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What is FolioWeb? 

FolioWeb is a website that manages electronic portfolios and the contents (artifacts) that they contain. FolioWeb 

users can be students, faculty, teachers, almost anyone that wants to easily upload and display their work. FolioWeb 

can house nearly all kinds and sizes of computer files, including text documents, webpages, video, graphics, 

animations, datasets, presentations, and audio files. The only limits on what can be uploaded and displayed are 

imposed by our imaginations and intellectual property laws. In other words, feel free to use FolioWeb for any 

content you wish to put in your portfolio, as long as you have created and own that material.  
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FolioWeb makes working with electronic portfolios easy. Once you have an account with a username and password, 

you can easily upload and view your own files. Teachers can also use FolioWeb to integrate electronic portfolios 

into their instruction. In fact, FolioWeb can be used to facilitate a variety of different instructional approaches, 

including managing and assessing student projects, online submission of exercises and quizzes, and electronic 

communication including chatrooms, discussions, and blogs. 

If you are a faculty member, you already have an account and this guide will explain how to login, change your 

password, and upload reappointment, promotion and tenure (RPT) or NTT Review (Review) documents. And, the skills 

youõll gain in this process can easily be used to expand your use of FolioWeb to developing a personal portfolio, 

websites, a document or resource repository for students, a online collection of your own files, and more. For 

assistance, please contact FolioWeb technical support: support@folioweb.com. 

Changing your FolioWeb password 

1. Go to http://www.folioweb.org 

2. Click the òpasswordsó button on the left navigation bar 

 

3. You will be prompted to login to FolioWeb. Your FolioWeb user name is the same as your Kent State University 

Flashline username, that is, your email address excluding ò@kent.edu.ó For example, if your email is 

òjsmith@kent.edu,ó your Flashline and FolioWeb username would be òjsmith.ó Your temporary FolioWeb password is 

comprised of three parts: 1) the first three letters of your Kent departmentõs name, 2) followed by the tilde (~) 

which is located in the upper left of your keyboard under the <Esc> key, and 3) the last six-digits of your Banner ID 

number (see the steps below for information on locating your Banner ID through Flashline). Regional campus faculty 

mailto:support@folioweb.com
http://www.folioweb.org/
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will also use the first three letters of their Kent departments.  

 

Examples:  
a.  If you are a faculty member in Fashion Design and Merchandising and your Banner ID is 800123456, your 

FolioWeb temporary password would be FAS~123456;  b. If you are a faculty member with University Libraries 

and your Banner ID is 800234567, your FolioWeb password would be òUNI~234567;ó c. If you are a faculty 

member in Teaching, Leadership, and Curriculum Studies and your Banner ID is 800345678, your FolioWeb 

password would be òTEA~345678.ó 

 

4. To locate your BannerID, go to the Kent State University homepage (http://www.kent.edu) and login into 

Flashline with your Flashline username (KSU email without ò@kent.eduó) and Flashline password (the password you 

use to access your email). 

http://www.kent.edu/
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5. Click on the òFaculty & Advisor Toolsó tab on the Flashline home page. 

 

6. Click on any of the links in the òFaculty Advisor Toolboxó to advance to a screen with your Banner ID. For 

example, you might click on the òClass Roster ð Detailedó link. The class roster screen, like all of the others in the 

òFaculty Advisor Toolboxó will display your BannerID. 



Electronic RPT Submission 5 
 

 

7. Your BannerID will be displayed on the right side of the screen. Here, Jane Facultyõs BannerID is 800123456. 

Since she is rostered in the School  of LifeSpan Development and educational Sciences, her FolioWeb temporary 

password would be òLIF~123456:ó The first three letters of her department are LIF and the last six-digits of her 

BannerID are 123456. 

8. If you are unable to determine your temporary password, click the òI forgot my passwordó link on the FolioWeb 

homepage and your password will be sent to your Kent State email address. Contact FolioWeb technical support 

(support@folioweb.com) if you are still unable to determine your password. 

9. Once you successfully login, you will arrive at the Passwords page. Click on the òchange passwordó link to change 

your password to one that easier to remember.  

 

10. You must enter your password twice to confirm it. Click the òcontinueó button to confirm your new password. 

mailto:support@folioweb.com
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Accessing FolioWeb help 

There are a variety of resources to you learn to use FolioWeb. These resources are available under the help menu.  

1. Go to http://www.folioweb.org

 

2. Click on the òhelpó button on the left navigation bar. 

 

http://www.folioweb.org/
http://www.folioweb.org/

