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Assessment Portfolio 
 

1. Login into myCI, then click on folioCI link under my links. 

 

Creating Attaching Electronic Artifacts   
1. Click the Portfolios tab. 
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2. Any portfolios that you must complete are listed here. Click the portfolio Name that you would like 
to work on. 

 

3. You are now viewing the portfolio contents, portfolio tabs are displayed across the top. The tabs 
organize and contain different parts of the portfolio. The first tab is basic information containing the 
name and description of the portfolio. Click the Artifact Wizard icon to attach work into your 
portfolio. 
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4. Listed here are all assignments which you are required to attach. Select the link Click here to 
Attach under title to append or create an assignment. 

 

 

a. To create a new artifact select the Create a new artifact option and the continue button, 
or select an artifact from the list of all previous created artifacts that is displayed bellow. Select 
the Circle Button to the left of the assignment Title you wish to attach.  
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b. Click the Cancel button to exit. Click the Continue button to proceed.  

 
 

c. If you continue with attaching a new artifact, click on the Choose File button, to select the file 
you wish to upload. The file name will automatically default as the Title of your artifact. You 
may change it if you wish. 

 
 

d. If you wish to attach an additional file to this artifact, click on the link that reads, Click to 
attach another file, locate to the right of the browse button. When you are finished with this 
artifact, click Save to attach it to the course binder.  
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5. If you selected an artifact on step 4a, then this window will be displayed after pressing continue. Click 
the OK button. 

 
 

6. Notice below that there is a newly attached assignment. Click the Save button to keep your work and 
return to the portfolio at a later time. Click the Submit button if you are finished with your portfolio. 
To quit without saving or submitting, click the Cancel button. 
 

 
 

7. If you selected submit on the previous step, this window will be displayed. When you are ready for 
your portfolio to be assessed click the OK button. 
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8. The Status of your portfolio changes from Open for editing to Review in Progress. 

 

Help Resources   
Online Tutorials: 

Tk20 has step-by-step tutorials located by clicking Help in the upper right corner of the screen 
(except the login page). This will take you to a page where you may select the role that best 
describes you. Once you click on a role, you may view all resources available to that role by 
functionality. 

 

If you have any problems using this how-to guide, we appreciate any feedback at 
islas.uea@csuci.edu, subject: “folioCI Guide”.  
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