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Educational Specialist Sequence Program Note MEA Sequence Prﬁg{:m
Course # Course Name Course # Course Name
. . Intro. To Interscholastic and
EDU 600 Issues in School Superintendency EDU 521 Intercollegiate Athletics
Utilizing Statistical Procedures in Foundations of Educational Visit from
EDU 610 Education Research & Evaluation EDU 525 Administration wWwu
i Start using
Start using - .
. . LS Software Applications in the Tk20/
*
EDU 601 Superintendency Practicum Tk20 / Visit EDU 522 Athletics/Activities Prog. Online /
from WWU ;
SimNet
; . . Supervision of the
EDU 657 Field Experience Practicum EDU 523 Athletics/Activities Program
Complete
Effective School - Community 240hrs FE /
EDU 620 Relations documented on EDU 503 Sports Law
Tk20
Development and Implementation Athletics/Activities Program
EDU 630 of Education Policy EDU 527 Promotion
: . Current Issues in
EDU 640 Human Resources in Education EDU 524 Athletics/Activities Admin.
EDU 650 School Finance and Facilities EDU 526 Athletics Admin: ‘D‘evelopmg
Management Character and Citizenship
EDU 660 Educatlpnal Reform and EDU 528 Financing the Athletics
Innovation for Improvement Programs
Closing the Achievement Gap and Practical Aspects of
EDU 670 Addressing Urban Ed. Issues EDU 508 Athletics/Activities Admin.
Complete
. - . . handbook
EDU 680 | Advanced School Law EDUs0g | Athletic Administration Field | oy i)
Experiences .
Experience
on Tk20
Complete
Portfolio on
Tk20 /
. . Committee
EDU 690 Differentiated and Supplemental Portfolio

Programs

Presentation
and
Comprehensive
Exam
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MED C&l Sequence Program Note MED Amin. Sequence Prﬁg{:m
Course # Course Name Course # Course Name
EDU 500 Current Issues in Education EDU 500 Current Issues in Education
EDU 520 Research Design EDU 520 Research Design
. Start using . Start using
EDU 580 Educational Technology f EDU 580 Educational Technology Tk20/
Tk20 / Online i
Online
EDU 510 Advanced Learning Theory EDU 525 Foundation of Ed. Admin y\'/wgom
Start Research gfg;?;e't:% /
EDU 556 Action Research | Proposal and EDUS557 Field Experience | documented
Data Collection on Tk20
Management of Classroom Management of Classroom
EDUS60 | £ ironment FPUS00" 1 Environment
EDU 530 Improvement of Instruction EDU 570 | Supervision
Visit from Visit from
EDU 585 School Law WWU EDU 585 School Law WWU
EDU 590 | Appraisal of Student Learning EDU 590 | Appraisal of Student Learning
. . EDU - .
EDU 540 Literacy Instruction 535/536 Elem./Sec. Administration
EDU 550 Curriculum Construction EDU Elem./Sec. Curriculum
545/546 ’ ’
Complete
Portfolio on Field Experience gg:gg:?geon
EDU 596 Action Research Il Tk20 and EDU 597 Il/Portfolio/School
. Tk20 and
Action Improvement Plan
Paper
Research
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General Information

What is Tk20?

Tk20 is an Internet-based assessment and reporting program that was adopted by William Woods
University. Itis similar to a curriculum alignment tool, curriculum mapping tool, course management,
portfolio management, and assessment tool that William Woods University is using to meet federal and/or
state requirements.

Tk20 can be accessed using any suitable browser, from any system connected to the Internet. While it
will work well with most browsers, Tk20 recommends the Internet Explorer browser for optimal use. It
works best with Internet Explorer version 6.0 or higher.

Tk20 is a secure, password-protected application, which means that every user needs a username and
password before s/he can log into the system. System automatically assigns these when a user account
is created.

Tk20 is going to be used by all of your courses after the EDU580, EDU522 or EDU601 course. These
courses will train you on how to use the system.

You will be submitting all of your assignments to Tk20 to be graded. Tk20 will also be used for
developing and submitting your portfolio and field experience for final assessment of your program of
studies at William Woods University.

How will the Tk20 system be used?

Syllabus - to download your current course syllabus.

Activities - to submit and review your assignments and receive instructor’s feedback.

Field Experience —to document, log hours, and submit your Field Experience online.

Electronic Portfolio —to store, link, organize, and submit your entire portfolio online to William

Woods University in the capstone course.

Course Management — for online courses.

e End-of-Course Survey — to receive and submit your course/program end-of-course survey
online.

e News —to receive Graduate and Adult Studies news from William Woods University.

How is Tk20 accessed?

e Go to https://wwuU.tk20.com

e Your username is the first letter of your first name + your last name + 0000. This number will be
different if you have a common name, i.e., ksmith0000, ksmith0001, ksmith0002. If you try three
times and are not allowed in the system, you need to contact the Help Desk (email:
helpdesk@williamwoods.edu or phone: (573) 592-4224). Helpdesk is available 8 AM to 4:30
PM Monday through Friday.

e Your initial password is your William Woods University Owlnet ID number. Call (573) 592-4224 if
you don’t know your WWU ID. Once you access Tk20 for the first time, the system will ask you to
change your password. Use one that you will remember!

What are the components of Tk20?

e Messaging - Tk20 includes a sophisticated messaging sub-system. Users can send messages
with attachments to each other. The system also includes a task messaging sub-system,
generating tasks for users when they are required to perform certain functions such as
submissions of assignments, portfolios, quizzes, or exams. A news sub-system allows selective
posting of news to user groups.

e Coursework - Students create artifacts in the system to satisfy assignment, project, and/or


https://wwu.tk20.com/
https://wwu.tk20.com/
mailto:helpdesk@williamwoods.edu
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course binder requirements and submit them by specified due dates. All assignments and
projects can be assessed in the system. Once assessed, students can view their graded
submissions.

Artifacts - Students will use artifacts to document their knowledge, skills, and dispositions to
satisfy assignments, projects, and portfolio requirements. Artifacts in your system have been
configured specifically for your program of study. They will generally include lesson plans, files,
essays, and other key items used in the various activities for the course.

Portfolios - Tk20 includes a web based portfolio system that allows students to create electronic
portfolios. Students will complete and submit portfolios containing their artifacts for assessment.
Artifacts can be of any type in use at the college. They are aligned with standards and can
include reflections, if required. When submitted, portfolios are electronically routed to pre-
determined assessors for assessment. The assessors use electronic rubrics for assessing the
portfolios and can include their grades and comments within these rubrics. Students can view
their assessed portfolios online. If desired, students can export their portfolios to CDs for
permanent record keeping or for viewing on other systems.

It has been suggested that students attach Artifacts from each course to the appropriate
standards in the Portfolio as courses are completed. Artifacts may be cross referenced to
multiple standards. However, artifacts may only be used once for a specific standard when a
student turns in his/her final portfolio. During the capstone class, Artifacts may be reviewed for
best work and moved or removed depending on the student’s desires.

The portfolio is a graduation requirement and must be completed using the TK20 system. The
artifacts in the portfolio will not be re-evaluated since they were assessed previously through past
coursework. Artifacts will simply be submitted to the portfolio in TK20. The five (C&l) or six
(Admin) reflection papers will be evaluated for evidence of critical and reflective thinking.

In addition to the artifact that identified in the TK20 for each standard, other artifacts included in
the portfolio will need to demonstrate practice or proficiency toward each of the five NBPTS or six
ISLLC standard areas.

Reflection papers (using the artifact template in TK20) are to be written for each standard. These
Reflections must reflect all the artifacts listed “under” each standard, describing how the artifacts
demonstrate the performances, dispositions, skills, and knowledge of the standard and how the
completed artifacts (and field experiences for admin students) relate to each standard.

The portfolio, in final, ready-to-submit format, must show the student's understanding of the
professional educator implications associated with portfolio documents and an awareness of how
the portfolio documents and reflections demonstrate the student’s best work and their capacity
relates to the aligned NBPTS/ISLLC standards.

Field Experience - Students will use the Field Experience section to complete field experiences
that are sent to them based on their course enroliment and field experience placement. The Field
Experience Binder will be available to students once appropriate forms have been completed
along with the agreement completed by the field experience supervisor. This binder contains all of
the field experience forms.

Surveys - Surveys can be generated with the Tk20 system and sent to students, faculty
members, cooperating teachers, graduates, and other individuals within or outside the Tk20
System. At the end of week five for each course, the End-of-Course Survey will be available for
students to complete. It is located in the Task section of Tk20. Students will also complete a
survey at the conclusion of their program of study.
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Layout and Navigation

Layout

e Every screen in Tk20 is laid out in an identical manner. Each screen is divided into several
areas, each of which performs a specific function. Once you become familiar with the structure of
the screens, navigating through different sections is easy. Figure 1 shows the sections that make
up each screen:

Banner
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owe s, V emg Pmrp %
I g — 2y e
Side Nenu

Main Body

B e bt D 8 P 2w e ¢ o g T BY e e e gy Pease wd b De TaEE ymchon o T Wl ne Sw e Sume
L N . rr- AR R AT A W B mvw F B pwy B ot o B Servey Fam 0 0 % comgew B s

Figure 1: Tk20 Layout

e Banner - The Banner is for display purposes only. For this reason, the banner is omitted in the
screen shots in the rest of this User Guide.

e Top Menu - The Top Menu is directly under the Banner. The Top Menu is a bar with several tabs
on it. These tabs are Home, Courses, Artifacts, Portfolios, and Field Experience. Clicking on
each one of these tabs will take you to a different major section of Tk20. In addition to the tabs,
there are links labeled Help and Logout at the right side of the Top Menu. Help launches online
help for Tk20 and Logout will log you out of the system. Always log out of the system using
Logout rather than closing your browser window for security purposes. Failure to use the Logout
button could keep your Username logged in and may make it easier for unauthorized users to log
into your account.

e Side Menu - The Side Menu is located at the left side of the screen. It has a title that
corresponds to the tab name in the top menu and several items listed below the title in vertical
order. Each item in the Side Menu is preceded by a triangular symbol. In Figure 1 the title for the
Side Menu is Home, which is followed by Messages, Tasks, Preferences, Conceptual
Framework, and General Forums. Each item listed here is a link. Clicking on an item will lead
you to the section that it represents. There may also be a list of sub-items that fall under the item
on which you clicked. In Figurel, clicking on the item Messages will lead you to the Messages
section of the application.

e Main Body - The Main Body is located below the Top Menu and to the right of the Side Menu.
The Main Body typically has one or more title bars, followed by relevant information below them.
Information is often organized into boxes. You will enter your data in this section.
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e Footer - The Footer is located at the bottom of the screen and contains a link on the left-hand
side to the Tk20 website for informational purposes. The footer on the right-hand side contains
the current system time and date. Itis important to note the current system time and date if you
are submitting an assignment, project, quiz, or exam that is due at a specific time. The time
reflected in the footer is the time at which you brought up the current screen. It will not update

until you bring up a new screen. Because the footer is identical on all screens, it is omitted from
the screen shots in the rest of this User Guide.

Navigation

o Never use the BACK button in your Internet browser (Internet Explorer) window! Use the
navigational tabs and links within the Tk20 interface for navigation!

e All of the functions of Tk20 are divided into several major sections. These are Home, Courses,
Artifacts, Portfolios, and Field Experience. A tab in the Top Menu represents each major section.
Clicking on any of these tabs takes you to that section within the system. You can navigate within
a major functional section using the items in the Side Menu. For instance, referring to Figure 1,
clicking on the Home tab in the Top Menu takes you to the Home section. Within the Home
section, you can navigate to the Messages, Tasks, Preferences, Conceptual Framework, and
General Forums sections by clicking on the respective links in the Side Menu.

e Home - The Home section is displayed automatically when you first login to the Tk20 system. In
the Home section, users can send and receive messages and tasks, view news posted by system
administrators, change their password, and view the college’s conceptual framework. Students
are able to view their transition points from the Home section and users with appropriate
privileges will be able to view and create user groups from this section.

e Courses - The Courses section contains course-specific information for students and faculty.
Students have the ability to complete assignments, projects, quizzes, and exams.

e Artifacts - Tk20 provides the capability to create, upload, and manage artifacts. Artifacts are
created primarily to document the knowledge and skills of students. Artifacts may be used in
submitting assignments, projects, or portfolios. Computer files need to be saved and submitted in
Microsoft Word (.doc) or Rich Text Format (.rtf) to ensure common platform for reading and
assessing artifacts.

e Portfolios - The Portfolios section allows teacher candidates to create and build portfolios that
are typically assessed at gateway or transition points. Portfolios are structured with tabs into
which candidates insert their artifacts. Artifacts can be aligned with standards and have
reflections attached to them by the candidate. When portfolios are submitted for assessment,
they are routed to pre-defined assessors by the system.

e Field Experience - Students can use the Field Experience section to complete field experiences
that are sent to them based on their course enroliment.
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Tabs

Courses

e To access your course material (Activities, Handouts and Communication), you will click on the
Course tab in the Top Menu navigation. You will see My Courses. By navigating through tabs,
you can see your Past Courses, Current Courses, and Future Courses. You will also see your
Pending Tasks.

e Current Courses — You will see your current courses listed here. At this point, you can select a
course (Figure 2).

Click here to access the course.

Figure 2. Selecting a Course
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e Once you have selected your course, you will see course navigational tabs (Basic Information,
Activities, Gradebook, Handouts, and Communication). See Figure 3.

o Basic Information — Contains basic information about the course.

o Activities — Contains the assignments for the course.

o Gradebook — Most of your instructors will not use this function. Review directions for
accessing your assessment feedback located in Assignments Section of this manual.

o Handouts — Contains the course syllabus and instructor letter for online courses. Click
the link that says, “Open All Folders.” The course syllabus is usually the last item listed.
For online courses, other relevant material will be located here.

o Communication — This section is only used by the following classes: EDU580, EDU522,
EDU5S57 and EDUG57. It is optional for other courses. Discussion topics are located
under the Communication tab. The discussions are listed by course and cohort number.
To join the discussion, you will have to know and locate your course and cohort number.

Comrsms ‘Educabonal Technology
e e Course Tabs
b Basc intormation I [ ICEE ctees |

i EDnIs0

Lo aries Titie Coucmons Tecnnmogy

View Stendeds Seatue

Tire
Creats

Sttt McOarear Bomda

swrtt Oste ang Teme  DG/VE2000 02 00 33 B

Figure 3: Course Tabs

Field Experience

e Students will use the Field Experience section to complete field experiences that are sent to them
based on their course enroliment. The Field Experience Binder will be available to students once
appropriate forms have been completed along with the agreement completed by the field
experience supervisor. The binder contains all of the field experience related assignments.

e To begin the Field Experience enrollment and placement process, a student needs to submit an
EDU Application to Enroll in Field Experience and Agreement Form. Follow this process to
complete the form:

Go to Top Menu>Artifacts Tab

Go to the Side Menu>Click Application Forms>Click Create

Main Body>View “All Application Forms, click the drop-down arrow.

Select EDU Application to Enroll in Field Experience and Agreement Form

Complete the Form and click SAVE at the bottom of the page.

It is now submitted for review and placement.

o  William Woods University and your field experience instructor will arrange placement for field
experience in the TK20 system and make arrangements with field supervisors for your field
experience evaluation.

Ok, wWNBE
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Artifacts

The first step in completing an assignment is to create an artifact. Artifacts are used to get your work into
the Tk20 system. Artifacts can then be attached to assignments to complete the work of the assignment.

Artifacts consist of a cover page or template and may have one or more documents or other items
attached. Artifacts are attached to assignments (and ultimately to the student portfolio) and submitted to
the instructor for review and assessment.

Creating an Artifact (Quick Reference) See detailed description below for more information.

1. Click on the Artifacts tab.

2. On the left menu click Create.

3. From the drop down menu select the type of Artifact you want to create (i.e. Lesson Plan,
Teacher Work Sample, Essay). Your instructors will probably tell you what type of Artifact to
create. If not, select the type that most closely describes what you’re attaching.

Type in a Title for your Artifact. The Description is optional.

To attach your work to the Artifact, click on the Documents sub-tab.

Click Add New.

Click Browse. Search for the file that you want to attach.

Once you have found the file click Open and type in a title for that document.

Click Upload. A small window will appear with the status of your upload. It will disappear once
it's 100% complete.

10. Follow the same steps above if you want to add more files to your Artifact.

11. When you are finished uploading all of your files, don'’t forget to click SAVE!

©oNo O A

Note: this Artifact is in your personal work area and is not visible to or shared with anyone else, unless
you attach the Artifact to something. In Step Il below, you will learn how to attach your Artifact to your
Assignment.

Creating an Artifact (Detailed Description)

1. Click on the Artifacts tab.
2. On the left menu click Create.

William, ) ¥
Woods . (Tk20
University | “"‘":.'.,‘2‘.’;?.

Home | Courses [[ENUCTCH Portfolios | Field Experience |

Artifacts Artifacts

A s |
Browse
Croate View | All Artifacts v
Edit Folders Click on an artifact name to edit that atifact An antifact becomes locked when a portfollo - course work or field axparence it is attached to

is submitted for assessmant Locked artifact cannot be edited or deleted
» Application Forms 8 = Locked artifact Move to Folder %
You have used 0.0 MB of your allocated disk space of 50 MB,

(T (MR
n Title Iype

You have no artifacts of tha selected type in this folder

Currant Date and Time: 05/16/2008 06:47 06 PM
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3. From the drop down menu select the type of Artifact you want to create (i.e. Lesson Plan,
Teacher Work Sample, Essay). Your instructors will probably tell you what type of Artifact to
create. If not, select the type that most closely describes what you're attaching. The “File” option
will allow you to attach a document you have created that does not fit into one of the other
categories and will probably be the artifact type you will select most often.

illia m, (i’kzo
Toods Training .
Lniversity CampusTools

Home Courses Porfolios Field Ex

Artifacts Select Artifact

~ Anifacts
Browse -
Craate Plaase Select the Atdact Type | Ploase Seloct

Ede Folders

Cancal l EDU EDSAAED Field Expeniences and Antifacts Reflection Form
EDU Le=son Plan Adfact Templste

» Appécation Farma EDU MED CBI Antifact RaBaction Form

EDUS09/557/601/65T Contact Actimty Log
EDUS35/536 Aticla Reflaction Form
EDUST0 Comprehansive Data Collection Fam
: EDUST0 Lezson Plan Raview

Amfact; are created to be submitted as part of}]  E0(570 Cesson Refiection Sheet
an assignment. They can later be attached to EDUST0 Profeasional Obssrvation Record

: i EDUSTD Supplemeantsl Professionsl Obssnvation Record
your pOﬂfO!IO. An assignment may have one -} EDUES0 Loos! St
or more artifacts. Select the artifact type that Fiold Expenonce

is appropriate for your assignemnt. “File" is a Fiald Experence Binder placeholder for portfokas
general type of artifact. Fie

GAS Peer Group Evaluation

5 05/16/2008 06 4851 PM
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4. After selecting the type of artifact, a title page or template form will open. Type in a Title for your
Artifact. A title is required. The Description is optional but may be helpful to the assessor. The
“File” type of artifact may be the one you will use most often. Other templates will have a different
look but every artifact requires a title. The screen shots below illustrate the File and Lesson Plan

options.
Willtam_
_‘ZA“_‘L\"J):
Universily
Home Courses TR : V.Dom‘oiicrs [ Field Experience
Artifacts Create File
v Artifacts :
Browse Artifact
Q‘_e@e Piease upload your file using the Documents’ tab
Edit Foiders = .
Basic Information
* Application Forms
Starred
items are
required.

20 CampusTools Current Date and Time: 0671672008 11:11:35 AM

An artifact may have a template or cover

Artifacts Create EDUSTO0 Lesson Plan-RevieW sheet. This may be the complete artifact or
~ Artifacts < i the student may need to attach one or
Browse LR Documens | Standards | L more documents
Create Basic Information
Edit Fiders =
» Agglication Foms Pg’il-‘w"
Starred items
are required = . e =
beforz you Choose Courses [IEducational Technology (I Software Application [ IFoundation of Education Administration [
Field Expesience | [1Field Expenence l [1Action Research Il [1Manageing Classioom
can move on.
Emaronment
Teachar
Schosl
Grade/Subject [lGrade K CGrade 1 [1Grade 2 [16rade 3 (I Grade 4 [1Grade 5 [1Grade 5 [IGrade 7
[ Grade 8 [Irade 8 ClGrade 10 [IGrade 11 [lGrade 12
Date choose date
1. Briefly describe the lessonand  Rich fomattng >
students
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5. To attach your work to the Artifact, click on the Documents sub-tab.

Qilliam,
~ZL‘J0./5

Universily

Home [ Courses 1 ,~.me0”c‘s—.— Field Exp

Artifacts Create File

SreEe | To add a document, click on the
Browse Arifact Documents Tab.
Creaie

Please upload your §le using the Documents tab
Edt Foiders

Title*

¥ Application Forms

Descnption

| Save || Cancel

§ by Tk20 CampusTools Current Date and Time: 06/16/2008 11:11:35 AM

T ;
:;‘A'l'u{f (Tkzo
Universitr The standards tab allows you to attach Ao

- : - = =—r e the appropriate standard or standards |
Home Courses Portfolios = Field Experience . to the artifact.

Create EDU570 Lesson Plan Review "

As you can see, this begins to build a

E mﬂm Documents f’ package to complete the assignment.
Create Attached Documents
E s = dets |

» Aggiication Forms

There g cumently no documents associated with thes arifact.

Cance! | Total Space Usage: 0.0V 5018
!

Poweres by Th20 CampesTogs Current Date and Time: 05/1672008 063626 PM

If needed, the student may attach one or more documents to the
artifact
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6. Click Add New and the window displayed below will open.

Z‘u_//m m. :"(20
Tonds Training m(;' o

University

Home Courses el Portfolios | Field Experience |

Artifacts Attach a New Document
¥ Artifacts
Browse Upload Document
Crezte Choose  File® [ Browse. |
EdtFolders
== Title”
» Application Forms

20 CampusToois Current Date and Time: 06/1672008 11:29:53 AM

7. Click Browse. This will open a standard window where you can search for the file that you want

to attach.
Qilliam_ (Tkzo
Qonds Training ]
LUnmiversity CampusTools

HigherEe

Portiolios

Home Courses

Field Experience
Artifacts Attach a New Document
v Artifacts
Browse
Create Choose 2 File” l Browse_ |
Edit Folders
- Title* R
* Apglication Forms = \
Powe i Tools \ 1235340
Click on the "Browse" button to

search for the file you want to
upload.
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8. Once you have found the file click Open and type in a title for that document.

Lookn: [ () WWU Courses ~ emsE
3 JEDUS20 S aTTEND2.41S
g_.b (LJEDUS2S B8 o v b Page v ((F Tools v
My Recent  {[5EDUS6D ) CommunicationRubric .| e
Documents ey 1eg0 &) Course Schedule 1-16-C -
@ CEDU00 W)EDS Program Sequence ka 20
- [EDUSS50 B)EDUS10_Revised_Syliat CampusTools
Desiktop | enuse7 #eny) 600--General Infor HigherEd
CJEDU 596 #Field-exp.doc
J C)EDU 587 ) Gaas Study Group Log:
(JEDU 601 W) evels of Measurement,
My o Sets CJEDUG10 WMED Course sequencel
¥ CJEDU 6% @ Normal Distribution. doc
. ¥ ) w$uSB0-lesson1,doc #peer Evaluaton form.d
) access-eric.doc B REQUIREMENTS BEFOR
e AdfurctFacuHandbookoif BResearch Methods--rti |- (Browse.. |
.7'7 <,: — &
My Network  File name: [atxhors s _'J Open
Places
Flesoftye:  [AlFies(") ~| Cancel
8 11:29:53 AM
N Once you have located the file,
click on the "Open" button.

9. Click Upload. A small window will appear with the status of your upload. It will disappear once
it's 100% complete. If you receive an error message and the file will not upload, please contact
the William Woods Help Desk at (573) 592-4224 or helpdesk@williamwoods.edu.

William, (szo
TWoods Training ]
Lnversily CampusTools

Sgrerks

Home l}:vu:rses Portfolios | Field Experience
Artifacts Aftach a New Document
v Artifacts
Browse Upload Document
S Choose aFile* C:\Documents and Seftings'\AdministratoriMy ([ Browse_. |
Edit Falders
Title Authors
» Apphication Forms ?
Upload || Cancel |
~ 1
Powerad by Th2) CampusTocks | 1 | Currert Date and Time: 06/16:2008 11:29:53 AM
2 }

After locating the file, enter a title and then
select the “"Upload” button.

10. Follow the same steps above if you want to add more files your Artifact.


mailto:helpdesk@williamwoods.edu
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11. When you are finished uploading all of your files, don’t forget to click SAVE! If you do not click
SAVE your artifact will not be saved.
QL’E/T;M,.
oaids Trair
Umiversity

Artifacts Create File
v Artifacts
Browse
Creale
Edit Folgers Onscoments

Attached Documents
\ Appication Forms. | 1R ()

[] Asshers
Save | | Cancel | Total Space Usage: 0.013/ 50MB
“

Tk20 Ca sTools N Cument Date and Time- 06/1672008 11:54:43 AM

Powered by T2 CampusTools .
. Click on "Save" to save
your artifact.

Note: The Artifact is in your personal work area and is not visible to or shared with anyone else, unless
you attach the Artifact to something. In Step Il below, you will learn how to attach your Artifact to your
Assignment.

Assighments

In Tk20 the term assignment is a broad term that technically refers to direction or instruction for
completing the activity, the assessment rubric, your artifact for such assignment, and the instructor’s
feedback all together as a package.

This section includes instructions for the following processes:

¢ Viewing Assignments, Assessment Rubrics, and Completed Assessments
e Attaching Artifacts and Submitting the Assignment

Viewing Assignments and Assessment Rubrics (Quick Reference)

See detailed description below for more information
1. Click onthe Courses tab.
2. Select the Course for which you want to view assignments by clicking on that course.
3. Click on the Activities tab.
4. This will open a screen where you will see a list of the Assignments for the course selected. The
area above the tabs will display the course that is currently selected.

5. Click on an assignment to view information about that particular assignment including basic
instructions for the assignment. Always refer to the assessment rubric for possible additional
requirements and instructions.

6. Click on the Assessments tab to open a listing of rubrics applicable to the selected assignment.

7. Click on the rubric title to open the rubric for viewing.
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Viewing Assignments and Assessment Rubrics (Detailed description)
1. Click on the Courses tab.

Training

Portdolios Fleld Expotience

033172008

* Messages

" Tasks " Click on the “Courses” Tabtogoto a

» Proferences listing of your courses.

* Conceptual Framework

* Gamaral Forums |

o 2
Name Type

ass sand the Azmgnmunt {1 LRI P00 Assgament

| : Asngnment

w the Aangeosant EDUSED Sy Asmgoment

i £ Asugament

From
Wan, Roger
Wen. Roger
Wan_ Roger
Wer, Roger

Panding Tasks

Ruceived
0373172000
037312008
033172000
03/31/2008

GAS

FAO: Waw can | find out i1 | nead to use TEZD systam for the course that | am tasching o taking?

Please chok on the ink -«> (T3 10 1o
system. Please contact Ms. Diane Abbott at

AL - FAQC Whare can l get a cony of TR20-101 (Tutonal)?

12) for a hist of current cohorts that are required to use TX20 assessment

2. This will open a window where your current courses are displayed by default. Select the Course
for which you want to view assignments by clicking on that course. Other tabs will allow you to

view previous and future courses.

Qhlliam
Qs Tralnig Other tabs allow you to view

(Tk20
Tools

Wigharte

Unrversily

Anifacts

Previous and Future courses

Courses
* My Courses
Browse

Select the
course for
which you
want to view
or complete
assignments
from the list
of courses,

Portolios | leld Experience and Pending Tasks.
My Courses . - ‘?'
Y — /
Curront Courses m

| 4= Pending Actmties

Number Course Title

. Sofware Agplication

1 Foundation of Education
Admumestration

1557 Fiald Experance |

4EQ Manageng Classmom
Erraronment

[ 260 Educational Technology

Action Reseaech i

" Fuwld Exponence §

Secti

TO01

To01)

o013

T0013

T0Q13

0| Status. Subject Torm

Traning Term 2007 1o
2010
Tramning Term 2007 10
201
Traming Term 2007 to
2010
Training Term 2007 to
2010
Training Term 2007 {0
200
Traning Term 2007 to
2010
Trmmng Term 2007 10
2010

Time lostructor

acuky
faculty

aculty

aculy
faculty
aculty
facuity
sculty
faculty

acuky,
facuity

Cre

Location |
Hours

00

00

0g

00

00

Q0

rdit
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3. Click on the Activities tab.

William -3
Qls Trainiag I (,Tktzo
Un 1 S 1. Youcan always see the mpusToots
= e currently selected course in the
‘ - Information bar above the tabs.
Counes Foundation of Education Administration
* My Courses
Browse U] Actrtian | Gradetook | Hundouts | Commnication

General Information
Nnbee EDU525 =
Litwaries Title Foundation of Education Ad

* View Standards Status
Time

Cradits 00

Select Activities to call up a list of
= assignments for this course.

Instructot aculty, faculty

¥ Canert Date and Time  06/16/2008 01.17 26 PM

4. This will open a screen where you will see a list of the Assignments for the course selected. The
area above the tabs will display the course that is currently selected. Pending assignments will

be marked with a flag. These assignments have not yet been submitted. The status column will
give the current status of the assignment.

The activities tab opens a screen that
shows all tasks for the course.

Portfolios  Field Experience

Pending tasks are flagged. The Status
Couses  Foundation of Education Administration | column indicates the current status of
~ My Courses the assignment.
Browse
Course Activities
4 = Panding Actaities
Libraries ==
» View Standards Name Type Status Due Date and Time
4 EDUSBY Adnun invesbeatons C&I L ssson Plas Assignmant  Open For Editing 037312010 02 00 AM
Close

Powsreg by 1620 CompusTools Cumrent Date and Time: 0671672008 012001 PM



5. Click on
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an assignment to view information about that particular assignment including basic

instructions for the assignment. Always refer to the assessment rubric for possible additional
requirements and instructions.

Edit EDU580 Admin Investigation/ C&I Lesson Plan

——

EDU580 Admin Investigation/ C&! Lesson Plan >

Basic
instructions for
the assignment
are found here.

EDUSS0 Admin Investigation/ C&l Lesson Plan

Assignment EDU580 Adrmin Investigation’ C&l Lesson Plan
Title

Cowrse{s) Foundation of EGucabion Administration

Assessors) faculty aculty faculty aculty. faculty aculty, facuity aculty, Roger Wen_ faculty aculty, faculty aculty. facuity acuity, faculty
A aculty faculty aculty, faculty aculty. faculty aculty, faculty aculty, faculty aculty. faculty aculty. faculty aculty

>

Admin: investigate the state of tfechnology and technology planning in your Gisirict by reviewing your
current district technology plan and then prepanng a compare and contrast paper following the specific
gudelines outined in the sconng guide for this assignment. One aspect of the paper will be to compare
and condrast two of the five Technology Focus Areas {TFA) of your district’s technology pian with the
coresponding TFAs of an exemplary technology plan listed on the DESE web site Make sure the
selecied pian is using the current DESE scorning cntena, 200 poinis.

C&l Create alesson plan to teach a topic or lesson in vour subject'orade area Thes is to be a lesson that infeprates
technology.  You should be using technology to enhance mstraction.  Your Jesson should mclude a major technology
:mﬁs“ad&dkc&?m&hmummm 'Ihetechologydnﬁ <

6. Click on the Assessments tab to open a listing of rubrics applicable to the selected assignment.

Umiversity
Wikam WoOOs Lrv/ers!

-~

-Tr:

Edit EDUS80 Admin Investigation/ C&I Lesson Plan

- — [ [

EDU580 Admin Investigation/ C&l Lesson Plan >

/
’

w £00s30 admin i Click on the Assessments tab to open a list

580 Admin Investigation

Descaption - Admin Mssga!eveﬁatedwdwOmamwmwmmunwledbytewemmm
current district technology plan and then preparnng a compare and contrast paper folowing the specific
guideiines outined in the scoring guide for thes assignment. One aspect of the paper will be 10 compare
and contrast two of the five Technology Focus Areas (TFA) of your distnct’s technology plan with the
corresponding TFAS of an exempiary technology plan ksted on the DESE web site. Make sure the
selectad plan s using the current DESE sconng critena, 200 points
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7. Click on the rubric title to open the rubric for viewing.

Edit EDUSBO0 Admin Investigation/ C&l Lesson Plan

Altach
Aitfacts

—

Courses
= My Courses
Bowse EDUAS0 Mirn';;;‘slq-m:vu CAl Lesson
Libwaries Assessment >
* View Standards

//'
o

List of rubrics applicable to this assignment.

There may only be one rubric.

ALY rd

[ Submt | Save | Cancel |

Current Dute and Time: 06/15:2008 0150 3t PM
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* View Standarss

“This assignment 5 worth 200 points total Be suss to 1930 the assignment dascnplion from your syllabus. Revaw your cument distnct
technology plan Then prepase o 4 1o 5 double spaced compare and contract paper Tolowing APA style. Thes paper should boefly
descnbe the cument state of tachnology i your district. it should compare and contrast twa of the e Technolegy Fotus Areas (TFAs) of
your district’s plan with the comsspanding TFAS of s exemplary technology plan ksted on the DESE web site. and ¢ shauld conclude
with 2 shot asseaument of how wedl the chosen TFAs are besg mplemented in your distnct slang weth any recommanded changes you
woudd implament after this anatyss Make sure the plan you are companng to i using the cumment Technology Plan Sconng Critena
Include at ast twe APA styds riemnces in your papar Tha fre TFAs ae 1—Student Leaming 2—Taachar Praparation. 32—
Adenesstration, Data Macagerment, and C weation 4R 3o £—Technical Support. (Be sure 10 use the Issoun
DESE defined TFAS) *
Crnriun ance Rating
Exemplary 100% of the  Proficient (80% or 30% Developing (60% or
points of the pairts) 0% of the points)  10Vice O poinas Score
Admrsstratne 10 5 + double space 8 % 4 ~5double space 6 7 3-4 docbie space 0 Under 3 double
Imwstigation mests tha  pages pages Pages SPAce pages more
lsngth equirements than T doubie spece
pages. of svery thing in
pace
Ademesstrative 20 Follow APA 100% 46 17 10 Follow APA 12 13 14 Follow APA 0 Under 50 of the
Investigation fobows 80% 10 99% 60% to 79% paper follow APA
praper APA style
Adrmsstratie 20 Al gramenar aod 16 17 18 Afow speling 12 13 14 0 Unacceptable n all
Investigation uses coemect speliing are camect andior grammar eots. useof  aspect
GrAMMAF Aand Mechancs grammar and/or many
Admesatrative 40 Inchusecs all dsfined 32 33 34 35 36 NBERDTB 0 Wnclude leas than
Imvestigation Inciudes all  requesments Inciude 80% 10 99N of  Include 50% to T9% of  GO% of the Ested
of the defned the kated requ the Inated
rogarements listed sbove
Azmoatratre 50 Prondeacesrand 40 41 42 43 44 45 XNV M 0 Poade analyss of
Imvestigation prowdes 3 detad aabysis of Prowds a clear anatyms  Prowde soma analysis  technology from the
claar anabysig of technology #om the of technology fom the  of tachnology fom tha  non-admenstrator
tochnokogy bom the pecapoctive of the of the perapective of the perspective snd 6 not
pecspactive of the adrastaton and mcludes sdminmtrator and sdmmvstrator snd Inthede any endence of
admnisteator sed wddence of & depth of ST dence of 3 includes evidence of theught approprate for
ncludes ewdence of 3 thought appeopmate for the depth of thought some thought the courne
depth of thought cowsa and resevant approprate for the cowse appropniate for the
appeopoate for tha course ISsUes courss
AdeToestrtie L0 Paper prowde 40 41 &2 43 44 45 0 MR NI 0 Lack of swdsncs of
Imestigation shows substantie content nd  Content cleady and sasy Costent somewhut comant and
wwdence of substastve  clearty easy 1o follow and  to follow and understand  clear bl ot essy b0 undarstanding of the
conterfl and woderstand. ideas faw  ideas faw logically fom  follow or understand concepts
demonstrates an logically from one to the  ane to the next Ideas do oot fiow
undarstanding of maxt Very coh s an logically
ology q O an undarstanding of
concapty wndeestanding of concepty
concepty
Adrmeesteative 10 Wnchudes and ref B 8 Inciudes two APA & 7 includes one APA 0 Did not include any
Imestigation mcludes at %o more than teo style rvforence styie rrforence APA style reference
laast two APA style rederences approprately
rederonces and tollow APA 100%
Total Score
Comment

Currant Datte and Time  06/1672008 02.43 58 PM
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Note: If you want to view the completed assessment for an assignment see the two screen shots below.

Select the Assessment tab and then
choose the title of the assessment
rubric for which you want to view

assessment information. N

(Tk20
CampasToois

Higher£a

E0US80 Admin investicaony C8J Lessen Azach
Plan Anracts

Assessment > /

Overall Grade: A Score: 200.0 7

-
p—

Cument Date and Time: 06/16/2008 03 5434 PM
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Qrlliam.
onds

;| B ‘
sUmversily

* View Standards

ED

U 580 Admi

technology plan Then prepare a4 10 5

“This assignment ts worth 200 ponts total Be

descnbe the curant state of fechnology in

(Tk20
CampusToois

The completed rubric shows your e

score for each item as well as any
instructor comments.

|

to read the assign description from youwr syfiabus  Review your curent distnct
paper following APA style This paper should besfly
2nd contrast fwo of the five Tachnology Focues Amas (TFAs) of

would mplement after this analyss

Admmstratie

your district’s plan with the ponce
with a short assessment of how wel the

20 ¥ Fellow APA 100%

plan ksted on the DESE web sge. and 2 should conclude
in your district sfong with any recommended changes you

mance Rating

Investigation follows 50% to 73% paper follow APA
propes APA style
Admestratne 20 ¥ AR grammar and 18 Afewspeling 12 13 4 0 Unacceptablenal 20
Investigation uses cartect speling a2 comact. Unacceptsble useof  aspect
grammar and mechanics grammar and/or many

spefing enors.
Adrmesstratie 40 ¥ ncludeds 3l 2 334 35 3% BB D Include iessthan 40
Investigation includes af  defimed requirements Chude 80% 10 99% of  Inchud= 60% 1o 79% of  60% of the fisted
of the defined g the iisted reg qui
raguraments iisted sbove
Adrmesstratie 40 41 42 43 423 45 30 31 32 33 M 35 0 Prowdeanzlysisof 50
Investigation prowdes 2 Prowde 2 clear analyss  Prowde some analysis  technology from the
clear analysis of of technelogy fomthe  of technology fremthe  non-admenistrator
technoiogy Fom the perspectve of the parspectve of the perspectve and did not
perspectne of the s adminisirator and admimistrator and wciude a2y ewdence of
acdmmistrator and l 2 ofa  incuck < of thought sppropriate for
ncludes endenca of 3 . shought some thought the course
degth of thought appropeats for the cowrse appropnats for the
ppropunate for the course course
Agemsestratie 40 41 42 43 &4 &5 30 31 32 33 34 35 0 Lackofoudencecd 50
Imestigation shows Content cleady and sasy Content somewhat cortent 2ad
eadence of substantve and 1o Dollow and understand  clear bt not easytc  understanding of the
content and ideas fiaw logically from  follow or understand concepts
demonstratss an one to the n=xt id=23as do not Sow
understanding of Demonstrates an 2
technology planming understandng of
concepts concepts
Admeestratne 8 9 incledestwo APA 6 7 Indiudesone APA 0 Didmct mclude any 10
Investigation incledss at than two Style reference style reference APA styfe reference
least two APA style el
r=frences

Total Score 2000

Comment

Current Date and Time 06/16/2008 035734 PM
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Attaching Artifacts and Submitting Assignments
Once an artifact has been created, you can use it as part of an assignment. To do this you will need to
attach one or more artifacts to an assignment and then submit the assignment.

Attaching Artifacts and Submitting Assignments (Quick Reference)
See detailed description below for more information.

1. Click onthe Courses tab.

2. Select the Course for which you want to complete assignments by clicking on that course.

3. Click on the Activities tab.

4. Select the Assignment you want to complete.

5. Click on the Attach Artifacts sub-tab within the Assignment.

6. Click Add New.

7. From the dropdown menu, select the artifact type that you created for this assignment.

8. Check the box next to the Artifact that you would like to attach to the Assignment. Then click
Add.

9. If you are not ready to submit the Assignment, then click Save to come back and complete the

Assignment later.

10. If you're ready to send the Assignment to your instructor, click Submit.

11. Once the Assignment has been submitted, the task will disappear from the Pending Tasks box
and your professor will have a message in his/her Pending Tasks box showing that you
submitted the Assignment.

Attaching Artifacts and Submitting Assignments (Detailed Description)
1. Click onthe Courses tab.

-un/ﬁ,m
Woods n (Tk20
TUnive rul: ] Cﬂmv:g‘?“:

Home [ Course | Artifacts | I’unh»i
- The courses tab will open a listing of courses in
which you are enrolied.

Home

» Messages
» Tasks Recent Me

» Preferences Name From Received
» Conceptual Framework Notlce ield Placement Wen, Roger 03/31/2008
*» General Forums

F nndlnn Tasks

|__m

Assignment  Waen, Roger 03/31/2008
[nvestigation Lesgon Plat Assignment  Wen, Roger  03/31/2008
Ploast | 1he Asmignment EDUS | Assignment  Wen, Roger  03/31/2008
f a send snment EOU [psenta Assignment  Wen, Roger  03/31/2008

Today's News ETIETIITTY

GAS - FAQ: How can ] find out if I nged to use TK20 syatem for the course that 1 am teaching or taking?
Please click on the link --> ( r Lohorta) for a list of current cohorts that are required to use TK20 assessment
system. Please contact Ms, Diane Abbot( at

GAS - FAQ: Whete can l get 4 copy of TK20-104 (Tutorial)?
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2. Select the Course for which you want to complete assignments by clicking on that course. This
will open a window which displays basic information about that course.

sEN//
Wrillam,

CUods Training

Umiversity

(Tk20
CampusTools

Nighw€d

Field Experionce

Courses My Courses
* My Courses
Browse RVl Priious Courses | Futine Cournes | Ponding tasks|

A = Panding Activities

Libraries Nurnber Course Title Section| Status| Subject Term Time| Instructor loumnn} ‘“I‘:;:"'
PNk 4 ‘ \ppl e [§013 Tramng Term 2007 to aculty 00
i Foundation of Educatson 10013
,:,m,,,‘:,, Select the course for which you want to
<7 Fiald Experionce ) 10013 complete an assignment. Remember
that you must have already created an
1 Manageing Classroom o013 artifact before you can complete the
Emarcoment

assignment. You will only see the

Sascond Jechnolooy = courses you are currently enrolled in
26 Action Resedech § T0013 under the "Current Courses” tab.
il Field Trainng Term 2007 to aculty, (1]

2010 taculty

P A i AT L APMPAANA AA.TRATA PR

3. Click on the Activities tab. This will open a screen where you will see a listing of the
assignments for the course.

Sy
Nt (Tk20
Uni l‘;‘f,\'l‘{l‘ Campzls;c:?sl:
Home " Antifacts | Portfolios | Field Experience -l Click on the "Activities" tab. _
Courses Software Application /_,,»" =
~ My Courses - — 4
Browse | Basic Information im0 m
Number EDU522
Libraries Title Software Application
» View Standards Status
Time
Credits 00
Campus
Description
Instructor aculty, facuity

Powered by Tk20 CampusTeals Current Date and Time: 06/16/2008 02:07:23 PM



4. Select the Assignment you want to complete.

William .

Qoo S
Lnrversily
e

[ILUCE Courses

Courses

* My Courses
Browse

Coursework

» Asalgnments
* Projects

» Quizzes

* Exams

* Course Binders
» Observations

Libraries
* View Standards

Tk20 Student User Manual

Artifacts | Portfolios | Field Exporionce

Pending Tasks
| Curtont Courses | Previous Courses | Future Courses [[ZSRTRPRTYONY

# = Ponding Activties

“ EDUS60 Chapter Presentation Assignment M

Assignment Software Application
Assignment Manageing Classroom Environment 03/31/2010 02:00 AM

(Tk20
o

Due Date and Time

03/31/2010 02:00 AM

Assignment Foundation of Education Administration  03/31/2010 02:00 AM

03/3172010 02:00 AM

(od by T

5. Click on the Attach Artifacts sub-tab within the Assignment.

Select the assignment you want to work on
from the pending activities list,

Cument Date and Time 05/16/2008 07 44 00 PM

Field Experience
”

-
-

Edit EDU522 Presentation

Click on the "Attach Artifacts” tab.
”~

(Tk20

CampusTeools

EDUS22 Presentation Antach Aitacts | _Assessmests | Extensoes | Feedback |

EDU522 Presentation >

Course{s]  Softwas= Apglication

program offers to the parBapants and instifution
StartDate 037312008 08 17 PM
Due Date 0373172010 0200 AM

Assessorfs) faculy acuity. faculy aculty. facalty aculty, facuity aculty, Roger Wen, faculty acuity, faculty aceity. faculty aculty. facuty
aculty, focuity aculty, Sculty aculty, faculty aculy, faculty aculty_ faculty aculty. faculty aculty. faodity aculty

Descnption  Presentation Appiication: For this assignment, you are the Athietic Director. As the Athietic Director,
you are 1o prepare a PowerPoint presentation that communicates your program to the community
and/or school board members. In this presentation, you will outline the benefits of athietes participating
in ex-cumiculer activiies and efcit program support. The preseniation should begen with an infroduction
and end with a question-and-answer session The PowerPoint side show should cover what your

[ Submit |[ Save | [ Cancel
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6. Click Add New.

William
Qooas Training
Unversily
e
TR Courses MR iar oots ety Tang = o
Courses Edit EDU522 Presentation
~ My Courses g ' - ”
Browse EDU522 Presentation Attach Artifacts Feedback

Attach Artifacts >

Libraries
» View Standards

Attach Artifacts
s‘.‘.l‘,a r‘\e_w~ | |

Click on "add new" to open up a
screen where you can add a
previously created artifact to this
 Submit ] [ Save ][ Cancel | assignment. You can use the
“remove" button if you change your
mind or need to add a different |5 —
artifact.

There are no attachments.

Powered by Tk20 CampusTools

7. From the dropdown menu, select the artifact type that you created for this assignment. If you
aren’t sure, you can select “View All” but this could generate quite an extensive listing.

Whilliam
o Training

Universily

Courses
= My Courses
Browse

Libraries [ Close | View Al
EDU Apphcation 1o Enroll in Figld Expenence and Agreemsent Form

* View Standands EDU EDSMED Fiek! Experiences and Artifacts Reflection Form

- EDU Lesson Plan Artifact Template m =
EDU MED C&I Artifact Reflechon Form P T ENIN EEEN T
EDUS09S57/601657 Contact Actity Log
EDUS3IS536 Aicie Reflection Form
Select the artifact type EDUS70 Comprehensive Data Cabection Form
that you previously EDUST7C Lesson Plan Review

EDUST0 Lesson Reflection Sheet
" created for this EDUST70 Professional Observation Record
assigment. You can ailso || £p(570 Supplemental Professional Obsanvation Record
select "View All" if you EDUGBO Legal Brief

are unsure but this may Field Expenence

bring up quite an E:g‘d Expenence Binder placehoider for portfobos
extensive Reling. GAS Change of Personal Data Form

GAS Peer Group Evaluation
-
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8. Check the box next to the Artifact that you would like to attach to the Assignment. Then click
Add.

William,

Qloads Training

Untversity

Artifacts Portiolios Field Experience

Courses Select Attachments

Type | Updated
05962008

» Quizzes
» Cowrse Binders \
» Obserations
Select the§tifact that you want to attach to the assignment.
Usually you will have more than one to pick from. All artifacts

Y i of the type selected will be displayed.
» View Standards

Then click the “Add™ button to add this artifact to the
ampusTools assignment.

prent Date and Tims 05/16/2008 03 19.¢

9. If you are not ready to submit the Assignment, then click Save to come back and complete the
Assignment later.

10. If you're ready to send the Assignment to your instructor, click Submit.

Qnhlliam

Lo Tralning

Unmversity

(Tk20

CampusTools

Artifacts Portlolios  Fleld Experlence

Courses Edit EDUSS0 Chapter Presentation
i '25,.’ oy [ EDUAG) Chagher Prasortabon | Standands TSIV UTNTN Assensmest | Exiermons | Foodbace |
= Attach Artifacts >
» A ST
* Prowcts
» Quizzes
» Exams
» Course Bnders
» Gbsenstions
[ Submnt | [Save } [ Cancel |
Libraries
» View Standaids i there are other artifacts to add to this assignment, follow the same procedure.,
Otherwise, you can "Save" the assignment if you want to come back to it later, or -
you can “Submit" the assignment to your instructor for assessment. 2000 0822 04 PM

If the assessor has not begun to assess the assignment you will have the option
to "Recall” the assignment.
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11. Once the Assignment has been submitted, the task will disappear from the Pending Tasks box
and your professor will have a message in his/her Pending Tasks box showing that you
submitted the Assignment.

William e
Whoods (Tk20
University Camp:Ist?g

Home Courses Artifacts | Portfolios | Field Experience

Courses Foundation of Education Administration
~ My Courses .
Browse Activities [ETNETS

Course Activities

4 = Pending Actiities

Libraries (s
+ Vit Scairs
Admin Investigation/ C&I Lesson Pla tPending  03/31/2010 02:00 AM
[%J Notice that after the assignment has been submitted it is no longer
flagged as a "Pending Assignment” and the Status is changed to reflect
Powered by Tk20 CampusTools that it is "Pending Assessment”. After the facilitator has begun 25 PM
) . assessing the assignment, the status column will reflect a different
status.

12. If your instructor has not yet started assessing your assignment, you do have the option of
recalling the assignment. To recall the assignment you should check the box in front of the
assignment you want to recall and then click on the recall button. After the instructor has begun
assessing the assignment the checkbox in front of the assignment will disappear.
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Portfolio

Tk20 allows you to insert electronic artifacts into an online portfolio. You will align these artifacts
(throughout the program of study) with standards and attach reflections (during your capstone course) to
them. When portfolios are submitted, they are routed through the Tk20 system to your capstone
instructor who has been predefined as an assessor for the student.

Portfolio Tip: A good practice would be to attach your artifacts to the appropriate standards in the
electronic portfolio as each course is completed. During your capstone course the artifacts that are not
needed can be deleted. Ultimately you will need at least three artifacts for each standard in addition to
your reflection for that standard.

Portfolio (Quick Reference)

See detailed description below for more information.
Browsing and Editing Portfolios
1. You can view and edit portfolios by clicking on the Portfolios tab.
2. Toview or edit a portfolio, click on its Name. If the portfolio has already been submitted for
assessment, you will not be able to edit any of the items in the portfolio.
3. At any point during the portfolio creation process, you can click the Save button at the bottom of
the screen to save your work and go back to the Browse Portfolios screen.

Attaching and Submitting a Portfolio for Review

1. Click on name of the Portfolio you wish to complete in the Portfolio tab.

2. Click on the sub-tab (by standards) of the section that you would like to complete.

3. Click on the name link of the artifact that you would like to attach.

4. You will see a list of all artifact templates of this type that have been created in your artifacts tab.

Select the correct one by placing a check mark in the box next to it and click Add.

Complete the same steps for each artifact template you are required to add to the portfolio.

Each time you attach another artifact to the portfolio, click Save at the bottom of the page. DO

NOT hit the Submit button until the portfolio has been completed in its entirety.

7. Keep in mind that you can edit the Portfolio, add items, or make deletions at any time during the
semester until you Submit the portfolio.

8. Your assessors will be able to monitor your progress and give feedback throughout the semester
as you update your Portfolio. Your assessors will not automatically be notified when you attach
artifacts. If you would like an assessor to give you feedback on the artifacts that you have
attached before you submit your Portfolio, you should notify your assessor by email.

9. You will be able to see any Completed assessments completed by your assessors by going into
the Assessments tab of the Portfolio. (If they have not yet been completed, these will show up
as blank assessment forms.)

oo

Recalling Portfolios
1. To recall (or un-submit) a portfolio, select the portfolio by clicking the checkbox to its left in the
Browse Portfolios screen. Then click the recall button above the row of checkboxes. This will
recall your submission of the selected portfolio and allow you to edit and re-submit it. You cannot
recall a portfolio once the due date has passed, or if assessment on it has begun.
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Portfolio (Detailed Description)

Browsing and Editing Portfolios
1. You can view and edit portfolios by clicking on the Portfolios tab.

w:
T (Tl
Zlmnmh 1 Camp:?x?lt:

Home Courses Artifacts Ponfohos "

The "Portfolios" tab will open a

Portioios =}~ window that lists available
» Presentation Portfolios —— p ortfolios.
led

0nly Portfolis of type "Asse
Only Portfolios of type "Presentation” can be deleted

Name 1 Status Type Updated | Due Date

(] EBU Admin Portfolio Resiew in Progress Assessment 06/1612008  0331/2010 02:00 AM

Powered by Tk20 CampusTools Current Date and Time: 06/16/2008 02:21.26 PH
Screen shot lists the portfolios that you have been assigned.

2. Toview or edit a portfolio, click on its Name. If the portfolio has already been submitted for
assessment, you will not be able to edit any of the items in the portfolio.

L,’i//ium
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Portiolios Browse Portfolios To view or edit a portfolio, click on
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S Orly Portolios of type sessenent | assessment you will not be able to
-Onl) Portfolics ;M'pe Presentatlcn q change it.

06/16/2008  03:31/2010 02:00 AM

Resiew in Progress Assessment

Powered by Tk20 CampusTools Current Date and Time: 06716/2005 02:21.26 PH
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At any point during the portfolio creation process, you can click the Save button at the bottom of the
screen to save your work and go back to the Browse Portfolios screen.
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Attaching and Submitting a Portfolio for Review

10. Click on name of the Portfollo you wish to complete in the Portfolio tab.
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11. Click on the sub-tab (by standards) of the section that you would like to complete.
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12. Click on the name link of the artifact that you would like to attach or select “add new” if an
appropriate item is not available.
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13. You will see a list of all artifact templates of this type that have been created in your artifacts tab.

Select the correct one by placing a check mark in the box next to it and click Add. Selecting
“Assignment” will submit the assignment with the instructor comments.

You will see a listing of the artifacts that
match the type selected. Pick the artifact
you want to attach to your portfolio.

Select Amachmwents

O EOUS22 Presentaticn assgnment 08/142008
O EQUSI0 Adenin Imestigaticn CAI Losson Plan ssignment 03312008
() EQUSES Case Stedy I EigTRnt 033172008
() EDUSE0 Chagter Prasentation QAN 037312008

[Add) [ Cancel |

Currore Dutg and Time 06182003 0242 56 #M

14. Complete the same steps for each artifact template you are required to add to the portfolio.
15. Each time you attach another artifact to the portfolio, click Save at the bottom of the page. DO

Portfolios
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NOT hit the Submit button until the portfolio has been completed in its entirety.
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16.

17.

18.

Cument Date and Tema: 05 162006 02:42 07 PU
Keep in mind that you can edit the Portfolio, add items, or make deletions at any time during the
semester until you Submit the portfolio.
Your assessors will be able to monitor your progress and give feedback throughout the semester
as you update your Portfolio. Your assessors will not automatically be notified when you attach
artifacts. If you would like an assessor to give you feedback on the artifacts that you have
attached before you submit your Portfolio, you should notify your assessor by email.
You will be able to see any Completed assessments completed by your assessors by going into
the Assessments tab of the Portfolio. (If they have not yet been completed, these will show up
as blank assessment forms.)
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Recalling Portfolios
To recall (or un-submit) a portfolio, select the portfolio by clicking the checkbox to its left in the
Browse Portfolios screen. Then click the recall button above the row of checkboxes. This will
recall your submission of the selected portfolio and allow you to edit and re-submit it. You cannot
recall a portfolio once the due date has passed, or if assessment on it has begun.
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= 2 ¥
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@5 i, g Revew i Progress Aspasamant 03162008 03512010 02.00 AM

' :\ : - To recall a portfolio, click the box in front of the '

| porifolio name and then click on the "recall” button.
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Field Experience

A “field experience” is a record of a student’s work in the field. Field experience templates are created by
the University and are sent out to students at the appropriate time during the semester. Students
(MED/EDS) are required to fill out the “EDU Application to Enroll in Field Experience and Agreement
Form” in Tk20 and to ask the onsite supervisor to fill out the agreement form and forward the hard copy
agreement form from the onsite supervisor to the Division of Education at William Woods University.
When a student submits a field experience, it is reviewed by his or her capstone instructor and onsite
supervisor.

Field Experience (Quick Reference)
See detailed description below for more information.

Browsing and Editing Field Experiences
1. You can view and edit field experiences by clicking on the Field Experience tab. This will display
the Field Experiences screen.
2. Toview or edit a field experience, click on its Name. If the field experience has already been
submitted for assessment, you will not be able to edit any of the items in the field experience.
3. At any point during the field experience creation process, you can click the Save button at the
bottom of the screen to save your work and go back to the Field Experiences screen.

Attaching and Submitting a Field Experience for Review

1. Click on name of the Field Experience Binder you wish to complete.

2. Click on the sub-tab of the section that you would like to complete.

3. Click on the name link of the artifact that you would like to attach.

4. You will see a list of all artifact templates of this type that have been created in your artifacts tab.

Select the correct one by placing a check mark in the box next to it and click Add.

Complete the same steps for each artifact template you are required to add to the binder.

Each time you attach another artifact to the FEB, click Save at the bottom of the page. DO NOT

hit the Complete button until the FEB has been completed in its entirety.

7. Keep in mind that you can edit the FEB, add items, or make deletions at any time during the
semester until you Complete the FEB.

8. Your assessors will be able to monitor your progress and give feedback throughout the semester
as you update your FEB. Your assessors will not automatically be notified when you attach
artifacts. If you would like an assessor to give you feedback on the artifacts that you have
attached before you submit your FEB, you should notify your assessor.

9. You will be able to see any Completed assessments completed by your assessors once they
have been completed by going into the Assessments tab of the FEB. (If they have not yet been
completed, these will show up as blank assessment forms.)

ou

Recalling Field Experiences
1. To recall (or un-submit) a field experience, select the field experience by clicking the checkbox to
its left in the Browse Field Experiences screen, then click the recall button above the row of
checkboxes. This will recall your submission of the selected field experience and allow you to edit
and re-submit it. You cannot recall a field experience once the due date has passed, or if
assessment on it has begun.
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Field Experience (Detailed Description)

Browsing and Editing Field Experiences:
1. You can view and edit field experiences by clicking on the Field Experience tab. This will display

the Field Experiences screen.

Qillie m,

& Training

Fleld Exporience Fleld Experiences "
v Fleld Experlence .
B ok
M2
Due Date
l 0611672002 1123 AM 05032010 9200 AM Opon For Editing On stio
Litvarlos

To view the Field Experiences, click on the
Field Experience tab.

2. Toview or edit a field experience, click on its Name. If the field experience has already been
submitted for assessment, you will not be able to edit any of the items in the field experience.
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3. At any point during the field experience creation process, you can click the Save button at the
bottom of the screen to save your work and go back to the Field Experiences screen.
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Attaching and Submitting a Field Experience for Review
10. Click on name of the Field Experience Binder you wish to complete.
11. Click on the sub-tab of the section that you would like to complete.

Fiadd Experionce

Fisld Experionce Edit Flelg Experience 1

~ Field Exporience
Estroisens

Q0o

Urarles

Field Experionce |
Field Expenence 1
Desception Mom&:ubshn w9 padadie for your EDU 557 Fiel 21 G
Socsesasiegiomm of Ao e seiend sowe ) Click on the name of the Field K.

N Experience Binder you want to

e e vos o e o] complete. Then click on the sub-tab
regitoar office » .
of the section you would like to

Field Experience Activities complete.

By the compiotion of the Couse, students Me exped

4

» 240 10tal howes, evanly Eatnbuted “under’ each 1ISUC
2t3020:d with 2 maimum of 3 howrs per activiy) related to and Ssted wnder aach of the educational admnistiation perfrmance eas lated abowe in tho Cowse
Dascrigtion andior Faeld Expanence Handbook

(HOTE - The student must gelect ong of the two sedfication tevel; (Slementary o 'secondany] 3t which their buiding level acteities will be compisted The
grade brvel Jelected must 5o Macch th orace level DALt Conlicaton of the onsae Fiold Expenence Superdscr as well, DESE centfcation
designates Elgmentary K-3 mid Secondary 7-42)

12. Click on the name link of the artifact that you would like to attach. If no appropriate link is
present, you can use the “add new” button to add an appropriate type.

13. You will see a list of all artifact templates of this type that have been created in your artifacts tab.
Select the correct one by placing a check mark in the box next to it and click Add.
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14. Complete the same steps for each artifact template you are required to add to the binder.

15. Each time you attach another artifact to the FEB, click SAVE at the bottom of the page. DO NOT
hit the Complete button until the FEB has been completed in its entirety.

16. Keep in mind that you can edit the FEB, add items, or make deletions at any time during the
semester until you Complete the FEB.

17. Your assessors will be able to monitor your progress and give feedback throughout the semester
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as you update your FEB. Your assessors will not automatically be notified when you attach
artifacts. If you would like an assessor to give you feedback on the artifacts that you have
attached before you submit your FEB, you should notify your assessor.

18. You will be able to see any COMPLETED assessments completed by your assessors once they
have been completed by going into the Assessments tab of the FEB. (If they have not yet been
completed, these will show up as blank assessment forms.)

Recalling Field Experiences
2. To recall (or un-submit) a field experience, select the field experience by clicking the checkbox to
its left in the Browse Field Experiences screen, then click the recall button above the row of
checkboxes. This will recall your submission of the selected field experience and allow you to edit
and re-submit it. You cannot recall a field experience once the due date has passed, or if
assessment on it has begun.
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End-of-Course Survey

At the end of each course, you will be asked to complete an end-of-course survey. Surveys completed in
Tk20 are directed to a database where results are aggregated. The course instructor does not have
access to the survey. Instructors will receive an aggregate report of the survey results after grades for the
course have been submitted.

The survey can be found in two places.

1. You may find the survey by selecting the Home tab, and then by looking at the Pending Tasks section
in the body of the page. Select the survey link listed.
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2. You are now at the survey screen.
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3.Select the Survey Form tab to begin completing the survey.
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The survey is divided into sections. Please make sure that you complete the approprlate section for your
course. Students taking the course online begin approximately halfway down the page. Face-to-face
courses involve the first half of the survey.

[reagros

4. There are four buttons at the bottom of the page. The Save button saves the survey and allows you to
work on the survey at a later time. You are returned to the home page after clicking the Save button.

The Submit button sends the survey to the administrator, and locks you out of survey.

You must select the Submit button for your survey to be included in the database
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CIFiom Somewhere elae
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10 complete this course?
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Tk20 Frequently Asked Questions

Where do | find the course syllabus, letter to students, and other handouts?

Go to Courses tab > My Courses > Handouts tab > Click on the plus sign next to the course folder. Each
folder will need to be opened using the plus sign. Syllabus is the document with the course name—
usually found in the next-to-last position in the list.

Where do | find assignments for the course?
Go to Courses tab > My Courses > Select the course you want>Activities tab>Select the assignment you
want.

What do | do when | can’t see the artifact template from drop-down menu?
Call the Helpdesk.

| can’t upload files. | only get an error message.
Contact the Helpdesk because an Administrator has to give you disk space in your account.

| sent the wrong assignment or | sent an assignment that wasn’t finished. How can | get it back?
To recall an assignment go to the Courses tab>Coursework>Assignments>check the box next to the
assignment you want back and click Recall. You may recall an assignment only if the instructor has not
begun scoring it.

Where do | see how my instructor assessed my work?

Go to Courses tab > Activities tab > Look for status of each assignment. If it says “Assessment
Complete” > Click on name of the assignment > Assessment tab > Click on name of the rubric to view
graded rubric.

Where is the forum discussion topic for my cohort?
Go to your Courses tab and select Current Courses. Click on the course # of the appropriate course.
Then select the Communication tab>scroll under the calendar>click on the forum for YOUR cohort.
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WWU Tk20 Support

Tk20 Support manuals for students and for faculty are available for every course in the Course Handouts
section of the Tk20 system. You can also find a link to the documents under the News section on the
Tk20 homepage.

For questions regarding the Tk20system, please contact your system administrator:

Administrator: Helpdesk

Email: helpdesk@williamwoods.edu

Phone: (573) 592-4224

Hours: 8 AM to 4:30 PM Monday through Friday.

Additional Contacts:

Dr. Katricia Pierson
katricia.pierson@williamwoods.edu
(573) 592-1107

Dr. Roger Wen
rwen@williamwoods.edu
(573) 592-1177
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