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Submitting Assignments

Step 1: Log into Your Canvas Account

1. Enter your Username and Password.

Montclair
State
University

2. Click Log In.

NetlD

tst_harrism

Password

] Stay signed in

s 2024 MSU IT Home

_________ S —

Step 2: Access Anthology Portfolio via Assignments in Canvas

canvas

Courses ~ Grades Calendar

You have been invited to join Support 101 as a student o

- Welcome to Canvas! You've enrolled in one or more courses that have not started yet. Once 1

wrn | will zes infarmatinn ahoit them hera and in the ton navinatinn In the maantime  feal frae tn

If this is your first time accessing Canvas since being invited to a Course, you may need
to Accept the invitation to the course.

1. Locate the invitation and click Accept.

If you have already accepted the invitation to the Course, select the appropriate Course
using the navigational panel on the left-hand side of the course's screen or from the
Canvas Dashboard.
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Dashboard

Account

Dashboard

Courses Melissa Harris Shell

. Melissa Harris Shell
Calend -
SeneEr & B O @

&b

2. Using the navigational panel on the left-hand side of the course's screen, click
Assignments.

3. Locate and click on the appropriate Assignment.

Home Search for Assignment
Announcements
Syllabus
v Undated Assignments
Modules
Assignments B Lesson Planning Assignment
-/100 pts
Files
Dilserissions B The Portrait of Teaching and Learning
-/100 pts
Grades
B The Unit Plan
People - -/100 pts

4. Click in the box to Load the assignment in a new window. This will bring you into
the assignment in Anthology Portfolio.

Lesson Planning Assignment

Due No Due Date Points 100 Submitting an external tool

This tool needs to be loaded in a new browser window

Load Lesson Planning Assignment in a new window 4
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Step 3: Review the Assignment in Anthology Portfolio.

Support 101 A > Support 101 » Assignments > CW: Lesson Plan Assignment
Huma

Pleass submit your lesson plan esaignment.
Assignmants

Digcussions.

"

chalk&wire L@

Fhope " B Mike Dorrington~
Syllnbcj:-. EDITING WALK UG SUBMISSION WALETHROUGH HOW DO | ADD AND SUBMIT WORK?

Confarences ) TABLE {15

Collaborations

BN @ Lesson Plan Assignment

-.; Lesson Plan Rubric

HOT SUBMITTED

& ADD CONTENT

Ly

ﬁ Import Comtent

ﬁl Instructions:
@ Modified: 2018-01-14 11:35:17

b Instructions & Resources

Your Anthology assignment will appear on your screen.

1. To view the Assessment Instrument (rubric) that will be used to assess you, click on
its name to view it.

2. Under the Instructions heading, click on the arrow to its left to reveal the Instructions
and Resources. This will open the assignment instructions and links to any lesson plan or
other templates needed to complete the assignment.

Do not navigate away from this screen prior to adding and submitting your
work for assessment.
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Step 4: Add Content to the Assignment

1. To submit your work use the Add Content drop-down menu to select the appropriate
method for adding content: Add File, Test Block, Journal Entry, or Form.

The 'Add File' option allows you to upload files from your computer. Each file that you
upload will be placed in your portfolio, as well as saved in your File Library for later use.

1T Text Block

ala Add File @

-i"'r Journal Entries
E| Form

(& Link to a Portfolio Page

2. Click on the Insert Content Here bar that corresponds with the space that you would
like to add your content to reveal the Text Editor.

“ Insert .ontent Here

Instructions & Resources

. Insert Content Here o, ,_g

Lorem ipsum dolor sit amet, consectetur adipiscing elit, Fusce serm ante, ali
Fusce sit amet pharetra justo. Nam a diam lectus. Fusce in lacinia metus, 5u

You may add content anywhere on the page that an Insert Content Here bar appears.

You will not encounter this step if there is currently no content on the page.
A Instead the content window that you selected will open for you automatically.
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3. Select the method that you would like to use to add your files from those provided
below:

e Choose Files: This feature enables the user to upload a new file from their hard
drive to add to the portfolio page.

o Choose from File Library: This feature enables the user to select a previously-
uploaded file to add to the portfolio page.

e Choose from Dropbox: This feature enables the user to upload a new file from
their Dropbox account to add to the portfolio page.

e Choose from OneDrive: This feature enables the user to upload a new file from
their OneDrive account to add to the portfolio page.

e Choose from Google Drive: This feature enables the user to upload a new file
from their Google Drive account to add to the portfolio page.

Alternatively, simply Drag-and-Drop your file onto the window.

See what's new Maximum File Upload Size: 500 MB Cancel )

i Choose from File
Library

Drag Files Here to Add
22 Choose from

or Dropbox

Choose Files & Choose from

OneDrive

& Choose from
Google Drive
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Step 5: Choose Files and Upload

See what's new Maximum File Upload Size: 500 MB Cancel e

i Choose from File
Library

Drag Files Here to Add

or
Choose Files |

42 Choose from
Dropbox

& Choose from
OneDrive

& Choose from
Google Drive

1. Click on the Choose Files button

< = =~ SAMPLE FILES & - Moen

" BulkChangeUsarinfo
~ Impart Form Responses

Favorites

.ﬂ:’ LauraGamman

' Unit Plan Loremipsum
[ Desktop Dxrr— ) "
] VisualArts Unil Instruma y

[ chalk&wire
[ T VisualArts Unit Instrument

5 oc

81 Pictures Un
| [® Documents
ﬁ Applicatiﬂng SAMPLE FILES Lg
7 iCloud Drive _ s
%% Dropbox
) Downloads

Pl il ok

Davices

@ﬁ Choose

2. Locate and Select the file that you would like to upload.

3. Click Choose.


http://userguide.chalkandwire.com/m/Student/l/1113359-canvas-quickstart-guide-for-students-lms-login#choose-files
http://userguide.chalkandwire.com/m/Student/l/1113359-canvas-quickstart-guide-for-students-lms-login#choose-files
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See what's new Maximum File Upload Size: 500 MB Ca_@

ﬁ B-thoosefrom e
Drag Files Here to Add

22 Choose from

o~ Dropbox
Choose Files & Choose from
OneDrive

& Choose from o
Google Drive

i

D Test_File.docx v

D Document_Sample.doc

4. Optionally Remove the File from the list of file(s) that you would like to upload.

5. Click on the Insert Files button to upload your files to the assignment page.

Step 6: Submit your Work

—o——0— © o
e —

v ADD CONTENT v REQUIREMENTS MET SUBMIT WHEN READY
o Import Content

Once you have added all required work to the portfolio page, then a Submit When
Ready tag will appear on your submission page. If the Submit When Ready tag is not
shown on your page after adding your content, then please make sure that all required
content has been added to the portfolio page and that all add content windows have
been closed.

1. Click on the Submit button.
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A submission window will drop down on the screen.

Submitting Content Close

Turnitin is enabled. Assessors are able to run originality reports on submitted documents.

i NOT SUBMITTED

i1 Lesson Plan Rubric

Enter the Name(s) of the Assessor(s) to Whom You Wish to Submit:

Dani 70_/
Dani Smyder

2. Begin typing the Name(s) of the Assessor(s) to whom you wish to submit. This will be
your professor for the course. As you type, matches in the system will appear.

When the correct name appears, click on it to select it. The name will appear next to a
checkmark to indicate that it has been selected.

3. Click Submit.
Review Submission

A message will appear to indicate that your content has been submitted.



=l MONTCLAIR STATE
&7~ UNIVERSITY

Submitting Content Close

Turnitin is enabled. Assessors are able to run originality reports on submitted documents.

LI 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

Snyder, Dani &3 Lesson Plan Rubric Lesson Plan Assignment 2016-06-14

REVIEW SUBMISSION @

If you do not see the "Content Submitted" message, or the "Status: Submitted" flag,
your content has not been submitted.

10
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Submitting for the Dispositions Assessment to Your Professor
1. In your Canvas course, navigate to Assighments.

2. Locate and click on the Professional Dispositions.

= 100 pts
i [2 The Unit Plan
i [ edTPAlLite

i [ Portrait of Teaching and Learning

# [ ELAD 540 Supervisoin Project

Professional Dispositions Evaluation

100 pts

i [ esdTPALite

3. Click in the box to Load the assignment in a new window. This will bring you into the
assignment in Anthology Portfolio.

Professional Dispositions Evaluation

This tool needs to be loaded in a new browser window

Load Professional Dispositions Evaluation in a new window 4

This will open the assignment in Anthology.

NOTE: There is no work you need to submit for this evaluation. But you do need to submit
a text block in order to open the rubric for your professor to complete. Follow these steps.

4. Review Assessment Instrument (rubric) that will be used to assess you, click on its
name to view it.

5. In the Instructions & Resources, click on the arrow to its left to reveal the
instructions and resources.
6. Click Add Content.
11
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7. Then select Text Block from the resulting drop-down menu.

ADD CONTENT

T 7ext Block
ma Aga e
,fl Journal Entries

El Form

r_f? Link to a Portfolio Page

I S IR P S

8. Select the Insert Content Here. A dialog box will appear.
- |

o Professional Dispositions

» Instructions & Resources

e Insert Content Here 4

Next Page &

9. In the dialog box, type your name. Then click Save, then Close.

12
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Close Save

Edit~ Insert~ View~ Format~ Table~ Tools~

- B I E

Formats ~  Arial

TR
:— EL 2

A~ A~

fesimleenip®  Library Image

Melissa Harrig| 4

10. Click on the Submit button.

++ aa SUBMIT
+ Add Content + Last Submitted 7/29/2021

11. In the Submitting Content Window, Begin typing the Name(s) of the Professor.

As you type, matches in the system will appear. When the correct name appears,
click on it to select it. The name will appear next to a checkmark to indicate that it has

been selected.

12. Click Submit.

13
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Submitting Content Close

il NOT SUBMITTED

i3 Professional Dispositions

Enter the Name(s) of the Assessor(s) to Whom You Wish to Submit:

Nathe Harris] 4
<

View Your Assessment Results

Once your submissions have been assessed and the results made available to you, you
can access and view them from the My Results screen.

1. Click on the Main Menu Icon.

2. Select My Results.

14
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v My Results

8 4 425 4.20

yielded 8 results

Table of
Contents Section

Snyder. Dani  Visual Arts Visual Arts Program
Program Portfolio (and
Partfolio subpages)

Gamman, na
ura

3. View a summary of the # of Submissions, # of Submissions Assessed, the Mean, and
the Median.

5. Use the Column Headings to adjust how your submissions are being displayed.

6. By clicking anywhere on a submission's row, you will reveal the options to: View
Summary, View Details, and Work.

e View Summary: This will prompt a pop-up window displaying a summary of the
assessment.

e View Details: This will redirect you to a page displaying the same information in
View Summary along with uploaded annotated documents, if applicable. Use
this option if you'd like to print the assessment details.

e Work: This will redirect you to a page displaying the work that you had
submitted for this assessment.

To return to your Dashboard, click the Return button.

15



=iy MONTCLAIR STATE
¥~ UNIVERSITY

FAQs
e Who do | contact if | need help?

o anthology@montclair.edu

o Anthology Portfolio has readily available User Guides available from within
the system for any section. You can access these guides by clicking the
User Guide in the upper left-hand corner screen.

air StateUniversity

WALKTHROUGH USER GUIDE | SEE' HAT'S[NEW

® Dashboard

Overview Portfolios Performance Report Library Feedback Turnover Upcomir

o Anthology Portfolio (Formerly Chalk and Wire) support can be reached
here:
cwsupport@campuslabs.com
1-716-270-0000 ext. 3

16
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