INSTRUCTIONS FOR REVIEWING PORTFOLIOS AND PROVIDING FEEDBACK

Accessing the Site
[image: ]Go to http://web2.msue.msu.edu/step

Log In
In order to access this system, you will be required to enter
 your MSU netID and password.



Home Page
On the home page, you will see the schedule for the Step Portfolio Submissions and Reviews.  
From the menu on the left, select Portfolio View.

[image: ]

View/Review the Portfolio
You will see a list of only those portfolio applicants for whom you are to provide feedback.  Under the heading Portfolio, click on View for the candidate you wish to review.  This will bring up their full portfolio.   Should you wish to print the portfolio, you will be able to do so using the print function on the page displaying the portfolio.

[image: ]


Feedback
Once you have reviewed the portfolio, close the portfolio page and, under the heading Feedback, click on Add to open and complete the feedback form (sample below).

[image: ]

After responding to each question and providing any additional feedback or comments you desire, click on Submit at the bottom of the screen.

[image: ]

Once you submit your feedback, you will receive a message such as the following.  You may then select Portfolio View again to return to the list of portfolio applicants.

[image: ]



Viewing Others’ Feedback
Regional Directors/State Leaders/Associate Directors will be able to view the input provided by others by clicking on the reviewers’ name under the Feedback column.

[image: ]



Questions
Any questions may be directed to Nancy Axtell at axtelln@msu.edu or (517) 353-9108.
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