Steps for Submitting Artifacts

Create account

Go to https://pilweb.pil.jmu.edu/vcop/login.aspx

Click on “Create Account” in the blue bar of the login box.

Use the password for your VCOP. Your VCOP Manager can supply this password.
Enter information. Once you have submitted, your username will show up at the bottom
of the box. Your username will be the first six letters of your last name plus your first
and middle initial.

Complete the Essential Conditions Survey and Self-Assessment.
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Go to https://pilweb.pil.jmu.edu/vcop/login.aspx

Login with your username and the password you selected when you created the account.
The first time that you log in you will only have the option to go to the Essential
Conditions Survey. You will need to complete the survey before you can do anything
else.

Once you complete the survey, you will have the option to complete the self-assessment.
You will need to complete this before moving onl

You will now have a “View Current Status” link. 1
Click here and you will see a table of the
performance indicators.

Each letter represents the performance indicators
for each particular standard. Click on the VA
performance indicator to submit artifacts for that VI| A
indicator.
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For each performance indicator, you have the following options — You can click on
Description for a description of the indicator, Plan to enter ideas in your Individual
Development Plan, Evidence for suggestions for artifacts, Model for examples of
submissions made by other teachers, or Portfolio to submit your artifact.

Standard I. Technology Operations and Concepts

Rubric
I.A

Request Evaluation

Has mastered all of Exceeds is Not
the state required Available for this
technology Rubric.

When you click on Portfolio, you will select whether you want to upload a new artifact or
update an existing artifact.
Select Upload/Link New Artifact.
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A https:/pitweb. pil.jmu.edu - Create New Artifact - Microsoft Internet Explorer

Create A New Artifact - Step 1

Give this artifact a meaningful name | =
Give this artifact a meaningful name (Gere o mie e
{title) :

Is this artifact a URL (link) or are

you uploading a file? [Upload &%

| Browse...

Please Choose the File to Upload \

Please describe the general nature
of the artifact (e.qg., .jpg, R
Document) h any
directions for v

Please describe (e.g. explain)
the evidence noted here satisfies
the requirements of the performance
indicator above. Please be specific.
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e Upload your artifact.

Give the artifact a title.

Select whether you want to link to a location on the web or upload a file. If you want
to upload a file, select “upload.” Browse to locate the file.

Complete the description. This provides information about the file. Is it a JPG or
PDF file. Do you need a particular program, i.e., Word, to open the file? Does the

Evaluator need a particular program to view the file?

Complete the reflection. This is an important part of the process. It provides the
explanation for why the artifact meets the standard and lets the evaluator know what

to look for in the artifact.

4. Request Evaluation. Once you have submitted everything that you want the evaluator to
consider, click on Request Evaluation.

Standard I. Technology Operations and Concepts

Rubric
I.A

he state required

Request Evaluation

svailable for this

technology Rubric.

5. Check your status. Evaluation Summary will let you see the status of the artifacts. Once
the artifact has been evaluated, the table of performance indicators will be color coded.
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