
 
 

 
You will be creating your portfolio for your program through an online system called Chalk & 
Wire.  You need to purchase a subscription to Chalk & Wire through the bookstore.   
 
The log in page for Chalk & Wire is www.chalkandwire.com/uark  If you forget the address, you 
can go to the webpage for the college of education and health professions 
http://coehp.uark.edu/ , and click on the chalk and wire icon (scroll down the page to find it).  
The first time you log in you will have to ñregister as a new userò.  Specific instructions for this 
are available at http://coehp.uark.edu/5509.htm - choose ñActivating your accountò. 
 
Once you log in, you will need to add the portfolio for your department to your account.  At a 
later date, you may end up adding additional portfolios (some professors are creating course 
specific portfolios).   
 
To add the portfolio for your department, go to the tab titled ñMy Portfoliosò and join the 
department titled ñSpecial Educationò. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Under the ñMy Portfoliosò tab, click on ñAdd New Portfolioò. 

 

 

Instructions to CIED 3023  
Survey of Exceptionality Students 

http://www.chalkandwire.com/uark
http://coehp.uark.edu/
http://coehp.uark.edu/5509.htm


In the ñAdd Portfolio Screenò BE SURE TO CHOOSE THE TABLE OF CONTENTS for ñCIED 
3023 Survey of Exceptionalityò.  If you do not do this, you will not be able to submit your portfolio 
to your professor for assessment. 
 

 
 
You can also pick which theme you want for your portfolio.  (Itôs kind of like picking a theme for a 
power point slide ï youôre picking the color scheme for your portfolio here).  You can pick any 
theme you prefer, and you can change it later if you want to.  (Use the edit details button to get 
back here later.) 
Then, scroll to the bottom of the page and click OK! 
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This will take you directly to your portfolio.  You can add content to the home page if you want 
to (like a photo of you teaching, or a general reflection about your portfolio), but YOU CAN NOT 
POST ASSIGNMENTS TO THIS PAGE.  If you do, you will not be able to submit them for 
assessment. 

 
To post assignments, you will want 
to be SURE that you are on the 
page for the correct assignment.  
Letôs say you are going to submit 
the philosophy statement you wrote 
for Professor Jupiter.  He told you to 
put it under the knowledge tenant in 
your portfolio.  The first step would 
be to select knowledge.   Once you 
are on THAT page, you can click 
ñAdd Contentò.  Keep in mind, 
WHICHEVER PAGE YOU ARE ON 
WHEN YOU CLICK ñADD 
CONTENTò will determine which 
Rubric is available to assess your 
work, so this is a VERY important 
step. 
 
 
 
 
Before you add the documents to 
your portfolio, be sure to save them 

in a way which will indicate to your assessor which rubric it relates to.   
Since many professors will end up looking at your department portfolio, I would recommend 
making it easy for them to find the assignment you need them to asses.  That is why in my 
example, I saved my document for Professor Jupiter as ñProfessor Jupiter Philosophy stmt 
CIED 3003ò Be SURE that the document is saved under a name that ties it to the assignment 
that is being assessed.  Ideally, you can ask your professor how he/she would like the 
document to be named when you save it (I would highly recommend asking your prof. how 
he/she would like it named). 
ALSO, you should ask how he/she would like it saved!  Different versions of Word can cause 
problems ï save as a 97-03 Word document if possible.  Or, we recommend that you save the 
document as a pdf.  Pdf software is available online, hereôs one that is recommended by chalk 
and wire.  This link 
https://www.chalkandwire.com/help/contexthelp/manuals/ManageFiles/Word_usePrimoPDF.pdf 
will tell you how to download that software for free. 
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Once you click on ñAdd Contentò you will get this screen: 
 
 
 
 
 
 
 
You can ñget helpò any 
time. 
 
 
 
You can add a title and 
text to the page  
 
 
 
 
 
 
 
 
 
You can add a photo(s) 
 
You can add a document 
(anything that would 
attach to an email). 
 
 
 
You can add a link to any 
internet page. 
 
 
 
 
 

 
To add your three lesson plans for Best Practice, for example ï you will go to the Artifact 
section, click on ñBrowseò, find your document, click ñUPLOADò and repeat for each document.  
If you donôt click on ñUPLOADò you will not actually attach your document.  Again, before you 
ñuploadò, be sure that the document is saved with a title and in a format that will link it to the 
appropriate part of the rubric. 
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It will be your responsibility to organize this in a way that is easy for your professors to follow!   
 
 
 
 

 
 
As you develop your page for say, 
ñknowledgeò, notice that you can 
organize your page in to sections 
by adding titles and a little 
descriptive text to the webpage. 
 
 
 
 
If you want to add another 
document to an existing 
SECTION of the page, then click 
the EDIT button. 
 
 
 
If you want to add ANOTHER 
SECTION, with a new title and 
descriptive text, then click on 
ñAdd Contentò. 
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If you want to see the rubric associated with the page you are on, you can click on the rubric 
link.  It is a good idea to make sure the correct rubric appears before you submit your work. 
 

Once you are 
ready to submit 
a page of your 
portfolio for 
assessment, go 
to the page you 
want to submit 
and click on  
ñSubmit 
Assessmentò.  
You will have to 
enter the last 
name of the 
professor who 
should receive 
this. 
 
Your prof. will 
get an email 
stating that you 
have submitted 
an assessment.  
She will assess 
your work using 
the rubric.  Up 
until the 
document is 
actually 
assessed, you 
can remove 
and repost it if 
you find an 
error.  After it is 
assessed, you 

          can not change it. 
 
Once she has assessed your work, you will be able to view your ratings and comments under 
the ñMy Results tabò. 
 
 
 


