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“Submitting” Your Field Experience Work Sample 
 
Step 1:  Click the link to the appropriate field experience one of two ways 
 
 

1) Locate and click the link under the Pending Tasks section on the Home 
tab, or 

2) Locate and click the link under the Field Experiences section of the Field 
Experience tab 

 
 
Step 2:  Click the Artifact Wizard icon 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
Step 3:  Select the type of artifact you want to create by clicking on the 
“click here to attach” link 
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Step 4:  Leave the Create a new GTEP Work Sample Template option 
checked, and click the Continue button 
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Step 5:  Upload the document you want to attach using the “Choose File” 
button (you can attach additional documents using the “Click to attach 
another file” link), and fill in the blanks for the artifact template, then click 
Save. 
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Step 6:  You will know your artifact is attached when the word 
“attached” appears under the status bar.  Click Save to save and exit if 
you want to return and make changes later.  Click Submit if your work is 
complete. 
 
 

 


