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Logging into UAS

1. Youcan access UAS directly at
e _http://soe.uhcl.edu/uas

or from the School of Educations website by clicking on the tab marked UAS
e http://soe.uhcl.edu/

2. Once you have accessed the UAS webpage, click on the Student Login button.

Text Only Search Home Login

} EBfCATION

",,certtﬁcalims"lmlg ilewslnirecbly

__SOEHome | 2+2Plans | _Prog
School of Education Site: UAS

e Log into UAS (Unit Assessment System) with
How to upload the user name and password you use to
ARSI access your University email.
products : g &
If you don't know your user name click "Look
Faculty up my user name" here.
How to score
assessment
products
Login to UAS as a Student Login to UAS as an Instructor
Help
“Student Login® “Faculty Login®
FAQ ¥y
Look-up my user What is UAS?
name
UAS (Unit Assessment System) is a tool developed by the School of Education to help collect
data tn assess hnw well we are dnina sunnnrtina the State Standards Fach course within all of



http://soe.uhcl.edu/uas
http://soe.uhcl.edu/

Logging into UAS continued  é

3. You will be taken to the Sign -In page shown below. Enter your PCLAB user id and
password in the fields provided. Your user id is the same as you would use to login to
a campus computer or access your student e -mail account. By default, your
password i s a | owercase Opo6 f o-Hditstwdendid rumbery o ur

*If you have any problems with your login, please call the Support Center-28331828

Sign In

Enter your Single Sign-On user name and password to sign in

User Mame

Password

[ Lﬁgin ][ Céncel ]

Unauthorized use of this site is prohibited and may subject you to civil and criminal prosecution.

4. Once you have successfully logged in to UAS you should see a screen which looks
some thing like the one below:

University of Houston & Clear Lake Unit Assessment System

L1]
Name: Uas Student Guide  Logout
Current User:

Semester: Summer 2008

Unit Assessment System

Expand All | Collapse All

Focus Name Score
v
& VTCED-3133.16
& ¥ Portfolio Scored Rubric
@ ¥ ‘ou have nat selected a file as your homepage: File Index File Manager |
Default Standard Pending
Default Standard 2 Pending
Disposition Score Pending
© ¥ ANTH-3131.13
Mo assessment is available for this course. Please see your instructor if you have any questions.
© ¥ CcomMm3san
Mo assessment is available for this course. Please see your instructor if you have any questions.
€ Y HIST-4035.11
Mo assessment is available for this course. Please see your instructor if you have any questions.
€& ¥ LITR-4034.40

Mo assessment is available for this course. Please see your instructor if you have any questions.

My Courses | UAS Student Guide | Logout

Copryright UHCL 2007 - 2008

Wersion: 20050812 Privacy Statement
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Accessing the File Manager in

1. To get to the assignment file manager, you must click the

UAS

File Manager Button

to the right of an

assignment on the  Course Screen.

University of Houston /& Clear Lake Unit Assessment System
Hame:

Current User:

Semester: Summer 2008

i] @
UAS Studert Guide  Lodout

Unit Assessment System

Expand Al | Collapse All

L3
Focus Hame
v
& VTCED3133.15
& ¥ Purtfolio Scored Rubric
@ ¥ *fou have not selected a file as your homepage: File Index
Default Standard
Default Standard 2
Disposition Score
@ FANTH3131.13
Mo assessment is available for this course. Please see your instructor if you have any questions.
© ¥ CoMM3534.11
Mo assessment is available for this course. Please see your instructor if you have any questions.
©  VHIST4035 11
Mo assessment is available for this course. Please see your instructor if you have any questions
©  VUTR4034.40

Mo assessment is available for this course. Please see your instructor if you have any questions.

My Courses | UAS Student Guide | Logout

Copyright UHCL 2007 - 2008
“ersion: 20080612

2. The File Manager will display a screen like the
available for you:

e Add Folder
e Add File

e Rename
e Delete
¢ Replace

e Mark as Homepage
e Clear Homepage
o Delete All Files

University of Houston & Clear Lake Unit Assessment System
Name:

Current User: PCLAB"

Semester: Spring 2008

Score

Fending
Fending
Pending

Privacy Statement

one below and will have the following features

Logout

Unit Assessment System

MName:
Term:  Spring 2008
Course: TCED-3133.12

Addl Folder ) (_Add File ) (_Rename ) (_Delete | | Replace | (_Mark as Homepage | | (Clear Homepage ) | Delete All Files )

Expand Al | Collapse Al

&

Select Focus File
o ¥ Portfalio Scored Rubric

10 Indicates the homepage thatwill be viewsd first
Indicates a folder

Indicates a file

Return to My Courses

Wy Courses | Logout
Copyright UHCL 2007 - 2008
Wersion: 20080425

Brivacy Statement



Using the File Manager: Adding Folders

1. To add a folder to a course, you must first click
Manager.

University of Houston % Clear Lake Unit Assessment System

Name:
Current User: PCLAB"
Semester: Spring 2008

on the Add Folder button from within the File

@

Logowt

Unit Assessment System

Marme:
Term:  Spring 2008
Course: TCED-3133.12

|. Add Falder )! Add File | ( Renarne ) ( Delete ) ( Replace ) (_Mark as Homepage | | Clear Homepage ) | Delete All Files )

Expand All | Collapse All
i

Select Focus File
C ¥ Partfalio Secared Rubric

W7 Indicates the homepage thatwill be viewed first
Indicates a folder

Indicates a file

Return to by Courses

Wiy Courses | Logout

Copyright UHCL 2007 - 2005
Wersion: 20080425

2. The Add Folder dialog box will appear at the top of your screen.

Privacy Statement

decide the L ocation and Folder Name for your new folder.

Add Folder:

Location: I;’ 'I

The destinstion directary for your folder

= Folder Name: |Newf0|der

Meswe folder name. Mo special characters alloweesd.

[ Submit ) | Cancel )

| (save ) ( Cancel )
Expand All | Collapse All

&

Select Focus File
s ¥ Partfolio Scored Rubric

.L—? Indicates the homepage that will be wiewsad first
Indizates a folder

Indizates a file
Return to My Courges

This is where you will



3. First you must select the location for your folder. Your default folder location is your File
Manager,andis represented by the sl ash #/ &dowrhmemuayoutcanr . Usi

decide where your new folder will be located.

*If you have not already created a folder in your File Ma nager for this course , you will only be
able to selectthe i / avea.

Add Foelder:
Location: II 'I

The destination directory for your folder
= Folder Mame:  [New Falder Marmel

Mew folder name. Mo special characters allowed.

Submit ) | Cancel )

|
Expand All | Collapse All

Select Focus File
s ¥ Paortfolio Scored Rubric

0 Indicates the homepage that will be viewead first
@ Indicates a folder

Indicates a file

Return to by Courses

4. Once you have selected the location for your folder, you must type in the name for your new
folder.

*You are not allowed to  use special characters (such as $ % @ ) when nami ng your folder. If
you get an error while creating your folder, chances are you have used a special character.

Add Folder:
Location: If 'l
Thdw:—dvfr ||rf|r»lﬂr

= Folder Marne: |New Folder Marng|
Mesy folder name. Mo special characters allowed.

Subrmit ) [ Cancel |

|
Expand All | Callapse All

Select Focus File
- ¥ Portfolio Scored Rubric

0 Indicates the homepage that will be viewed first
@ Indicates a folder

Indicates a file

BEeturn to My Courses



5. Once you ha ve decided your location and folder name, click

Add Folder:

Lacatian: IE
The destination directory for your folder
= Folder Mame: |New Folder Narng|
Mewy folder name. Mo special characters allowed.

Submit || Cancel )

|
Expand Al | Collapse All

Select Focus File
s ¥ Paortfolio Scored Rubric

10 Indicates the homepage that will be viewed first
Indicates a folder

Indicates a file

Beturn to My Courses

6. When your folder is added, you will see

(D Information

Submit to add your folder.

the new folder appear in your File Manager

Your folder has successfully been created

MName:
Term: Spring 2008
Courge: TCED-3133.12

Add Folder:
Location If’ =
The destination directory for your folder
= Folder Name |

Mewr folder name. Mo special characters allowed.

Submit ) (_Cancel )

| save ) ( Cancel )
Esxpand All | Collapse All

Select FocusFile
s ¥ Portfolio Scored Rubric
O €& VIENew Folder
O € VIE New Folder

17 Indieates the hamepage that will be viewsd firs
Indicates a folder

Indicates a file

Return to My Courses

7. Whenyou are f inished adding folders, or would like to cancel adding a folder,

button toreturnto your main File Manager screen .

Add Folder:
Location If’ 'I
The destination directary for your folder
= Folder Name:  [New Folder Narne]

Meswr Tolder name. Mo special characters allowed.

|
Expand All | Collapse All

Select Focus File
o ¥ Portfolio Scored Rubric

0 Indicates the homepage that will be viewed fist
Indicates a folder

Indicates a file

Return to My Courses

click the Cancel



Using the File Manager: Adding F ile s

1. Toaddaf ile toacourse, you must first click on the Add F ile button from within the File
Manager.
**Note: File uploads are limited to 5MB per upload

University of Houston ' Clear Lake Unit Assessment System @]
Name: Logout

Current User: PCLAB

Semester: Spring 2008

Unit Assessment System

Marne:
Term: Spring 2008
Course:  TCED-3133.12

|_Add Folder J}_Add File J|| Rename ) | Delete | ( Replace ) | Mark as Homepage ) | (" Clear Homepage ) ( Delete All Files )
Expand All | Collapse Al

e

Select Focus File
o ¥ Portfolio Scared Rubric

W4 Indicates the homepage that will be wiewed first
Indicates a foldar

Indicates a file

Return to My Courses

My Courses | Logout
Copyright UHCL 2007 - 2008

“ersion: 20080425 Privacy Statemert
2. The Add File dialog box will appear  at the top of your screen. This is where you will

e Determine the locati on of your new file
e Browse for your file
e Select the checkbox to unzip a zipped file (if necessary)

Add File:

Lacation:

The destination directary for your file

= New File: | Browse... |

Mazimum file size: 5 MB

Unzip: [ ves
[ Submit | [ Cancel |

| (Save ) [ Cancel )
Select File

¥ Portfolio Scored Rubric
C V= Mew_Folder
C V= Mew Folder2



3. Select the folder

where your file will be

uploaded to

using the Location drop -down menu

* Your default folder location is your File Manager, and is represented by t
character. If you have not already created a folder in your File Manager for this course :
you will only be able to select the fi / area.
Add File:
Location: If 'l
The destination directory for wour file
= Mew File: I Browse.. |
tzcimum file size: 5 MB
Unzip: T~ Yes
Submit | | Cancel
|
Select File
¥ Portfolio Scored Rubric
& ¥ [ New Folder
4. Click on the Browse button next to New File to opena Windows search screen, sele  ctthe

file you wish to add, and click the Open button.

Add File:
Lacation: II 'l
s TSI e N o T = TIL
= Mew File: | Browse.. |
flzimum file size: S hiE
Unzip: [ ves
_Submit | [ Cancel
SelectFile

¥ Portfolio Scored Rubric

= ¥ & New Folder

Choose file
Look in:

My Recent
Documents

€,
Desktop

N\

My Documents

e
=
Y E'e
g &t

b=l
=4
]

My Network
Places

l@ Desktop L] « B cf EB-

(L IMy Documents [Z] MIscMapsQuIZKEY. txt

4 My Computer 18 New AWD B3308-33503
\QMV Metwork Places Eﬁ MNew Courses B3308-33502
@ Call .ogging — I:2pv.'irtFolit:i_tsm]:ilate.zip
I@)‘gUHCL Metwork. f:f)shortcut to SCANMNER- Temp scann
@UHCL Telephone Directory QXenu

* Favorites

[C2)My Documents

[ stuff

Cuas

[Z] CountriesofasiakEY. bxt

Z)1515635.mdb

Eﬂ ITC 33308-33505

Blectures.gif

@ Microsoft Ward - Chap3 homewark solutions. swf

< i i

2>

File narre: |portfolio_template.zip

v|—— Open I

Files of lype: | &1l Files (%)

10

_vJ Cancel |

he

S



5. If your file needs to be unzipped, click the Yes box near Unzip, otherwise click on Submit.

Add File:

Location: I / 'I
The destination directary for your file
= New File: |

Browse.. |

bl jze: 5 MB

r| 4T file
Unzip: T Yes

| Bubmit ) | Cancel |

Select File
¥ Portfalio Scored Rubric
s ¥ 3 New Folder

Add File:

Location: If 'I

The destination directory for your file

= Now File: | Browse.. |
Maximum file size: 5 MB
Unzip: T Yes
(_Submit J}_cancel )
SelectFile

¥ Portfolio Scored Rubric
s ¥ 5 New Folder

6. When you have successfully uploaded a file, you should get a confirmation
top of the screen  such as the one below:

(D Information

S ——
Your file was successfully uploaded \,—I
Marne
Term: Spring 2005
Course:  TCED-3133.12

Add File:
Location IfNewaIderf -
The destination directory for your file
= New File: |

Mercimum file size: 5 B

Unzip: [ Yes
(_Submit ) |_Cancel

Browse...

| save ) Cancel )
Expand All | Callapse All

i
SelectFocus File
o ¥ Portfalio Scared Rubric
o & v Mew Folder
o 4 bap officers Fall 2008.jpgy (3.27 MB)
s & v Mew_Folder2

7. When you are finished adding files, or would like to cancel adding a file, click
button toreturnto your main File Manager screen .

Add File:
Location: |/ i
The destination directory for your file
= MNew File Birowse |
Mazimum file size: 5 MB
Unzip: T Yeg
SelectFile

© ¥ Potfolin Scored Rubric
C V[ New Folder

11

message atth e

the Cancel



Using the File Manager: Renaming File s and Folders

1. To rename a file or a folder that exists in your File Manager , you must first click the radio
button next to the item to be changed, and then click the Rename button on the File Manager
menu.
University of Houston % Clear Lake Unit Assessment System @]
Hame: Logout

Current User: PCLAB
Semester: Spring 2008

Unit Assessment System

Marne:
Term: Spring 2008
Course: TCED-3133.12

Add Folder ) | Add File ) Delete ) (_Replace ) (_Mark as Homepage ) | ( Clear Homepaae ) ( Delete All Files )

Expand All | Collapse Al

Select Focus File
C ¥ Portfolio Scored Rubric

W4 Indicates the homepage thatwill be viewed first
Indicates a folder

Indicates a file

Return to My Courses

My Courses | Logout
Copyright UHCL 2007 - 2008 )
ion: Privacy Statemert
ersion, 20080425 Privacy Statement

2. The Rename File dialog box will appear. Once you hav e changed the name, click on the
Submit button to update your folder or file name. If you do not wish to change the file name,
click Cancel.

** Special characters are not allowed in file or folder names, and you may not repeat the
same file names within a folder.

Rename File:

Selected File:  bap officers Fall 2008, py
= File Name:  |bap_officers_Fall_2008_TEST]jpg

| Submit | | Cancel

12



Using the File Manager: Deleting File s and Folders

1. To delete afile or a folder that exists in your File Manager , you must first click the radio
button next to the item to be deleted, and then click the Delete button on the File Ma nager
menu.

University of Houston % Clear Lake Unit Assessment System @

Name: Logout

Current User: PCLAB'
Semester: Spring 2008

Unit Assessment System

Marne:
Term: Spring 2008
Course:  TCED-3133.12

(_Add Folder ) (_AddFile | ( Rename )| Delste )} Replace ) ( Matkas Homepage ) | (Clear Homepage ) ( Delete All Files )
Expand All | Collapse Al
g

Select Focus File
o ¥ Portfolio Scared Rubric

0 Indicates the homapage that will be viewsd first
Indicates a folder

Indicates a file

Return to by Courses

Wy Courses | Logout
Copyright UHCL 2007 - 2003
ion: Erivacy SISIEMEent
Wersion: 20020425 Privacy Statement

2. The Delete dialog box will appear. You must confirm your choice (once to delete files , and
twice to delete  folders ) before your files or folders are deleted.

The page at http:/ /tstprtl.uhcl.edu say:

The page at http://tstprtl.uhcl.edu says: The page at http://tstprtl.uhcl.edu says: |
W arning: Confirmation:
This will deleke all the contents within the selected Folder, This will deleke all the contents within the selected Folder,
Your files cannot be recovered From this ackion. Your files cannot be recovered From this ackion.
Do you wish bo proceed? Do you wish bo proceed?
Cancel Cancel
3. You willbe notified when you have successfully deleted a file or folder.

(1) Information

Your file has been deleted successfully

13



Using the File Manager: Replacing File s

1. To replace a file that exists in your File Manager with another file on your computer , you
must first click the radio button next to the file to be replaced , and then clickthe Replace button

on the File Manager menu.

University of Houston % Clear Lake Unit Assessment System @]
Name: Logout

Current User: PCLAB"
Semester: Spring 2008

Unit Assessment System

Mame
Term:  Spring 2008
Course:  TCED-3133.12

Add Folder ) (_Add File ) (_Renarne ) ( Delete ))( Replace )| Mark as Hornepage ) | (" Clear Homepage ) ( Delete All Files )

Expand Al | Collapse Al
&3
Select Focus File
s ¥ Partfolio Scored Rubric

v—? Indicates the homepage that will be viewed first
Indicates a folder

Indicates a file

Return to by Courses

My Courses | Logout
Copyright UHCL 2007 - 2003 )
ion: Privacy Statement
“Wersion: 20030425 Privacy Statement

2. The Replace File dialog box  will appear . Click the Browse button to locate your new file.

Replace File:

ile; T.ing
= Mew File: IMyDDc:uments\,eu:lipse_inveﬁ_blue.jpg Elruwse...l

Maximum file size: 5 MB

[ Submit ) [ Cancel )

3. Once you have selected your file, click Submit to replace your file. If you do not wish to
replace your file, click on th e Cancel button.

Replace File:

Selected File:  bap officers Fall 2008 TEST. by
= [ew File: IMyDDcuments\,eclipse_inven_blue.jpg Browse... |

Mazimum file size: 5 MB

[ Submit | [ Cancel |

14



Using the File Manager: Marking a File as the Homepage

Generally, m arking a file as a Homepage is used when you are uploading a website for your

instructor. If you are not uploading a website, you probably do not needto marka hom epage.
Check with your instructor for details.
1. To Mark a file as a homepage , you must first click the radio button next to the file to be
mark ed, and then clickthe Mark As Homepage button on the File Manager menu.
University of Houston & Clear Lake Unit Assessment System @]
Name: Looout
Current User: PCLAB
Semester: Spring 2008
Unit Assessment System
Marne:
Term: Spring 2008
Course: TCED-3133.12
Add Folder ) | Add File ) | Rename | [ Delete ) [ Replace j| Clear Homepage ) ( Delete All Files )
Expand All | Collapse Al
Select Focus File
o ¥ Portfolio Scored Rubric
W0 Indicates the homepage thatwill be viewead first
Indicates a falder
Indicates a file
Return to My Courses
_ My Courses | Logout
e
2. When you have successfully marke d a file as a homepage, the file will be denoted with a star

(%) symbol.
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