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INTRODUCTION: 
Beginning Fall 2016, the Education Programs are transitioning to a digital “Field Experience Binder” in order to 
collect and store student work, mentor observations/feedback and supervisor observations/feedback all in one place.  
Students, mentors and supervisors can both upload documents into the binder AND complete digital forms for 
observations/assessments.  Not only does this provide immediate feedback/progress updates, it also provides 
transparency regarding our assessment process because all documents are visible to students, mentors and 
supervisors.  
 
GETTING STARTED: ACCESSING YOUR FIELD BINDER 
1)  Login to Tk20 through the MyCampus Portal.   
 
Note:  Tk20 seems to be most stable/functional in either Safari (on Mac) or Google 
Chrome (Mac or PC).  If you experience problems, the first thing you should do is 
try a different browser AND clear your browser’s cache (history).   
 
 
 
 
 
 
2)  Once logged in, find and click on the “Field Experience” tab in the Left Column Menu.  
 
 
 
 
 
 
 
 
 
 
 
3)  When you click on “Field Experience”, this should open a new page (see below) that shows your specific Field 
Experience Binder (eg, “Student Teaching Binder” or “EDU 389 Advanced Practicum Binder).  Click on the linked 
(blue) text to open your field binder. 
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4)  Once your binder opens, you should see a set of tabs, one for each major assignment/assessment that you will be 
submitting during your field experience (eg, Contextual Factors Analysis/Teacher Work Sample).  The first tab of 
the binder (upper left) is the introduction that just includes a description of the binder and its purpose (see image on 
next page). 

 
 
SUBMITTING WORK INTO FIELD BINDER 
The binder is set-up to allow flexibility in how you submit your work.  For most assignments, you have at least 2 
options:   
1) Upload a file directly into Tk20   
2)  Submit the URL for a digital document so that your mentor and/or supervisor could simply click on the link to 
view your work. 
 
UPLOADING A FILE 
1)  To upload a file, click on the “Select” button next to 
“A File”.   
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2)  A new window will open with the title “Select a File”. Click on the green “+ Select File” button in order to open 
a new window that allows you to select a file from your computer.   You will also need to provide a name/title for 
your document. 

3)  Once your file is loaded, you’ll see it listed in the “Attached Documents” box.  You will then need to click 
“Add” to complete the upload. 
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SUBMITTING A LINK (URL) FOR A DIGITAL 
DOCUMENT 
 
If you have a document that is stored on the web (Google Doc, 
YouTube video, etc), you can submit a link for this 
document rather than uploading the file from a 
computer.    
 
NOTE:  If you are submitting a file/document with a 
link, make sure that your link is viewable by “Anyone 
with Link” or “anyone at University of Maine with 
Link” (see below for directions on how to adjust your link 
privacy). 

 
1)  To submit a URL (link) for your file, you will need to first click “Select” for one of the “URL Submission 
forms” (from the “Attachment(s)” list). 
 
2) A new “form” (window) will open.  You will need to name/title the link you are providing.   Then, copy and 
paste or type in the URL (web link) for your document. 
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3) After adding the name and link, click “Add” to attach your URL to your portfolio page.	
   
 

 
 
 
 
 
 
 
 
 
 
 
 

 
CHANGING THE PRIVACY FOR GOOGLE DOC LINKS 
If you are submitting a link for a Google Doc/Slides Presentation/Spreadsheet, you will need to make sure that the 
link will be active and viewable for your supervisor and/or mentor.   

• If the document will only be viewed by your supervisor, you can set the privacy to “Anyone in University 
of Maine System with Link can view” 

• If the document will be viewed by your mentor teacher and/or anyone outside of the University, you will 
need to set the privacy to “Anyone with Link can view”.   
 

1)  In the document, find and click on the blue “Share” button (upper right corner).  

 
 
2)  In the “Share with others” box 
that opens, find and click on “Get 
shareable link”. 
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3)  A new box will open with different privacy 
options.  If you only need your link to be 
viewable by your supervisor, select “Anyone at 
University of Maine System with the link can 
view”.   Then, click “Done”.  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
4)  If you instead need your link to be viewable 
by your mentor or other people outside of the U 
Maine System, you will need to click on 
“More”.  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
5)  A new “Link sharing” box will open that 
includes more share options.  Select “Anyone 
with Link”, then click “Save”.   
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  



V1	
  (Oct	
  6,	
  2016)	
   	
   	
   	
   8	
  

	
  
6)   After clicking “Save”, you will 
be returned to the “Share with 
others” window.  You should now 
see the updated privacy setting for 
your link.  You can now copy your 
link and paste it into the Tk20 URL 
Submission Form.  	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
 
COMPLETING/SUBMITTING A SELF-ASSESSMENT FORM  
In your Field Experience Binder, several of your tabs include self-assessment forms that you will be completing in 
order to reflect on your own practice and performance.  One example is the “Teacher Candidate Dispositions and 
Professional Expectations” form, which can be found on the “Dispositions” tab.  
1)  To access the form, first click on the tab that contains the form.  For this example, we will use the 
“Dispositions” tab and form.    
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2)  Once on the “Dispositions” Tab page, you will need 
to identify the copy of the form that you will be 
completing.  For example, if you are 
completing a mid-term assessment, you will 
look for “mid-term” in the name (at the end).  
If you are unsure of which form to use, check with 
your supervisor.   
 
In general, you will only use the “mid-term” and “end-
of-term” self-assessment forms unless directed by your 
mentor or supervisor to complete additional self-
assessments. 
 
 
3)  Once you have identified the correct form, click 
the “Select” button for that form.   
 
 
 
 
 
 
 
4)  A new window will open that includes the Disposition Form that you will need to complete. 

5)  After completing the form, click the “Add” button (green button at bottom of form on right side). 
	
  


