
Administrator Created 
Artifacts 



Click here to create 
a new Artifact



Enter Title

Enter Description

Mark Appropriate 
Level on Rubric

Click to enter 
PGP 

Information



Select Category from 
drop-down menu.  Enter 

date and hours

If multiple staff attended the 
same event, click Copy Artifact



Select those staff that 
should also receive the 

artifact



Click Choose File to select 
the document you wish to 

attach.

Enter 
attachment 
description



Click on 
document you 
want to attach

Once document 
is selected, click 
Open or hit Enter



After choosing the file to 
attach, make sure to click 

“Upload Now”.



Once Artifact is 
complete, click Save 

and Send to send it to 
staff.

If you need to work 
on it later, Click Save 

as Draft



You can make 
comments on the 

artifact

If you agree with the artifact, 
you can convert it to an 

Administrative Artifact.  This 
locks it so the staff member 

cannot change it.

If you want to 
change or 

mark 
indicators for 
the artifact, 
click Edit 
Artifact.



After marking 
indicators and/or 

making any 
changes, click 
Save, Send & 

Convert.


