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• 1. Open UCMO web page
and click on My Central Icon.

2. Using your 700 number log into my central.

3. Click on employee tab

4. In Employee section, scroll down and you will 

see link to TK 20 assessment software. Click

on it and will direct you into TK 20.Additional.

If you do not see faculty qualification tab in Tk

20, then go to top right and side corner in Tk

20change to either Program coordinator / or

faculty get the faculty tab to add.



1. Open Tk20

2. Click on Faculty 

Qualifications in Left Side 

Menu

3. Go to Faculty 

Qualifications tab on 

horizontal menu

4. Select My Activity 

Portfolio



1. Select master category (General Information)

2.Select category you would like to add an activity for.

3. Click “Add an activity” to add more professional teaching

Activity Portfolio for General Information



Enter “Name of Professional 

Teaching Experience” here.

Select status of your activity 

and enter date.

Enter “Description of Position” 

here

Enter “Entity/Institution where 

position was held” here



Click here to add any supporting documents for your 

activity

Click “Save” to save the activity.

Saved activity appears below.

To add other activity, click here

To edit the existing 

activity, click here



Select other categories and follow the 

same instructions from slides 3 to 5.



Activity Portfolio for Credentials

->Go to My Activity Portfolio as shown in Slide 3.

->Select “Credentials”

->Click any category.

Click “Add an activity” to add activity under 

“Current Rank and Position” and click “Close”.



Select other categories and add activities

under it. Follow instructions in Slides 7 

for the same



->Go to My Activity Portfolio as shown in 

Slide 3.

->Select “Teaching”

->Click any category other than “Courses

Taught at this institution” as information

will be loaded automatically from Banner.

Activity Portfolio for Teaching



Click “Add an activity” to add activity

under current category and click

“Close”.

Select other categories and add activities

under it. Follow instructions in Slides 9 

and 10 for the same



Activity Portfolio for Scholarly/Creative

->Go to My Activity Portfolio as shown in 

Slide 3.

->Select “Scholarly/Creative”

->Click any category.

Click “Add an activity” to add activity

under current category and click



Select other categories and add activities

under it. Follow instructions in Slide 11 

for the same



Activity Portfolio for Service

->Go to My Activity Portfolio as shown in 

Slide 3.

->Select “Service”

->Click any category.



Select other categories and add activities

under it. Follow instructions in Slide 13

for the same



Activity Portfolio for Optional Statement

->Go to My Activity Portfolio as shown in 

Slide 3.

->Select “Optional Statement”

->Click “Optional Statement” category

under it.

Click “Add an activity” to add activity

under current category and click

“Close”.


