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OCSE Faculty Instructions for Anthology Portfolio

First Time Log in to Portfolio:
Go to wku.chalkandwire.com/Login.aspx

Click on “Forgot your password?” link under the LOGIN button

14
WKU

Login Name or Email

Password

[ NEW USERS REGISTER HERE ]

Guest Users
RETRIEVE LOST INVITATION

If you are having trouble logging in. please contact
Chalk & Wire Help: CWhelp@wku.edu

anthology
Portfolio

Formerly Chalk & Wire

2022 Anthology Inc. ©

Enter your WKU email address and click the “Submit” button. You will receive an email with further
instructions to follow.

PASSWORD RECOVERY

Enter your Login Name or email address and we'l

send you your password.

Login Name or Email /
SUBMIT

RETURN TO LOGIN

STILL CAN'T RECOVER IT?

If you cannot recover your password, please
contact the administrator at your university or
college before contacting Anthology. This person
can reset your password temporarily to let you in.
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OCSE Faculty Instructions for Anthology Portfolio

Returning Log in to Portfolio:
Go to wku.chalkandwire.com/Login.aspx

Your Login Name is your WKU email address

You should have reset Password the first time you logged in to Portfolio

[ NEW USERS REGISTER HERE ]

Guest Users
RETRIEVE LOST INVITATION

If you are having trouble logging in. please contact
Chalk & Wire Help: CWhelp@wku.edu

anthology
Portfolio

Formerly Chalk & Wire

© 2022 Anthology Inc. @
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OCSE Faculty Instructions for Anthology Portfolio

Create a new Portfolio:
From your Dashboard view, click on “Portfolios”

WALKTHROUGH | USER GUIDE | SEEWHATS [NEW)

@ Dashboard

o
e | mmis | Emsmeers | Ao | ey | e | G | e J Dt Tab
0.97 \ /
Stuart Burris Faculty Portfolio
1.0 1.0 0.0

Click on “Go to My Portfolios”

WALKTHROUGH | USER GUIDE | SEEWHATS [NEW)

® Dashboard

2
Overview  Portfolios | Pendin a Reportl® 5

Portfolio Progress

View:
Portfolio Wateh List v
You haven't added an olios to your watchlist.

Go to My Portfolios

Click on “New Portfolio”

i
14 % @ BB E StuartBurisv

WKU

WALKTHROUGH | HOW DO | SUBMIT COURSEWORK?

B My Coursework

My Portfolios () Show Hidden My Assignments (] Show Submitted
15 v |records per page Show  hide columns | | Print || CSV || ClearSort | Searchi You have no active gnments
Name Table of Contents. Workspace Department Modified
Stoart Burrs Facuty Portfolo ocsE Facuty Portolio Ogoen Cotege of science ang 2022-07-27
Engineering

—Previous | 1 | Next— Showing 1to 10f 1 entries

Excel Viewer / CSV Viewer

Chalk & Wire Help: CWhelp@wku.edu

© 2022 Anthology Inc. @  antnoiogycom
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OCSE Faculty Instructions for Anthology Portfolio

Select a Table of Contents (e.g. OCSE Faculty Portfolio) and give your portfolio a name (e.g. Firstname
Lastname Faculty Portfolio), then click the “Create” button

Create New Portfolio
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OCSE Faculty Instructions for Anthology Portfolio

Access/Open your Faculty Portfolio for Editing:

From your Dashboard view, click on “Portfolios”

WALKTHROUGH | USER GUIDE | SEEWHATS [NEW)

@ Dashboard

Overview  Portfolios

0.97 \ /
Stuart Burris Faculty Portfolio
1.0 1.0 0.0

Click on “Go to My Portfolios”

WALKTHROUGH | USER GUIDE | SEEWHATS [NEW)

® Dashboard

Fr Make Detout Tab

You haven't added an olios to your watchlist.

Go to My Portfolios

Click on your Faculty Portfolio, then on “Edit Portfolio”

WALKTHROUGH | HOW DO I SUBMIT COURSEWORK?

B My Coursework
. R ) v Assignments EP—

Show / hide columns | | Print || €SV || ClearSort | Search: You have no active assignments
Workspace Department Modified
Ogaen Colege o Science and 2022-07-21
Engineering

Showing 1to 1 of 1 entries

Excel Viewer / CSV Viewer
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OCSE Faculty Instructions for Anthology Portfolio

Upload Curriculum Vita:
Navigate to the Curriculum Vita folder by clicking on that folder title

EDITING WALKTHROUGH | SUBMISSION WALKTHROUGH | HOW DO | ADD AND SUBMIT WORK2

@© RETURN TO MY COURSEWORK «

Stuart Burris Faculty Portfolio i

©0 Overdue Submission(s) © 0 Submission(s) Due Now g Upcoming Submission(s) ® 0 submitted © 0 Resubrmission Requestls)

) + Setup
‘OCSE Faculty Portfolio

4 B Facuty Portrolic + How will | be assessed?

B © curicuum vita

B STE Evalustions

Sharing

Secure Sharing URLs

© Share this Page

EDITING WALKTHROUGH | SUBMISSION WALKTHROUGH | HOW DO | ADD AND SUBMIT WORK2

© TABLE OF CONTENTS

2] B Curriculum Vita

/)

Add Content Submit When Ready N e

OCSE Curriculum Vitae
Acknowledgement
NOTSUBMITTED

ADD CONTENT

T ext Block

2 paarie
® Modified: 2022-08-0810:02.06

# 3oumaiEntries

I Form

& Linkto a Portfolio Page

No content has been added to this page yet.

Click “Insert Content Here”

EDITING WALKTHROUGH | SUBMISSION WALKTHROUGH | HOW DO | ADD AND SUBMIT WORK2

© TABLE OF CONTENTS.

[25] B curriculum Vita

Add Conte Submit When Ready e
OCSE Curriculum Vitae
Acknowledgement
/| ADDCONTENT Cancel
NOT SUBMITTED

el Curriculum Vita ® Maodified: 2022-08-08 10:02:06

b Instructions & Resources

@ nsertContent Here

Next Page >
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OCSE Faculty Instructions for Anthology Portfolio

Drag and Drop your file or select another appropriate file upload option from the buttons on the right

Wi I\ % 5 @ eoo o

EDITING WALKTHROUGH | SUBMISSION WALKTHROUGH | HOW DO | ADD AND SUBMIT WORK2

© TABLE OF CONTENTS

[25] B curriculum Vita

/]

Add Content Submit When Ready
HoTSEMTTED
Q Curriculum Vita ©® Modified: 2022-08-08 10:02:06
) Instructions & Resources
Seewinats new sximum File Upload Size: 300 M. Cancel | tmsertfiies
8 Choose from File Library
Drag Files Here to Add 3 Choose from Dropbox

4 Choose from OneDrive
Choose Files

& Choose from Google Drive

Once the correct file is showing, click the “Insert Files” button

© TABLE OF CONTENTS

[25] B cCurriculum Vita

/]

Add Content Submit When Ready

#00 conTENT . Nor SuBMITTED

@ Modified: 2022-08-0810:02.06

Q Curriculum Vita

b Instructions & Resources

Drag Files Here to Add 32 Choose from Dropbox

See wihat's new, Maximur File Upload Size: 300 MB Cancel

@ Choose from OneDrive
Choose Files

& Choose from Google Drive

Burris CV-uly 2022 pdt
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8



OCSE Faculty Instructions for Anthology Portfolio

Submit Curriculum Vita:
Once your Curriculum Vita is uploaded, click the “SUBMIT” button

EDITING WALKTHROUGH | SUBMISSION WALKTHROUGH | HOW DO | ADD AND SUBMIT WORK2

® TABLE OF CONTENTS

22 B cCurriculum Vita

% ©

¥ Add Content Submit When Ready

Jrp— .

Q Curriculum Vita

b Instructions & Resources

fe [®  Buniscv-duy 2022

Select the “OCSE Portfolio” as the Assessor when prompted, as noted in the instructions frame.

Submitting Content Close

BAMY NOT SUBMITTED |
£ OCSE Curriculum Vitae Acknowledge!
Enter the Name(s) of the 0r(s) to Whom You W
IOCSE Portfolid I

OCSE Portfolio

to Submit:

Jrp— .

fed Curriculum Vita

~  Instructions & Resources.

All full-time faculty must upload an updated curriculum vita annually and include 3 visible marker saying Updated. (with the date of update] at the top of the page. Only the most current CV should be available. An vitais
ity d for both d other program

Please select "OCSE Portfolio” as the Assessor when prompted during subrmission.

2023 Edition — Version B
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OCSE Faculty Instructions for Anthology Portfolio

Click the “Submit” button

Submitting Content Close

BTN NOT SUBMITTED

£ OCSE Curriculum Vitae Acknowledgemel

s) to Whom You Wish to Submit:

Enter the Name(s) of the Asse;

Type here

OCSE P

Jrp— -

fed Curriculum Vita

~  Instructions & Resources.

All full-time faculty must upload an updated curriculum vita annually and include 3 visible marker saying Updated. (with the date of update] at the top of the page. Only the most current CV should be available. An vitais

d for both d other program

Please select "OCSE Portfolio” as the Assessor when prompted during subrmission.

You should then see confirmation that the status is now “SUBMITTED”

EDITING WALKTHROUGH | SUBMISSION WALKTHROUGH | HOW DO | ADD AND SUBMIT ORI

© TABLE OF CONTENTS

[25] B curriculum Vita

Submitting Content Close

B/ATS) SUBMITTED

+ Content Submitted
Congratulations! Your work has been successfully submitted. Use the Review Submission feature below to review your work, add comments, and tag submitted content

Assessor Assessment Instrument Page Submitted
Sortalio, OCSE = OCSE Curriculum Vitss Acknowiedgement Curcutum Vits 2022-08-08

REVIEW SUBMISSION

2023 Edition — Version B
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OCSE Faculty Instructions for Anthology Portfolio

Upload Annual Activity Report:
Navigate to the Annual Activity Report folder for the appropriate year by clicking on that folder title

EDITING WALKTHROUGH | SUBMISSION WALKTHROUGH | HOW DO | ADD AND SUBMIT WORK2

© RETURN TO MY COURSEWORK

ER  Stuart Burris Faculty Portfolio w

L] 0 Due Nows Qfff omitted @ O 0 Resubmission Request(s)

+ Setup

OCSE Faculty Portfolio

' Enabla Table of Contents Edit Mode

B
Bsm

4 B woRrkLoap boCu

+ How will | be assessed?

Sharing

Secure Sharing URLs

© Share this Page.

Click “ADD CONTENT” and then “Add File”

L= @ EEE StuartBurrisv

EDITING WALKTHROUGH | SUBMISSION WALKTHROUGH | HOW DO | ADD AND SUBMIT WORI2

© TABLE OF CONTENTS.

[25] B 2021-22 Annual Activity Report

©

Submit When Ready

® Modified: 2022-07-27 101118

Link to a Portfolio Page

Click “Insert Content Here”

]

EDITING WALKTHROUGH | SUBMISSION WALKTHROUGH | HOW DO | ADD AND SUBMIT WORI2

© TABLE OF CONTENTS.

[25] B 2021-22 Annual Activity Report

Submit When Ready

E Annual Activity Report
Acknowledgement

EEEE NOT SUBMITTED

2021-22 Annual Activity Report ® Modifie

@ nsert Content Here

2023 Edition — Version B
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OCSE Faculty Instructions for Anthology Portfolio

Drag and Drop your file or select another appropriate file upload option from the buttons on the right

14 ;
WKU . L= @ D@ Stuart Burrisv

EDITING WALKTHROUGH | SUBMISSION WALKTHROUGH | HOW DO | ADD AND SUBMIT ORI

© TABLE OF CONTENTS.

[25] B 2021-22 Annual Activity Report

% ©

 Add Content Submit When Ready
HoTSeMTIED
Q 2021-22 Annual Activity Report @ Modified: 2022-07-27 10:11:18
»  Instructions & Resources
See what's new aximum File Upload Size: 300 MB. Cancel | tmsertfies
8 Choose from File Library
Drag Files Here to Add 33 Choose from Dropbox

@ Choose from OneDrive
Choose Files

& Choose from Google Drive

Once the correct file is showing, click the “Insert Files” button

© TABLE OF CONTENTS

[25] B 2021-22 Annual Activity Report

o U

Add Content Submit When Ready

al Activity Report

# | ADDCONTENT wiedgement
4 M NOT SUBMITTED

(© Modified: 2022-07-27 101513

Q 2021-22 Annual Activity Report

b Instructions & Resources

See whats new Maximum File Upload Size: 300 MB Cancel

Drag Files Here to Add 23 Choose from Dropbox

@ Choose from OneDrive
Choose Files

& Choose from Google Drive

[]  coMPLETED_ocse.facutty_apprasalform_2022 doc

2023 Edition — Version B
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OCSE Faculty Instructions for Anthology Portfolio

Create a Link to a Portfolio Page (Curriculum Vitae) within an existing folder:
Select the folder in which you wish to create the link. Clicking on this folder name will place you in the
folder area where you can Add Content

% 8 @ BEE StuartBurisv

EDITING WALKTHROUGH | SUBMISSION WALKTHROUGH | HOW DO | ADD AND SUBMIT WORK?

Secure url has been deleted.

© RETURN TO MY COURSEWORK

BR  Stuart Burris Faculty Portfolio

®3submitted @ D 0 Resubmissi

© 0 Overdlue Submission(s) © 0 Submissions) Due Novs )8 Upcoming Submissig ion Request(s)

+ Setup

OCSE Faculty Portfolio

7 Enabla Table of Contents Edit Mode

+ How will | be assessed?

Sharing

Secure Sharing URLs

© Share this Page

EDITING WALKTHROUGH | SUBMISSION WALKTHROUGH | HOW DO | ADD AND SUBMIT WORIK2

© TABLE OF CONTENTS

22 B 2021-22 Annual Activity Report

Submit When Ready & Import Content

E Annual Activity Report

® Modied: 2022-08-08 083934

Link to a Portfolio Page

[  COMPLETED ocse.faculty_appraiss_form 2022

e

2023 Edition — Version B
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OCSE Faculty Instructions for Anthology Portfolio

Click “Insert Content Here”

#
Wl-l&,], A= a BB suertburisv

ION WALKTHROUGH | HOW DO | ADD AND SUBMIT WORIC

F CONTENTS

o ©

+ Add Content Submit When Ready N

OCSE Annual Activity Report

Acknowledgement
NTENT Cancel
NOT SUBMITTED

fed 2021-22 Annual Activity Report

b Instructions & Resources.

e [W]  COMPLETED ocse facffl sppraisal_form 2022

@  insert Content Here

Select the folder you wish to link

Internal Li

Select Page to Link
Faculy Portfolio

Facull Forfiolo

Promotion Appendices
2022-23 Workload Documents

Prior Workioad Documents

202122 Annual Actvity Report

Prior Annual Activity Reports

202122 Annual Evaluation

2021-22 Faculy Response (Optional)

2023 Edition — Version B
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Click Save

Internd Link

2023 Edition — Version B
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Submit Annual Activity Report:
Once your document is uploaded and CV is linked, click the “SUBMIT” button

EDITING WALKTHROUGH | SUBMISSION WALKTHROUGH | HOW DO | ADD AND SUBMIT WORIK2

@® TABLE OF CONTENTS

B B 2021-22 Annual Activity Report

o ©

+ Add Content Submit When Ready

#0p conTENT . orsummTeo

£ 2021-22 Annual Activity Report o

b Instructions & Resources

o [W]  COMPLETED ocse faculty_sppraisal_form 2022

fe & Curriculum Vita

Select your Department/School as the Assessor when prompted; all the Department/School names (as
programmed into Portfolio) are listed in the instructions frame.

Submitting Content Close

BANTS NOT SUBMITTED |
£ OCSE Annual Activity Report Acknow] ment
Enter the Name(s) of the A; or(s) to Whom You Wisigito Submit:

IChem\stry Departmer\ﬁ[ I

Chemistry Department

Jrp— .

Q 2021-22 Annual Activity Report

~  Instructions & Resources.

Upload your Annual Activity Report here and then submit it to your Department/School account.

Select your the prompted

OCSE Department/School Names in Rortfolio are:

Psyensciences Department
EngineeringAppliedsciences Department

2023 Edition — Version B
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OCSE Faculty Instructions for Anthology Portfolio

Click the “Submit” button

Submitting Content Close

BANS NOT SUBMITTED |
£ OCSE Annual Activity Report Acknowled, nt
Enter the Name(s) of the Ass; s) to Whom You Wish to Submit
IType here. / I

Chemi epartment

Jrp— .

Q 2021-22 Annual Activity Report

~  Instructions & Resources.

Upload your Annual Activity Report here and then submit it to your Department/School account.

Select your the prompted

OCSE Department/School Names in Portfolio are:
ricu ent

EDITING WALKTHROUGH | SUBMISSION WALKTHROUGH | HOW DO | ADD AND SUBMIT WORK2

© TABLE OF CONTENTS

52 B 2021-22 Annual Activity Rer _rt

Submitting Conteg Close

B/ATH SUBMITTED

+ Content Submitted

Congratulations! Your work has been successfully submitted. Use the Review Submission feature below to review your work, add comments, and tag submitted content

[ Page Submitted
Desariment, Chemistny I 202122 Annuat Actity Report 2022-07-27

REVIEW SUBMISSION

Submit an optional Faculty Response to an Annual Evaluation:

If after receiving your Annual Evaluation from your Chair/Director you choose to make a formal
response, you will upload the document with your response in the appropriate folder and submit it in
the same fashion you submitted your Annual Activity Report. Select your Department/School as the
Assessor when prompted.

2023 Edition — Version B
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Upload and submit Continuance packages:

Best practice is to assemble your package into a single pdf file or as an Adobe/pdf Portfolio file. The
Adobe/pdf Portfolio method will allow creation of a folder type structure that can be used to organize
supplementary documents and appendices. However, this requires having Adobe Pro and instructions
for doing this are beyond the scope of this document.

Uploading and submitting a single-file package is parallel to that for Annual Activity Reports with the
exception of which folder is selected at the beginning.

Navigate to the appropriate folder by clicking on that folder title
Upload the main narrative document

Click “ADD CONTENT” and then “Add File”

Click “Insert Content Here”

Drag and Drop your file or select another appropriate file upload option from the
buttons on the right

Once the correct file is showing, click the “Insert Files” button
Link to your CV and SITEs if required/requested by your Department/School
Click “ADD CONTENT” and then “Link to a Portfolio Page”
Click “Insert Content Here”
Select the folder you wish to link
Click Save
Repeat as needed

Once your main narrative document is uploaded and CV, etc. are linked, create a Sharing URL as
described in the document provided by the Provost’s Office called “WKU Continuance Boomi
Workflow” and as described on the next page(s).

2023 Edition — Version B
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Create a Sharing URL to a Continuance Package:
Select the year to be submitted (Year 1 shown below). When you select the Year 1 folder, the folder will
open for editing. Click to the left of the folder to return to the table of contents.

EDITING WALKTHROUGH | SUBMISSION WALKTHROUGH | HOW.DS " b SUBMIT WORIC

5 @T"  _. CONTENTS

B Year1

/4 ©

+ Add Content Submit When Ready
ADD CONTENT v
Q Year 1 @ Modified: 2022-07-12 16:30:52

b Instructions & Resources

fe @ SITE Evaluations

Next Page =

EDITING WALKTHROUGH | SUBMISSION WALKTHROUGH | HOW DO | ADD AND SUBMIT WORK2

BR  Stuart Burris Faculty Portfolio BB <

° 0 DueNow 0121

Plomitted @ O 0 Resubmission Requestls)

+ Setup

OCSE Faculty Portfolio

/ Enable Table of Contents Edit Mode

4 How will | be assessed?

Sharing

Secure Sharing URLs

© Share this Page.

DRDDDD §
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Next, use the Share dropdown to select “This Page and Its Subpages.”

L= @ B @B Stuart Burisv

EDITING WALKTHROUGH | SUBMISSION WALKTHROUGH | HOW DO | ADD AND SUBMIT WORK2

BR  Stuart Burris Faculty Portfolio wAB

®

° 0 DueNow 012 Request(s)

+ Setup

OCSE Faculty Portfolio

/ Enable Table of Contents Edit Mode

4 @ Facuty Portiolio
B ® curicuum vita
B STE Bvaations

+ How will | be assessed?

Sharing

Secure Sharing URLs

© Share this Page.

Share URL

Share.
Entire Portfolio v
Entire Portforo
“This Page and Iis Subpages
This Page Only

» Optional Security Settings.

Generate Share URL

A
Ll L = @ EIE@E StuartBurrisv

EDITING WALKTHROUGH | SUBMISSION WALKTHROUGH | HOW DO | ADD AND SUBMIT WORK2

BR  Stuart Burris Faculty Portfolio wAD = <

°
e

® 0 DueNow 012 Requestis)

) + Setup
‘OCSE Faculty Portfolio

/ Enable Table of Contents Edit Mode

4 B Facuty Portiolio
B @ curiculum Vita
B STE Evawations
4 [B) WORKLOAD DOCUMENTS

+ How will | be assessed?

Sharing

Secure Sharing URLs

© Share

Share URL
Share.

This Page and Its Subpages v
] Altow Commenting

»  Optional Security Settings.

Generate Share URL.

Associate Professor with Tenure or to Instructor I

Promotion to Professor or to Senior Instructor

2023 Edition — Version B
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This will create the Share URL.

A
Wiy % 2 @ oo e

EDITING WALKTHROUGH | SUBMISSION WALKTHROUGH | HOW DO | ADD AND SUBMIT WORK2

BR  Stuart Burris Faculty Portfolio &

° 0 Due Now 0121 ©®2submitted @ D 0 Resul

! + Setup
OCSE Faculty Portfolio

/ Enable Table of Contents Edit Mode

4+ How will | be assessed?

Sharing

Secure Sharing URLs

© Share this Page
Year1

Share URL
hitps:/wku.chalkandvire.com/ aspx2urllg=21791

Share
This Page and Its Subpages v

] Allow Commenting

»  Optional Security Settings

Update URL [y R0
msenstr | S [ @

Either email the link to yourself using the Send Email button or copy the Share URL. This is the
“Anthology URL” you paste into the Boomi Faculty Continuance Form.

EDITING WALKTHROUGH | SUBMISSION WALKTHROUGH | HOW DO | ADD AND SUBMIT WORK?

BR  Stuart Burris Faculty Portfolio

00 0 DueNow 0121 ®25ubmitted @ © O Resubmission Request(s)

. + Setup
OCSE Faculty Portfolio

/ Ensble Table of Contents Edit Mode

+ How will| be assessed?

Sharing
Secure Sharing URLs

© Share this Page.

Year1 2023-08-15 B
Share URL
ofips 7iwku.chalkandvire com/SecureUriPage aspx?urlld=2179178u=guest&cus=499
Share
This Page and Its Subpages v

(] Allow Commenting

) Optional Security Settings.

Update URL [ 1IN
msenaemail | Tveet [ @ share

m

Continue from here with the instructions provided by the Provost’s Office at Step 5 in the file “WKU
Continuance Workflow.”
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