Completing a Multi-Artifact Assignment in folioCl

I. Login into your myClI account.
2. Click on folioCl link, found under My Links.

My Links
Webmail for employees
Dolphin Email | for studentsfalumni
Cl Learn
Cl Records
Dolphin Files for students
Dolphin Files for employees
DOCK Online
Dolphin CareerLink
Atomic Learning

folioCl

Cl Parking Permits

Library Resources & Services

3. From the Pending Tasks section in the Home tab, click on the assignment that you would like to

complete.
Home Welcome, Marc Test
Messages
Recent Messages

Tasks
Name From Received

Preferences Course Added ., Csucl 09/22/2011

Conceptual Framework

General Farums _

Type From Received Due Date

Please send the Assignment Critical Reasoning Signature Assignment ) Assignment ., CSUCI 09/22/2011 10/31/2011

4. On the next screen click on the Artifact Wizard icon.
Edit Critical Reasoning Signature Assignment

Critical Reasoning Signature Assignment Standards Attach Artifacts Assessments Extensions Feedback
Critical R ing Sig e Assig >
B —

Please Note:

To complete Critical Reasoning Signature Assignment, you will have to create and submit one or more artifacts. You can do this using the Artifact

Wizard. Click here to begin.

Assignment Critical Reasoning Signature Assignment m
Title ! = \

o ( ) |
Click to attach your work | @ .
N

N“ﬁc
J

Course(s) TestCourse



https://myci.csuci.edu/cas/login?loggedOut=true&service=https%3a%2f%2fmyci.csuci.edu

5. Select “l would like to create a new artifact” to create and attach your work for this assignment.
Click Continue.

P Assignment Details

Welcome to the Artifact Wizard. This will guide you on the creation/attachment/submission of your artifacts in this system.
For a detailed description of how artifacts work, Artifact Wizard.

Please select an action from the list below:

@ | would like to create a new artifact. (This will also allow you to attach/submit it to this task)
;,. | would like to attach/submit a previously created and saved artifact in the system to this task

() lam notsure.

Continue >> | | Cancel

6. Select “File” from the Artifact Type dropdown menu.

P Assignment Details

Select Artifact Type
Please Select the Artifact Type n,’/__ o File

7. Attach a file using the Browse button.

Upload Document

If you are required to attach a document to your artifact, click on the Browse button and Br Click to
select your file from the file manager. If you are not required fo aftach a document to your — attach
arfifact, you can scroll down to complete your artifact without uploading a file. & another file

8. Enter a Title for your artifact if one is not automatically created for you; a Description is optional.

e

Please upload your file using the 'Documents’ tab.
Tiue. n

| m————

Description




9. Click Save. This saves your current progress and does not submit the assignment to the instructor.
*NOTE: If you accidently click Submit, see instructions below for Recalling an Assignment.

To Save and Exit, click Save,
To Submit your Assignment, click Submit.
To Save and attach another artifact, click Next.

To Exit without saving, click Cancel.

Save Submit Mext == Cancel

0. When you need to add another artifact at a later date to the assignment, it will no longer show in your
Pending Tasks notifications.
To go back to the assignment within folioCl:
a) click on the Course tab,
b) click in Assignments on the side menu,
c) then the assignment name.

@ Channel Islands - folioCl
reritos T bscmereroon 1 P

Assignments

Edit Folders

I 1. Click on Attach Artifacts and then Click here to Attach.

New ltem @

Click here to Attach




12. A window will pop up. Select Create a new artifact and select Continue.

Attach Artifact

Select Artifarct
i@ Create a new artifact
OR

Flease select your artifact from the list below.

View Type: | File E|

Search by Title

Search

Continue = Cancel 1-250f31 Page: |1[~]

First | = Previous |

Mext =

Last




I3. A new window pops up. Click on the Please Select drop down menu, Select File to upload your file
from your computer to folioCl.

Attach Artifact ME3

Create a New Artifact

Select Artifact Type 1

Please Select the Artifact Type Please Select |L]
Please Select 2
CARR Review Assignment

CAT History Planning Commentary
CAT Literacy Assessment Commentary
CAT Science Planning Commentary
ClI Campus Event Reflection

Cl Campus Event Reflection for UEAs
Context Commentary

Context for Learning Form

Daily Reflection

Directions & Prompt for Assessment
Evaluative Criteria/Rubric

File

m

[4. Select Browse, to find the file you wish to upload on your computer. The system will automatically
give a title for your artifact (you can change it if you wish. Description is optional.). Click Save.

Attach Artifact gl

Create a New Artifact

Select Artifact Type \

Please Select the Artifact Type File hd

Upload Document |

If you are required to attach a document to your artifact, click on the Browse button and select your file from the file manager. If Browse_ | Click to attach
you are not required to attach a document to your artifact, you can scroll down to complete your artifact without uploading a file. another file

e R

Please upload your file using the 'Documents' tab.
Title*

Description

Save Cancel

I5. Click ok.

Your artifact has been attached

Ok




16. Click Save.

Weekly Learning Reflection Log Standards Attach Artifacts Assessments Extensions Feedback

Attach Artifacts

File HEALTH XI
1. HEALTH
New Item (g Click here to Attach
Submit Save Cancel

I7. When your final artifact for the assignment has been added you may click on Submit to complete
sending your assignment to the instructor.

CARR Review

o Standards Assessments
Assignment
Afttach Artifacts
File Qualtrics survey x|
1. AssessingCoursewark
Hew ltem g Click here to Attach
: Submit | Save Cancel

Saved the wrong artifact?
If you realize that you have saved an artifact in error, then you have the option to delete it, if you have not yet
submitted the assignment or project.

I. Click on the Courses tab.

@ Channel Islands - folioCl Gszo
[ vomo QTN rsacts | Portotos | bocamentoom | Fes xporence | v | Logon
My Courses

‘Current Courses’| Previous Courses | Future Courses | Pending tasks




2. Click Assignments from the left hand navigation.

& Channel Islands - folioCl
[ ome T Arttacts | Portiotos  Document Room ] Fied Experence |
Assignments
=4 o
Name
Assignments # [7] Pre Self-Assessment Assignment Test Cou
“ [ Eall 2012 Critical Assignment Test Cou
& Inbox Reasoning
& Sent # ] Sociology capstone Assignment Test Cou
test
Projects # [7] Weekly L earning Assignment Test Cou
Reflection Log 2
(I A [7] Weekly Learning Assignment Test Cou
i Reflection Log 1
7] Weekly Hour Log for Assignment Freshms
Course Binders May 21-25 2012 Seminar
UEAs
Observations _ _
[] Social Problem Assignment SECONIL
_, ResearchPaper YEAR

3. Select the Assignment you are working on.

# [7] Pre Self-Assessment Assignment Test Cou

“ 7] Fall 2012 Critical Assignment Test Col
Reasoning

* 7] Sociology capstone Assignment Test Coy
test

7] Weekly L earning Assignment Test Coy
Reflection Log 2

i [7] Weekly Learning Assignment Test Cou
Reflection Loqg 1

[ | Weekly Hour Loqg for Assignment Freshma

May 21-25, 2012 Seminar
LEAS
[] Social Problem Assignment SECOMI

Research Paner YEAR




4. Click on Attach Artifacts.

Courses

My Courses

Coursework

Assignmentis

Edit Folders

i Inbox

& Sent

& Channel Islands
hone [N

folioClI

(Tk20

Edit University Experience Events Project

University Experience Events Project

University Experience Events Project >

Please Note:

begin.

Title

Assignment University Experience Events Project

Standards

To complete University Experience Events Project, you will have to create and submit one or more artifacts. You can do this using the Artifact Wizard. Click here @ to

Assessments

Help | Logout

e

Wizar,

RITIF,
7

5. A list of the attached artifacts will come up. To delete the incorrect attached artifact click on the
gray box with a black X then click save.

Courses

My Courses

Coursework

Assignments
Edit Folders

i Inbox

& Sent

Projects

Quizzes
Exams

Course Binders

& Channel Islands
vome TN

Edit University Experience Events Project

University Experience Events Project

folioCl

Standards Attach Artifacts

Type Title
File 1st Reflection journal

1. 1st Reflection journal XI
File 2nd Reflection Journal

1. 2nd Reflection Journal X
File ard Reflection Journal

1. 3rd Reflection Journal X
File Resume

1. Resume XI
New ltem Click here to Attach
Submit Save Cancel




Recalling an Assignment

If you realize that you have submitted an assignment or project in error, then you have the option to recall
it, only if the assessment of the assignment or project has not been started.

I. Click on the Courses tab.

2. Click Assignments from the left hand navigation.
3. Select the Assignment you want to recall.

4. Click on the recall button.

Q) Chafglge! Islands - folioCl ka20

| Home (TSR Artitacts | Portfollos Fleld Experlence Help | Logout
\\‘_\_\_'_/

Assignments

Assignments 4,

- | Move to Folder: + |
Sent
[ame Type Course Status By Due Date
— |
| [w__o‘I ! jriﬁ?:aﬂ Reasoning Signature Assignment Test Assessment o 10/31/2011
“__Assignment Course Pending CSUCI 11:55:AM

5. This will change the status of the assignment from Assessment Pending to Open for Editing.
6. Click on the assignment and resubmit your assignment through the Artifact Wizard.

| Move to Folder: % |

E=

Name / Type Course | Status . :;nt Due Date
Il 1
¥ [ Critical Reasoning SEnatura Assignment Test . Open For - 10/31/2011
Assignment Course ' Editing CSUCI 11:55:AM

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