to submit for Annual Evaluation and click the
Submit button at the bottom of the window. You will notice that the portfolio is now attached to the
assighment.

Select Portfolio

TITE

If you accidentally selected the wrong portfolio, you can select Remove Portfolio and then repeat the
process to select the correct one.

ASSIGNMENT SUBMISSION

Assignad Portfolic Template Continuation Template

Attach Portfolio Continuation Example  Remove Portfolie  OR |~ Create Portfolia
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The next section is the Comments section. Faculty will need to add the Snapshot Link to the comments
of the assignment. It is essential that faculty create and add a Snapshot Link of their portfolio to the
assignment.

ADD COMMENTS

Once you have added your portfolio link and comments if any, click on the Submit button at the bottom
of the screen.

When you have submitted your assignment, you will receive a confirmation email that your submission
has been received.

32 Reply G2 Reply All £} Forward
251 AM
do-not-reply@blackboard.com

Submission received

Thu 5/6/2

To  Abigail E De La Mora

Your work was recerved!

You successfully submitted your coursework. Each time you submit coursework, you recerve a unique confirmation ID to venfy when
vour submission was received. You can view your submission receipts on your My Grades page.

Submission details:

Submission confirmation ID: 2ebd5063bba4490cb4090382fc28c3a2

Title of course: Tenure and Promotion Provost Office (DO NOT DELETE)
Course ID: tmp Academic_Affairs 202110

Title of coursework: Promotion & Tenure Portfolio

Date/time of submission: May 6. 2021 9:51 AM

Size of written submission: Obytes

Size and name of files received: ff7639e50f0343a3acf67266ade8{Tba zip (612kb)
Unique Item ID (for administrator use only): _563038_1

Faculty are able to submit their portfolio links multiple times if needed, so long as it is prior to the
submission deadline. Keep in mind that once you submit your portfolio link, it becomes available for
reviewers to see. It is recommended to wait to submit until you are certain your E-Portfolio is complete
and ready for review.
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