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How to Complete Student Teaching
Experience Documents

Application:
Campus Solutions

Audience:
Teacher Education

Objective:
In this job aid, you will learn how to complete student teaching experience.

Student Teaching Experience Documentation is required to be filled out at the conclusion of all
student teaching by the student teaching supervisor.

In this job aid, you will be taken step by step through how to complete Student Teaching
Experience Documentation for a student teacher.

Before you Begin:
To sign in to Campus Solutions, go to cs.illinoisstate.edu. Once there, click the Sign in using
CentralLogin button. Then, you will be prompted to log in with your ULID and password.

Once you log in, the options on your screen will depend on your user role.

Contact:

If you are unable to log in, contact the Technology Support Center (TSC):
Phone: (309) 438-HELP(4357)

Email: supportcenter@illinoisstate.edu

Website: |ITHelp.lllinoisState.edu.

To view more instructional documents and training videos, or to sign up for workshops, contact
the AT Knowledge & Training team:

Email: ATTraining@ilstu.edu

Website: AT.lllinoisState.edu/Training

For further assistance regarding this task, contact the Cecilia J Lauby Teacher Education Center.
Phone: (309) 438-3541
Email: clinicalquestions@illinoisstate.edu



https://at.sharepoint.illinoisstate.edu/cs/Training/Training%20Library/UPK%20Reformat/cs.illinoisstate.edu
mailto:supportcenter@illinoisstate.edu
mailto:ATTraining@ilstu.edu
mailto:clinicalquestions@illinoisstate.edu

1. Confirm that the homepage is set to Teacher Education. If a different homepage is
displayed, access this homepage, by clicking the dropdown menu to select this option.

v Teacher Education

Profile Teacher Education Student Information

@ &

Organizations and CT Infm Data

o

2. Click the Teacher Education tile.

Teacher Education




3. Click the Student Placement menu item on the left side of the screen.

< Teacher Education ISU Teacher Education

7| Student Milestones
Student Milestones
7 Edit Milestones v Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value | Adda New Value
1 Student Placement ~
Search Criteria

= | Configure Questions/Inst. Text —
10| begins with v ||

Academic Institution| = v ILSTU

Academic Career|= v

p LR

Academic Program|= v
Campus ID| begins with v
National ID| begins with v
Last Name | begins with v
First Name | begins with v

Include History Correct History Case Sensitive

=&
Search Clear Basic Search &7 Save Search Criteria

Find an Existing Value \ Add a New Value

4. In the menu that appears, click ST Experience Doc.

< Teacher Education ISU Teacher Education

5 Student Milestones
Experience Doc ST

1 Edit Milestones ~ Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value || Add a New Value
1 Student Placement ~
Search Criteria

Student Placement

begins with ¥ ||
Empl ID| begins with
Academic Institution | begins with *

-

Student Placement Dashboard

Academic Career | begins with

-

PST Experience Doc Term| begins with
Session| begins with

-

LLLLL

Pre Student Teaching Approval Academic Program | begins with v

-

Academic Plan| begins with

-

Academic Sub-Plan| begins with
ST Experience Doc g
Last Update Date/Time| = M

by | begins with v
Student Teaching Approval

-

Last Name| begins with

-

First Name | begins with
£ Configure Questions/Inst. Text Case Sensitive

el
Search Clear Basic Search 127 Save Search Criteria

Find an Existing Valug | Add a New Valug



5. Click the Add a New Value tab.

€ Teacher Education ISU Teacher Education

&1 Student Milestones
Experience Doc ST

1 Edit Milestones ~ Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

1 Student Placement ~
Search Criteria

Student Placement

Supervisor ID| begins with v |

Empl ID| begins with v Q
Student Placement Dashboard Academic Institution| begins with v Q
Aca Career| begins with v Q
PST Experience Doc Term| begins with ¥ s}
Session| begins with v Q

Pre Student Teachiﬂg Appmva\ Academic Program| begins with v

Academic Plan| begins with v

ST Experience Doc Academic Sul:—Ft\aﬂ begins with v

Last Update Date/Time = v

by| begins with v

Student Teaching Approval | ast Name| begins with ¥

First Name| begins with v

%] Configure Questions/Inst. Text u Case Sensitive
Search Clear | Basic Search \Q‘m Save Search Criteria

Find an Existing Value \ Add a New Value

6. Click the lookup icon by the Empl ID field.

€ Teacher Education ISU Teacher Education

] Student Milestones
Experience Doc ST
1 Edit Milestones ~
Find an Existing Value || Add a New Value
1 Student Placement ~

Supervisor ID: 1000145114

Student Placement Empl ID:
Academic Institution: |LSTU | @

Student Placement Dashboard Academic Career: Q
Term: Q
Session: 1

PST Experience Doc a

Pre Student Teaching Approval Add

ST Experience Doc

Student Teachmg Approva\ Find an Existing Value \ Add a New Value

| Configure Questions/Inst. Text m



7. Inthe pop-up window that appears, click on the desired student.

If there is a list of students and you wish to view the list by the semester during which a
student was a student teacher, sort the list by Term by clicking the Term column header.

< Teacher Education ISU Teacher Education

i~ Student Milestones
I Edit Milestones ~
1 Student Placement ~
Student Placement
Student Placement Dashboard
PST Experience Doc
Pre Student Teaching Approval
ST Experience Doc

Student Teaching Approval

5| Configure Questions/Inst. Text m

8. Click the lookup button next to the Academic Career field.

Experience Doc ST
Find an Existing Value | Add a New Value

Supervisor ID: 1000145114
Empl ID: Q
Academic Institution: ILSTU '@
Academic Career: Q

Term: Q

session: 1o

o

Find an Existing Value | Add a New Value

Look Up Empl ID
Supervisor ID: 10
StudentID:  pegins with ~

LastHame:  pegin

FirstName:  pegins with «

LookUp | Clear || Cance

Search Results
lew 100
Academic Academic

) Institution Career

00145114

I |Basic Lookup

Term Session

First g 101 g Last
Last  First

Name _ Name  DVSPi2Y Name

1000131276 ILSTU UGRD

2165 1

CHICKEN KATELYN Katelyn Chicken |

£ Teacher Education ISU Teacher Education

Student Milestones

-

Edit Milestones

1 Student Placement

Student Placement

Student Placement Dashboard
PST Experience Dot

Pre Student Teaching Approval
$T Experience Doc

Student Teaching Approval

Configure Questions/Inst. Text

Experience Doc 5T

Eind an Existing Value Add a Hew Value

Supervisor ID:

[owiesTia
Empl ID: 1000131276 |Q
Academic Institution: ILSTU |Q
Academic Career:

Term: Q
Session: 1 a,
Add

u Find an Existing Value | Add a New Value




9. Click the Undergraduate, Graduate, or Continuing Education link depending on what
classification the student falls under. Only one of these choices will be shown in this
window.

< Teacher Education ISU Teacher Education

i~ Student Milestones

I Edit Milestones v Experience Doc ST
| Student Placement ~ Eind an Existing Value || Add a New Value
Student Placement Eaios
Empl ID: ) 1000162041 | Q ook Up Academic Career &
Academic Institulion: LSTU |@
Student Placement Dashboard e a Academic Institution: ILSTU
Empl ID: 1000162041
Term: Q Academic Career: [ begins with v
PST Experience Doc Session i) Description: begins with ¥
LookUp || Clear Cancel |Basic Lookup
Pre Student Teaching Approval Add

ST Experience Doc
Fing an Existing Value ‘ Add a New Value

Student Teaching Approval

7~ Configure Questions/Inst. Text u

10. Click the lookup button next to the Term field.

< Teacher Education ISU Teacher Education

5| Student Milestones

Edit Milestt
J 1 iflestones v Experience Doc ST

1 Student Placement ~
Eind an Existing Value Add a New Value

Student Placement

Supervisor ID: 1000145114

Student Placement Dashboard EmplID: 1000131276 |@
Academic Institution: |LSTU |Q

Academic Career:  JUGRD/Q
PST Experience Doc

Term:

Session: 1
Pre Student Teaching Approval
ST Experience Doc Add

Student Teaching Approval

L Find an Existing Value | Add a New Value
4| Configure Questions/inst. Text



student teaching.

The only terms that will appear in this pop-up window will be the ones during which the

student is an active student on campus.

{ Teacher Educati

&1 Student Milestones

T Edit Milestones ~

1 Student Placement ~

Student Placement

Student Placement Dashboard

PST Experience Doc

Pre Student Teaching Approval

ST Experience Doc

Student Teaching Approval

=] Configure Questions/Inst Text

12. Click the Add button.

< Teacher Educ;

7| Student Milestones

1 Edit Milestones

1 Student Placement
Student Placement
Student Placement Dashboard
PST Experience Doc
Pre Student Teaching Approval
ST Experience Doc
Student Teaching Approval

i~ Configure Questions/Inst. Text

Experience Doc ST

11. Click the correct term link for the term during which the student completed his or her

Eind an Existing Value '

Supervisor ID:
Empl ID:
Academic Institution:

1000145114

Academic Career:
Term:

Session:

]

Find an Existing Value [ Add a New Value

Experience Doc ST

Find an Existing Value Add a New Value

Supervisor ID: 1000145114
Empl ID: 1000121276 | Q

Academic Institution: |LSTU |q

Academic Career:  [UGRD|Q
Term: 2165 |Q
Session: 1 o

n Find an Existing Value | Add a New Value

Add a New Value |

Look Up Term
Academic Institution:
Academic Career
Term:
Description:
Short Description:
Term Begin Date: = -

LookUp | Clear | Cancel
Search Resulls

View 100

Term Description

2198 Summer Semester 2019
2195 Spring Semester 2019
2192 Fall Semester 2018
2188 Summer Semester 2018
2185 Spring Semester 2018
2182 Fall Semester 2017
2178 Summer Semester 2017
2175 Spi

emester 2017

n

5
Basic Lookup

First [ 1-1620f 162  Last

Short Term Begin

Description  Date

Sum 2019

Spr 2019

Fall 2018 0812012018

Sum 2018 0512112018

Spr 2018 0110112018

Fall 2017 0812112017

Sum 2017 0502212017

Spr 2017 040112017

Fall 2016 0812212016

2

Sum 2018 0: 2016
'Spr 2076 0110172016 |

Fall 2015 081712015

8 Summer Semester 2015 Sum 2015 05M18/2015
pring Semester 2015 Spr 2015
2 Fall Semester 2014 Fall 2014
2148 Summer Semester 2014 Sum 2014
2145 Spring Semester 2014 Spr2014
2142 Fall Semester 2013 Fall 2013
2138 Summer Semester 2013 Sum 2013
pring Semester 2013 Spr2013
2132 Fall Semester 2012 Fall 2012
2128 Summer Semester 2012 Sum 2012

ing Semester 2012 Spr2012 L

ISU Teacher Education



13. Confirm all the information that has been filled is correct.

Fix any inaccurate information by clicking the corresponding lookup button next to the field
and selecting the correct option.

ISU Teacher Education

4. Experlence Descriptors - Clink this button to identity characteristics about your experience
5. Once all information is enetered, click he Submil for Approval button 1o subMIt your hours 1o your professor.

To enter additional experiences for the same class, please click the Agd 3dditional experience 10 this class button and complete steps 3thru 5
~
To enter a clincial experience for another class, please click the Add experience Ip 3 new class button and complete steps 2 thru 5.
I your School/Agency or Cooperating Teacher are not listed in the opfions, please contact ClinicalQuestions @illinois State edy
~
* Indicates 2 sequived ol
Student EMPLIO: Hame: Chicken Kalelyn L
Academic Institution:
—_— Academic Career:
Term: Spring Semester 2016 College:
*Session: Regular Academic Session Masjor: ntary Ed BSED
Sequence: neral Elemntry Education
proval Select Major
Details | Find | View Al First10f 1 Last 1
Add experience to 3 new class Delete Class
al *Class NbrGroup: 4817 Q st peclbsl Subject: sTT Catalog Nbr: 309458
Instructor ID: 1000408950 Redbird Reba Renea Class Section: 001
et m ¥ Onganization Details tol1
Add additional experience ta class Delete  *SchoclAgency Diverse Description Teacher 10 Hame Override Diverse  “Begin Date “End Date Weeks  Grade1 Grade 2
Parkside Elementary = - s
Add additional experience to class Delete Q Yes i;m“ Elementaly 1000771605 |@, Yes 01112016 | 6 | |16 - -
Submit for Approval Status:

Last Update Date/Time:

Last Update User ID:

14. Click the Grade 1 dropdown menu.

ISU Teacher Educati

¥ staps 3hru 5.

% 15

soard
1 Unde:
Iy Ed BSE
Zlemniry Egucation
oroval
Hbr:
al
Teacher ID Name Ouerride Diverse *Begin Date End Date ‘Weeks Grade 1
Text

Grade 2 *Supervisor i

H |18 m * [1000145114 Q

Hame Experience |
1000771805 @ Bluebird.Brad Joseph Yes 011172018

Hen Helen Michelle Experience




15. Click the first grade the student earned.

ISU Teacher Education

staps 3thru 5

v 15

board
Jemntry Education
proval
Hbr: 399459
al
Teacher ID Name Override Diverse *Begin Date *End Date Weeks Grade 1 Grade 2 *Supervisor ID HKame Experienc
Text 1000771605 @ Bluebird Brad Joseph Yes H [ 18 . 1000145114 ‘@, Hen Helen Michelle Experien
lime:
o:

‘ m

16. If needed, click the Grade 2 dropdown menu.

ISU Teacher Education

rstaps 3t 5

15
v
~
soard
roval
NbE 393459
al Teacher ID Name Override Diverse *Begin Date *End Date Weeks Grade 1 Grade 2 *Supervigor ID Name Expenence D)

Yes o1112018 [

05/

1000771605 @ Blueb en Michelle Experience |
Text

Time:
D:



17. In the dropdown menu, select the second grade the student earned. If there is no second
grade, this field can be left blank.

ISU Teacher Education

+steps 3thru 5

~
15
~
soard
1 Undergraduate
1y Ed BSED
broval Hlemntry Education
o Wb 399459
Text u
Teacher ID Name Override Diverse *Begin Date “End Date Weeks Grade 1 Grade 2 *Supervisor ID Name Experience
1000771605 |Q, BluebirdBrad Joseph Yes 0112016 [§ (05132018 5 |16 A - 1000145114 @ Hen Helen Wichelle Experienc
Time:
n:

18. Click the Experience Descriptors button.

ISU Teacher Education

1steps 3 thru .
b 15
~
oard
1 Undergraduate
1yEdBSED
lemntry Ec
roval =
Wbr:  399AS%
il
1000771605 (@ Bluebird,Brad Joseph Yes 01112016 |H [0sn32016 [H |16 A + B v 1000145114 @ Hen Helen Wichelle Expenence Descriptors g

Time:

10



19. A pop-up window will appear. Answer all the questions in this window about the student's

placement.

ISU Teacher Education

151805 3P 5
v
15
-
oard
| Undergraduate
1y E4BSED
Jermntry Education
roval
Wor  398a53
il
Teacher 10 Hame
Text :

1000771605 | Biuebird Brad Joseph

Time:
o
.

Experience Descriptors

Student Name:  Chicken,Katslyn L

Institution: Winois State University

Career.

Undergraduate

[ speechiL anguage Impaired
[l earning Disability

[Z) Benavior Disability

[Tl orthopedic Disability

[ Biack Non-Hispanic

[Fl Rural (2,500 pop.)

|1 sman urban (2.500-50,000)
[

I

Metropolitan (> 2 million)

20. Click the OK button.

ISU Teacher Educatio

v
1steps 3 thru 5
- i5
oard
| Undergraduate
roval 1y EdBSED
lemntry Education
il
Nor: 399458
Text
Teacher 0 tisme

1000771605 |} Biuebird Brad Josaph

Time:

[T) american indian/Alaskan Native

[Tl Asianindian/Pacific Islander

Large Urban (50.000-2 miflion)

Term: Spi
Ciass NbriGroup:  StTchng SpecLost

External Org ID: Parkside El

1
2
B3

[Zl muttiple Disabilities
" Emotional Disability
Tl Low Vision/Blind
lpeafiard of Hearing

[El Hispanic
[Zlengiisn Language Learners ESL
I vwhite Non-Hispanic

End Date:

5
A7
D

Gifted

At Risk
Mo identified Disabilities
I autism Spectrum

Begin Date:

011112016

05132016

112

Tl cognitive Disability

1Traumatic Brain Injured

[l other Health impairments

Poverty {free/reduced meal enroliment)

Other

Question 6 Candidate has granted ISU permission to use candidate’s edTPA portfolic materials.

Expetience Descriptors

~ Expenence Descrptors. |

Experience Descriplors
Institution: llinois S
Career: uUnder

iestions

_| speechiLanguage Impaired
¥l earming Disability

| Brack Non

¥l AsianindianiPacific Islander

Rural (<2,500 pop.)
Small Urban (2,500-50,000)

| Metropolitan (> 2 million)

Yes -

| American Indian/Alaskan Native

arge Urban (50,000.2 million)

Class NoriGroup:

External Org ID: P

Multiple Disabilities
Emotional Disability
Low Vision/Blind

[T DeaffHard of Hearing

Hispanic
[T enghish Language Learners ESL
[# vanite won-ispanic

1 Gifted
] At Risk

LI No identified Disabilities

Cl autism Spectrum

End Date:

| Cognitive Disability
"I Traumatic Brain Injured

"l Other Health Impairments

| Poverty ifresireduced meal enroliment)

| other

Question 6: Candidate has granted ISU permission to use candidate’s edTPA portfolio materials,

Yas -

Cancel | Refresh

Experienca Descriptors

" Expenence Desciptors |

il

11



board

aproval

val

L Text

ISU Teacher Education

soard

sroval

al

Text

21. Click the Submit for Approval button.

ISU

4 Experience Descriptors - Clink this bution to identify characleristics aboul your experiance

5. Once all information is enetered, click the Sub

it for Approval button 1o Submit your hours to your professor.
To enter additional experiences for the same class please dick the Add additional experience 1o this class button and complele steps 3thru 5
e
To enter a clincial experience for another class, please click the Add experience 10 3 new class button and complete steps 2 thru 5.
If your Schoolisgency or Cooperating Teacher are not listed in the options, please contact ClinicalQuestions@lilinois State edu
~
* Indfeaess a required figkd
Student ENPLID: 1000131276 Hame: Chicken Katelyn L
Academic institution: ILSTU linais State Univ
Academic Career: duate
Term Details
“Term: 1852 Spring Semester 2015 College: COE Education Undergraduale
*Session: 1 @ Regular Academic Session Major: TCHELEBSED Elementary Ed BSED
Sequence: ELEEDGNRL  General Elemntry Education
Select Major
Class Details | Find | view All First 1.of 1 La:
Aad experience 1o a new class Delete Class Me
"Class NbriGrou 4617 |Q St Tehng Spac Lbs1 Subject: STT Catalog Nbr: 399450
Instructor ID: 1000408950 Redbird Reba Renes Class Section: po1
= Oiganization Details | 22 1oft
Add additional experience to class Delete  *SchooliAgency Diverse Desaription Teacher ID
Parkside entary =
Add adartional experience to class Delete | 5003685 Q Yes s?r-:nlf Blementany 500771605
I Submit for Approval I Status: Lasi Update Date/Time:
(Subrmit Button | Last Update User ID:

Q, Bluebird Brad Joseph

Override Diverse

Yes

22. Click the Save button.

Ifyour SchooliAgency or Cooperafing Teacher are not isted in the options, please contact ClinicalQuestions@lliinoisState edu

* Indicates 2 requred field

v Student EMPLID: 1000131278 Name: Chicken Katalyn L
Academic Institution: 1LSTU Winois State University
o Academic Career: UGRD Undergraduate
Term Details
e 2185 |Q  spring Semester 2016 College: COE Education Undergraduate
*Session: 1 @  Regular Academic Session Major: TCHELEBSE
Sequence: ELEEDGNRL
Seled Major
Class D Find | View All
Add experience to a new ciass Delete Class 1
*Class NoriGroup: 4817 Q@ St Tehng Spec Subject: STT Catalog Nbr: 200450
Instructor I0: 1000408950  Redbird,Reba Renes Class Section: 001
ils | & tot1
Add sdditional experience to class Delete *SchooliAgency Diverse Deseription Teacher ID Hame
Parkside Elementary — .
Add addiional experience to cass Delete | 500 Q ves Sf'[;D‘I e Elementay 1000771605 |@,  Bluebird Brad Joseph
m Submit for Approval Status:  Submitied LastUpdate DatelTime:  12/10/2015 4:32:03PM

Last Update Date/Time:

Last Update User ID:

| Nofify || % Refresh

Last Update User ID:

Override Diverse

2

*Begin Date

011112016

011112016

*End Date

*Begin Date

Weeks

*End Date

Grade 1

Weeks

Grade 2

il

12
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23. Click the Home link in the upper right corner of the screen to return to the homepage.

ISU Teacher Education Q = @

, please contact ClinicalQuestions@|llinois State edy .

Name: Chicken, Katelyn L
College: COE Education Undergraduate
Maior: TOAHFEI EASEN  Elamantan Ed ASEN

24. If a submission contains no data, please contact the Cecilia J Lauby Teacher Education Center to
request that it be deleted.
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