
 
Chapter 2 – The Diagnostic Digital Portfolio 

 
Diagnostic Digital Portfolio Overview 
 
The Diagnostic Digital Portfolio is a Web-based electronic tool that allows students and faculty 
to submit key performances and then use these key performances to reflect on development of 
the student's learning across abilities and courses. 
 
The DDP is broken into sections that are accessible by clicking on the main tabs on the top of the 
screen.   

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The My Portfolio page will always 
be the first page when you enter the 
DDP.  It shows your completed key 
performances in a matrix format, 
depending on the matrix listed in a 
pull down menu.  You can click on 
any key performance to see your 
feedback, self assessment and 
additional files associated with the 
key performance 

The My Work section is used to view key 
performances that you have selected to be 
completed, as well as those that have been assigned 
to you by faculty.  You use this section as the 
starting point for uploading self assessments and 
viewing a list of key performances with self 
assessments you have already submitted. 

The Key Performances 
section is where you go to 
select a key performance to 
add to your "My Work" 
section.  Here you will find a 
list of all active key 
performances by name, with 
their type, the date activated 
and the designer.   
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Clicking on your underlined name on the left side of the screen wi
information. 
The Reference section contains general 
information that you will find useful.  
You can view the Self Assessment 
Framework, Major and Support 
Advanced Outcomes, Statements of 
Majors, criteria sheets, forms and 
definitions of levels 1 to 4 of the eight 
abilities. You can also email the system 
administrator with questions or changes 
to your student information. 
 is the section that you 
an upload a variety of 
 to the predefined 
uments that you submit to 
are viewable by faculty.  
Private Workspace area 
 only by you, where you 

s or documents that you 
n or temporarily save. 
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Logging on to the DDP 
 

You must have a working Alverno Network user name and 
password to use the DDP 

 
 
 
 
If you are accessing the DDP from Alverno, you must log on to the Alverno network first!  
The DDP operates with your username and password for the Alverno network.  That means your 
DDP password is the same as your Alverno network password! 
 
You must have completed the orientation to the Computer Center during which you changed 
your network password to use these directions! 
 
Student Log On: 
1. Open a browser. To launch Internet Explorer, click Start, Internet Explorer 
 
2. Once your browser is open, type the following web address (URL) in the box next to 

location: 
 

ddp.alverno.edu 
 

3. You will then be at the opening page of the DDP.  Click on the tab that says Enter DDP.   
4. A logon window will appear: 

 
 
5. In the box next to Name: type 

network user name. For Susan 
Password: type in your Alvern

 
 

anthonsb
 

in your DDP user name, which is the same as your Alverno 
B. Anthony the name would be: anthonsb.  In the box next to 
o network password and click OK. 



 
Submitting A Self Assessment 

 
1. Log into the DDP 
 
2. Click on the Key Performances Tab.   

 

Key Performances  

3. Locate the Key Performance you have been asked to complete. Note: You may have to select 
a different page or click the Next 20 Button to locate your Key Performance.    For this 
example we will use AC 101 CPA.   

 
4. Click on the Key Performance.  The Key Performance Design will appear so you can make 

sure it is the correct Key Performance.  Click on Add To My Work Tab. 
 

Note: If you cannot click on the key performance (it is bolded and not underlined) then 
the Key Performance has already been added to the My Work Tab. Click on the Add 
To My Work tab and go to step #6.   

 
5. You will see a Submitted – Thank You Message on the screen for approximately 3 seconds 

and will be taken to the My Work Tab.  You will see the Key Performance you added.  In 
our example AC 101 CPA is now visible in the My Work Tab. 



 
 

6. Click on the underlined name of the key performance (Example= AC 101 CPA).  A screen 
that describes the key performance and gives you the criteria will appear. 

 
7. Scroll down towards the bottom of the screen.  Click on the underlined Self Assessment 

Template to see the questions you will need to answer.  

 
8. Microsoft Word will start and you will be viewing a template for your self-assessment.  

Make sure you enter your name on the document.  Note: Microsoft Word opens inside of 
the browser, so you will still see the browser buttons on the top of the screen. 

 
9. Complete the self-assessment.  You must save your key performance self assessment in 

Microsoft Word to upload it to the DDP. You can save your self assessment to a disk or to 
your network home directory (H drive), or to your hard drive if you are at home.  To save 
your self assessment:  

 
♦ Click File, Save AS. Locate the place that you want to save your self assessment 

(network home directory or other drive), by clicking on the upside down triangle. 
 
 
 
 
 
 
 
 
 
 
 

Click the  to see the 
pull down menu 

10. Once you have selected your Home directory or other drive, type in a new name for the file, 
or leave the default name. Click the SAVE button.   Make sure you know the name and 
where you saved the file so that you can locate it again to upload it to your DDP.  

 



11. When you have saved your self assessment, click the Back Button on the browser.  You may 
receive a warning that you have not saved your file.  As long as you know you have saved it, 
click Cancel. 

 
12. You are now ready to upload your completed self assessment to the DDP.  Click on the 

Browse Button under Self Assessment.  A dialog box will appear and you will need to select 
your file. The dialog box to select your self assessment is similar to the dialog box you used 
to save your self assessment.  Locate your file, click on the file to highlight it and then click 
Open or double click the file. 

 
  
 
 
 
 
 
 
 
 
 
 
13. Once you click Open you will be back at the screen in number 11 above.  The browser will 

work for a second, and then you will see your file uploaded.  You can click on your self 
assessment to open it and make sure it is the correct one.  Note: The number under Grace 
Time is the amount of time you have to remove/change your file.  Once the Grace Time has 
expired, or your instructor has completed the key performance by uploading your feedback, 
the file cannot be removed. 

Click the  to see the 
pull down menu 

 
14. When your instructor or assessor has completed their work (uploaded feedback and given 

you a performance status), you will see the key performance name in your Matrix Portfolio 
view. To view your feedback, click on the key performance name on your matrix, under the 
My Portfolio tab. Scroll down, and you will see an underlined file under Primary 
Feedback. Click on the file to open it. 

 



NOTE:   Your feedback from instructors/assessors will not be visible until you upload your self 
assessment. 



Uploading a File to My Resources 
 

The My Resource area is a place for you to upload files and documents.  There are various 
categories listed, along with a private workspace.  All files are visible to faculty except those 
located in the Private Workspace.  In order to upload files to My Resources, you must be logged 
into the DDP. 
 
1. Click on the My Resources tab.  In the example below, the student has several files located 

under the Inventories category. (Note: your categories may be different). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Categories 

2. To add a file, click on the browse button associated with the appropriate category.  In our 
example we selected the Browse button associated with Private Workspace. 

 
3. Locate the file you wish to upload (from a disk, your home directory, hard drive, etc.) and 

click the Open button. 
 
 
 
 
 
 
 
 
 
 
 

Click the  to see the 
pull down menu 

4. The browser will work for a few seconds and you will be returned to the My Resources tab 
and your file will be visible under the category you selected.  You can open the document by 
clicking on it, or remove it by clicking on Remove. 

 
 
 

 Click to open document 



Connecting a Key Performance to a Matrix 
 
Students can connect a key performance to certain matrices, depending on their availability.  You 
can connect a completed key performance (visible in the My Portfolio tab) at any time and you 
can connect a key performance you are working on (visible in the My Work tab).  The process is 
the same for each. 
 
1. Locate the key performance you wish to connect to a matrix.  You do this from either the My 

Portfolio tab or from the My Work tab. For this example we will use the My Portfolio tab 
and ED 201 sp2002 as the key performance to connect to a matrix. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
2. Click on the key performance you wish to connect to a matrix.  In this example we will use 

ED 201 sp2002.  A description of the key performance will appear.  Scroll down to the 
bottom of the screen and locate the section Student Selected Matrices. 

 

 

Add Matrix button

Pull down menu
Selected Matrix 

 
3. Use the pull down menu to select the desired matrix.  In this example we have selected 

Education Standards. Once you have selected the matrix, click the Add Matrix button. 



4. A screen with the matrix detail will appear and you can select the appropriate choices for 
your key performance.  In our example, the second and third Education Standards have been 
selected.  Once you have made your selection click the Submit button. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
5. You will be returned to the Key Performance design screen.  You will see the matrix 

connection in the Student Selected Matrices. 

 
 
6. Once you have connected a matrix to a key performance, you can remove or edit it at any 

time. You must remove the matrix and reselect in order to edit your choices. You will see the 
matrix connection when you view the matrix you have connected the key performance with 
in the My Portfolio tab. 

 
7. Notice that all student selected matrix connections are marked with an asterisk (*). 
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