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INFORMATION ABOUT RECERTIFICATION FROM UCC-ACE SUBCOMMITTEE 
 
 
 
The purpose of this guide is to provide step-by-step directions for loading electronic files of 
student work samples for those who are submitting the ACE Recertification proposals.  The 
ACE Recertification forms will be completed through the online Course Approval (CREQ) 
system and the appropriate student work samples, which represent a reasonable sample of 
student work collected in the course, will be submitted electronically in the Blackboard Content 
Collection.  This guide explains how to submit those electronic student work samples in the 
appropriate course folder in the Blackboard Content Collection to be used by the UCC-ACE 
subcommittee for review in the ACE Recertification process.   
 
The UCC-ACE subcommittee has determined that a reasonable sample of student work 
representing the range of semesters the course was taught as an ACE course will be required 
to be submitted as electronic Word or PDF files in the Blackboard Content Collection (ACE 
Recertification Student Work Samples folder) for each course that is being Recertified.   
 
Further questions about how to load these electronic Word or PDF files of student work 
samples in Blackboard can be directed to Brooke Glenn, Program Coordinator for General 
Education & Assessment, at bglenn2@unl.edu or 472-6023. 
 
Additional information about the ACE Recertification process and the ACE Recertification 
Guidelines can be found at:  http://ace.unl.edu  
 

mailto:bglenn2@unl.edu�
http://ace.unl.edu/�
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Getting Started 

A. Go to http://my.unl.edu 
(This address and http://blackboard.unl.edu will take you to the same place) 
* Blackboard users may customize their course pages, so you may notice some differences 
(in color, layout, etc) between your pages and those displayed in this guide. 

B. Log into Blackboard 
Your user ID is the same as your UNL e-mail address prefix (e.g. my e-mail is 
myname2@unl.edu
Your default password is your NU ID number found on your NCard. Or if you have 
previously established your Blackboard password, use it here. 

 so “myname2” is my user ID). 

C. Go to Content Collection 
 

 

D. Find the ACE Recertification Student Work Samples folder 
Choose ACE ACE Recertification Student Work Samples folder by clicking on the name. 

 

http://my.unl.edu/�
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E. Find the appropriate ACE Outcome folder 
Choose the appropriate ACE Outcome folder which represents the outcome for which the 
course is currently certified and seeking Recertification. 

 

F. Find the appropriate Course folder 
Choose the appropriate course subject and number by clicking on the name. 
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Student Work Sample Submission 

Samples of student work in the course have been collected each semester that the course 
has been certified as an ACE course.  You should check with your department for the 
location of the student work files.  Files could be paper copies of student work submitted to 
the department, electronic copies of student work (word or PDF files) that are saved on a 
computer, or they could be electronic files submitted in Blackboard through the ACE 
Sample Submission link and stored in the Blackboard Content Collection.  Files should 
have been created for the Department Assessment Report.  You will need to select a 
reasonable sample of files to upload to Blackboard which represent work from all the 
semesters that the course was certified for the ACE outcome.  The UCC-ACE 
Subcommittee does not expect to see all the work collected, just a reasonable sample, for 
Recertification.   

G. Name, Locate, and Upload Files 
a) Naming files 

If your student work samples were not collected in Blackboard through the ACE 
Sample Submission tool by the course instructors, you will need to name the sample 
files appropriately so that the UCC-ACE subcommittee members can tell the type of 
student work being submitted and the semester in which the work was submitted. 

If the student work samples were submitted and collected in Blackboard through the 
ACE Sample Submission tool, the files have already been named and identify the 
type of sample and the semester it was submitted.  You don’t need to re-name the 
files, please skip to letter d) below. 

To name files use: 

Course Subject and number.type of student work.semester code.doc (or pdf) 

Ex. ENGL101.essay.1111.doc     or      MATH 106.unitexam.20102.pdf 

Semester term codes

Fall 2009:  20101   Fall 2010:  1108 

: 

Spring 2010:  20102   Spring 2011:  1111 

Summer 2010:  20103   Summer 2011:  1115 

b) If Paper Copies of Student Work Collected 

If the samples of student work collected are in paper form, you will need to scan the 
documents to create electronic PDF files to be loaded in Blackboard.  See above for 
Naming Files.  Save the files to your desktop or other computer location to be 
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uploaded to the appropriate course folder in the ACE Recertification Student Work 
Samples directory in Content Collection (as found above). 

Find the appropriate course folder (as found above). 

Choose Upload then Upload Files to add student work files. 

 

Choose Browse to locate saved files on computer to add. 

Select folder from computer location and attach.  Add another document by 
choosing Browse and finding the next file. Continue until all files are added.  Then 
choose Submit to add files.  You will see the files appear in the course folder. 
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c) If Electronic Files of Student Work Collected on Your Computer 

If the samples of student work have already been scanned into electronic files or 
were submitted electronically and already created in Word or PDF files, you can 
upload those files directly into the appropriate course folder in the ACE 
Recertification Student Work Samples directory in Content Collection.  Please make 
sure that files are named according to the naming conventions above in section a).  
(See the instructions for attaching the files in the section above, If Paper Copies of 
Student Work Collected.) 

d) If Student Work was Collected in Blackboard Through ACE Sample Submission in 
Course(s) 

Some student work files may have been submitted electronically in Blackboard 
through the Course ACE Submission Tool.  If the course instructors submitted 
materials electronically each semester through the Course ACE Submission Tool, 
those electronic files are stored in the Blackboard Content Collection ACE Evidence 
Collection folder.  You will be able to access these course folders and can search for 
the documents using the Blackboard Content Collection Advanced Search tool.  This 
will allow you to find student work submitted from the course and then copy those 
student work samples to the appropriate course folder in the ACE Recertification 
Student Work Samples folder of Content Collection.  Files will already be named 
appropriately, so no changes to the files names are necessary. 

Go to the Content Collection tab.  

On the left side of the screen, find the Advanced Search option. 
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From the Search options, you can narrow down the type of files you are looking for. 

 

 

Generally, having the course entered in 1. Search Criteria and choosing the 
appropriate ACE outcome in 3. Metadata should narrow the search down to just the 
course submissions that you need.  Note:  The Blackboard metadata is not able to 
distinguish between ACE-1 and ACE-10.  These searches will return results for both 
ACE-1 and ACE-10 outcomes.   

 

After searching, a list of student work samples that meet that criteria are created.  
You will want to choose your samples to move to the ACE Recertification Student 
Work Samples folder.  First, check mark the boxes on the left of the samples that 
you want to copy and choose Copy at the top of the column. 

To search for specific course 
folders, enter the course here (ex. 
ENGL150).  Note:  No space 
between the subject and course 
number. 

To narrow down course folders by 
outcome, select ACE outcome here 
(ex. ACE-1) 
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The next screen will allow you to choose what folder to put the copied files into.  This 
is where you will choose the ACE Recertification Student Work Samples folder for 
the appropriate course. 

Choose Browse and then search for the course folder.  Courses are found by 
choosing Institution, ACE Recertification Student Work Samples, the ACE outcome 
(by Recertification year), and then the course. 
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Finally, choose Submit and the student work samples will be copied to the 
appropriate folder for the course.



12 
 

 

 


	Getting Started
	A. Go to Uhttp://my.unl.eduU

	(This address and http://blackboard.unl.edu will take you to the same place)
	* Blackboard users may customize their course pages, so you may notice some differences (in color, layout, etc) between your pages and those displayed in this guide.
	B. Log into Blackboard
	Your user ID is the same as your UNL e-mail address prefix (e.g. my e-mail is Umyname2@unl.eduU so “myname2” is my user ID).
	Your default password is your NU ID number found on your NCard. Or if you have previously established your Blackboard password, use it here.
	C. Go to Content Collection

	/
	D. Find the ACE Recertification Student Work Samples folder

	Choose ACE ACE Recertification Student Work Samples folder by clicking on the name.
	/
	E. Find the appropriate ACE Outcome folder

	/Choose the appropriate ACE Outcome folder which represents the outcome for which the course is currently certified and seeking Recertification.
	F. Find the appropriate Course folder

	Choose the appropriate course subject and number by clicking on the name.
	/
	Student Work Sample Submission
	Samples of student work in the course have been collected each semester that the course has been certified as an ACE course.  You should check with your department for the location of the student work files.  Files could be paper copies of student wor...
	G. Name, Locate, and Upload Files


