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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 who 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.  

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. 
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This guide will explain how to login, change your password, and upload reappointment, promotion and tenure (RPT) 

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, an online collection of 

your own files, and more. For assistance, please contact FolioWeb technical support: support@folioweb.com. 

Changing Your FolioWeb Password 

All full-time faculty already have accounts on FolioWeb. Administrators and staff should contact FolioWeb technical 

support at support@folioweb.com to request an account. 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 Once your account has been created 

with a temporary password, you may need to change your password.  

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

2. Click the òpasswordsó button on the left navigation bar 

 

 

 

 

 

mailto:support@folioweb.com
mailto:support@folioweb.com
http://www.folioweb.org/
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3. If you do not know your current FolioWeb password, select òemail password retrievaló or click òI forgot my 

passwordó 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. 

 

4. If you know your temporary password, select òchange password.ó You will be prompted to login to FolioWeb.  

 

 

 

 

mailto:support@folioweb.com
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5. Once you successfully login, you click on the òchange passwordó link from the òpasswordsó page to change your 

password to one that easier to remember.  

 

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

Accessing FolioWeb Help 

Along with this Userõs Manual, there are a variety of resources under òhelpó for you to learn to use FolioWeb.  

1. Go to http://www.folioweb.org and click on the òhelpó button on the left navigation bar. 

 

http://www.folioweb.org/
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2. Use the òworkshopsó link to view and select scheduled FolioWeb workshops/ 

 

3. The òtutorialsó page contains a menu of available categories of online tutorials. Select òRPT Tutorialsó from the 

òTutorial Categoryó menu. 

 

4. Choose a tutorial from the list. Many of the tutorials are short videos of procedures you will need to effectively 

use FolioWeb for your RPT file. To view these tutorials, you will need the Flash plug-in from Adobe available at 

http://get.adobe.com/flashplayer/?promoid=BUIGP. The Flash plug-in is very commonly pre-installed in modern 

computers. 

 

 

http://get.adobe.com/flashplayer/?promoid=BUIGP
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Installing Adobe Acrobat Reader (Mac users) 

To view candidate electronic files, you will need to have the Adobe Acrobat Reader installed. Acrobat Reader is 

installed on most Windows computers. However, it is no longer part of the default software installed on Macintoshes. 

Instead, Mac users generally rely on a program from Apple called Preview to view a larger variety of files, from 

text files to PDFs and Photoshop files. Unfortunately, Preview is a not as fully-featured as Acrobat Reader. 

Specifically, some types of hyperlinks created in Microsoft Word on the Mac will not work properly in Preview. 

Fortunately, Acrobat Reader is free and very easy to obtain and install. In addition, it is compatible with Preview 

and other Mac software and should cause no problems once installed. 

Safari: 

1. To install Acrobat Reader, go to http://get.adobe.com/reader/ and click the <Download> button. The Acrobat 

installer will download as a .zip file and will automatically install.  

2. Click <Continue> and <Install> and enter your Mac system password when prompted to complete the installation 

process. 

3. Click <Close> to complete the installation. 

4. Double-click the Adobe Reader icon inside the òAdobe Reader 9ó folder now located inside your Macintoshõs 

òApplicationsó folder. 

5. Enter your Mac system password when prompted. 

6. Click <Continue> to install the Acrobat Reader Extra into Safari. 

 

7.  If Safari is currently open, the installer will prompt you to quit Safari. 

8. Appleõs Preview is the default program to view PDFs. You will be prompted to set Acrobat Reader as the new default 

program. Select the òDo not show this message againó to make the change permanent. 

http://get.adobe.com/reader/
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Firefox: 

1. To install Acrobat Reader, go to http://get.adobe.com/reader/ and click the <Download> button. A dialog box 

will appear notifying you that you are about to download the installer as a .zip file. By default, Firefox will 

automatically unzip the installer with Stuffit Expander when it has finished downloading. If you would like to avoid 

this notification in the future when you download .zip files, click òDo this automatically for files like this from now on.ó 

Click <OK>. 

 

2. If the installer does not start by itself, locate the newly downloaded file (usually in the òDownloadsó folder or on 

the Desktop) and double-click to install Adobe Reader. 

3. Click <Continue> and <Install> and enter your Mac system password when prompted to complete the installation 

process. 

4. Click <Close> to complete the installation. 

5. Double-click the Adobe Reader icon inside the òAdobe Reader 9ó folder now located inside your Macintoshõs 

òApplicationsó folder. 

http://get.adobe.com/reader/
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6. Enter your Mac system password when prompted. 

7. Click <Continue> to install the Acrobat Reader Extra into Safari. 

 

8.  If Safari is currently open, the installer will prompt you to quit Safari. 

9. Appleõs Preview is the default program to view PDFs. You will be prompted to set Acrobat Reader as the new default 

program. Select the òDo not show this message againó to make the change permanent. 

 

Installing the Virtual Private Network (VPN) Client 

If the candidate file links to resources that are accessed in subscription-based online databases such as Ebsco Host, 

you may need software to view the resources if you wish to view these resources off-campus. If you are using a KSu 

computer on campus, no additional configuration ius needed. For off-campus access to these resopurces, you may 

need to obtain and install the Cisco VPN client. This client provides a secure connection to KSUõs network and allows 

you to access resources as if you were on campus. 

1. To install the VPN Client, go to http://www.kent.edu/is/Network/KSU-VPN-Instructions.cfm. This page has a 

download link and full instructions for using the software.  

2. Once installed, double-click the VPN client icon on the desktop shortcut or launch the program from the Start menu 

(Windows) or from the Applications folder (Mac). Enter your KSU username and password. Then, access the internet 

as you would normally. Because you are using the virtual private network and have a secure connection to KSU, you 

have access to most resources available on-campus including and information accessed from subscription databases. 

http://www.kent.edu/is/Network/KSU-VPN-Instructions.cfm
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Accessing Faculty Portfolios 

Only registered FolioWeb users are able to access faculty portfolios. Faculty portfolios are accessed via the 

FolioWeb search function. 

1. Login to FolioWeb from the homepage, http://www.folioweb.org. See the òChanging your FolioWeb passwordó 

above for help in finding a changing your FolioWeb password. 

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

 

http://www.folioweb.org/

