
Uploading Artifacts in My Learning Plan 

Choose: My Evaluations 

Choose:  Artifacts Files 



Choose:  Add Artifact 



1. You need to type in the name of the file/artifact.  Does not 

need to match the exact name of file.   An example could be:  

Fall 2016 SLO Data   

** You can type it in or you can copy and past the name of the 

file you upload next to where it says “File (50 MB Max):” 

1. Type the 

name of the 

file/artifact. 

Option 1a. Copy and Paste name after you upload file into field.  



1. Enter a name for your file.  

2. Write a brief description—to help you know what the file is or 

why you uploaded it as an artifact.  

3.  Choose the type of artifact from the drop down menu.  

1.  

2.  

3.  

Click on the Drop Down Ar-

row to expand the selec-

tion.  

 

Click on the Drop Down  

Arrow again after you have 

made your selection in the 

check boxes.  



Choose the category or 

categories from the 

drop down menu.  

 

Click on the Drop Down 

Arrow to expand the se-

lection.  

Click on the Drop Down  

Arrow again after you 

have made your selec-

tion in the check boxes.  



In the Alignment section you need to choose the rubric and criteria.  

 

Choose Rubric from drop 

down menu.  

Choose Criteria from 

drop down menu.  

You can check more than 

1 box. 

Select the Green  

Circle with white 

plus sign  

(Add Criteria).  



Select your 

File Type:  

File or URL. 

For a File:   Select the File Upload Button.  You will need to choose the 

file from your documents.  

For a URL:  Copy and paste the URL address of your document/artifact.  

(This applies to Google Docs) 



You do not need to “Notify Admin” 

 

Choose “SAVE” 

 

The URL takes a few moments to upload after you choose “SAVE”.  

 

The saved document  or URL it shows up under Artifact Files.  

Click on the document icon to download or open URL.  



If you are uploading an artifact and it is evidence for multiple compo-

nents in the Danielson Framework you repeat the process of choosing 

rubric and criteria for each of the components you want to attach the 

artifact to.  



The “pencil” icon allows you to edit information about your uploaded 

artifact.  

After you make changes make sure and “SAVE” 

Artifacts did not transfer over from Teachscape.   

Please re-upload as many as you can.  

Those of you who kept artifacts in Google, can just upload the Google 

link.  

 

You are responsible for artifacts for domains 1 and 4.  

Artifacts:  Quality over Quantity 

About 3 artifacts per domain component.  



Use your help button to access addition information or a 

different  version of the explanation on how to upload  

artifacts or any other task in the process. 


