
                                      User Manual: Form for NWMSU Diversity Hours  

(Outside of Courses Version) 
 

 

If you are required to complete diversity hours and need to complete them outside of coursework, this 

training manual will illustrate how to upload proof of your hours.   

Once you login into your TK20 account, you will see a page similar to this. 

 

 

 

 

 

 

 

 

 

 

Click “Artifacts” at 

the top of the 

page. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click “Create” link in the 

side menu items.   



 

 

 

 

 

 On the following page, use the 

drop down menu to choose the 

newest version of “DIVERSITY 

HOUR ARTIFACT”.   

This form is used for several 

methods of submitting 

diversity hours.   

If your hours occurred 

during a Ploghoft lecture 

or any other large diversity 

experience with a sign-up, 

you don’t need to do 

anything further.  You 

don’t even need to 

complete this artifact.   

For all other diversity experiences 

outside of coursework, use the 

bottom directions.   



 

 

 

 

 

 

 

 

 

 Complete this artifact. 

Upload a scanned, signed copy of the diversity 

form that you downloaded from 

http://www.nwmissouri.edu/education/peu/t

ess/diversity.htm 

Select “add Row” to 

add information about 

the site of your 

experience.  

Regardless of how 

many experiences you 

have.  



 

 

 

 

 

 

 

 

Scroll to the right and give 

your electronic signature, 

indicating that this information 

is correct.   

*You MUST upload a scanned, 

completed copy of your 

diversity hours form here.  This 

MUST be signed by your advisor 

and on-site supervisor, or it will 

not be counted towards your 

diversity hours.   

Click “Save” at the bottom of the page once done with 

everything in the form. 

The new artifact will be saved in your artifacts page.  If you need to add 

additional diversity hours outside of coursework, please reopen this artifact, 

upload a signed and scanned copy of a new diversity hours form, make changes 

to the “add new” section and click save.  You will reuse the same diversity hour 

artifact for all hours outside of coursework, and not make a new artifact.    


