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S T U D E N T  R E A D I N E S S

TENNESSEE PUBLIC SCHOOLS WILL BE 
EQUIPPED TO SERVE THE ACADEMIC 
AND NON-ACADEMIC NEEDS OF ALL 

STUDENTS IN THEIR CAREER PATHWAYS

A C A D E M I C S

ALL TENNESSEE STUDENTS WILL HAVE 
ACCESS TO A HIGH-QUALITY EDUCATION, 

NO MATTER WHERE THEY LIVE

E D U C AT O R S

TENNESSEE WILL SET A NEW PATH FOR 
THE EDUCATION PROFESSION AND BE 

THE TOP STATE IN WHICH TO BECOME AND 
REMAIN A TEACHER AND LEADER FOR ALL

We will set all students on a path to success. 



Agenda

In this meeting, we will discuss
• Portfolium Platform Access
• District Administrator Resources
• Teacher roster guidance
• Submitting teacher rosters
• Next Steps
• Support



District TEAM portfolio leads received access to the portfolio 
platform, Portfolium beginning August 25th.

Activation instructions was emailed to new portfolio leads from 
Instructure.

If you had district administrator access in Portfolium last year, 
your log in and password is the same.

Once you log in at Portfolium, Inc, you will select the school year 
2023-24 and the role district administrator. 

District administrators also have the Teacher role to select to view 
what teachers have access to in the platform.

Portfolium Platform Access

https://edu.portfolium.com/
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District Administrator Resources



District Administrator Resources



Before teachers receive access to Portfolium, the TEAM portfolio 
management platform, staff roster information must be provided to 
the department.

The Portfolio Teacher Rostering Guidance document provides 
instructions on how to create, edit, and submit a roster. This 
document has been updated with changes for the 2023-24 school 
year.

Once the roster information has been quality checked and uploaded 
to the platform, new users will receive the activation email needed 
to access their platform account. Teachers rostered with the same 
information (email and district) as last year will be able to log in with 
last year’s username and password.

Teacher Roster Guidance

https://team-tn.org/wp-content/uploads/2023/07/2023_24-Portfolio-Teacher-Rostering-Guidance-for-Portfolio-Leads.pdf
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Portfolio Resources | TEAM-TN

Teacher Roster Guidance

https://team-tn.org/portfolio-resources/
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Reach out to your director of schools and/or your evaluation configurator to 
ensure you know which model(s) your LEA selected to implement for 2023-24.

Reach out to all of the teachers in those selected areas and ensure they are 
aware they are required to complete a portfolio this school year.

Work with your evaluation configurator to be sure you know all of the teachers’ 
information needed for each model.  For example: Name, email, TLN, grade or 
subject.

Teacher Roster Guidance
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Refer to page 11 in the Student Growth Portfolio Teacher and Administrator 
Guidebook for staff assignments and circumstances that remove a teacher’s 
requirement to submit a portfolio. Leads should ensure that exempt teachers 
are not included in the roster submission.

Teacher Roster Guidance

https://team-tn.org/wp-content/uploads/2023/07/TEAM-Portfolio-Guidebook-for-Administrators-and-Teachers-1.pdf
https://team-tn.org/wp-content/uploads/2023/07/TEAM-Portfolio-Guidebook-for-Administrators-and-Teachers-1.pdf


In order to prevent data quality errors and help ensure that all 
teachers within your district receive an accurate level of overall 
effectiveness (LOE) score, it is vital to coordinate with your 
district’s licensure administrator, evaluation configurator, 
and/or HR staff members to ensure that all staffing data in 
TNCompass is up-to-date for the school year before portfolio 
rosters are submitted. 

Portfolio roster submissions should only include the 
information of teachers who are currently staffed in a school in 
your district for the 2023-24 school year in TNCompass.

Submitting Teacher Rosters



Portfolio Rostering Template

Submitting Teacher Rosters

https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fteam-tn.org%2Fwp-content%2Fuploads%2F2023%2F07%2F2023_24-Portfolio-Teacher-roster-template.xlsx&wdOrigin=BROWSELINK


 Click File
 Save As
 Download a Copy to your Computer
 Save your copy of the template as “districtname_Portfolio Rostering 

Template.xlsx”

Submitting Teacher Rosters



 Column A first name- Teacher’s first name
 Column B last name- Teacher’s last name 
 Column C email- Teacher’s email address 
 Column D TN license number- Teacher’s TLN, 9 digits found in TNCompass
 Column E District ID number - 5 digits found in TNCompass
 Column F Portfolio Model- must be entered as directed in rostering guidance
 Column G School ID number - 4 digits found in TNCompass

Submitting Teacher Rosters



Submitting Teacher Rosters
TLN

District and 
School IDs



Portfolio Models
This column must be exactly entered as provided below:

Submitting Teacher Rosters



• Activate District Administrator account in Portfolium.
• Ensure you have district administrator access to 2023-24 

user directory and reports
• Notify your district evaluation configurator if anyone else in 

your district is also a portfolio lead.  Portfolio lead contact 
information is submitted in TNCompass this year under LEA 
contacts.

• If new portfolio lead contacts are added in TNCompass, let us 
know at Portfolio.Questions@tn.gov and we will get them 
district administrator access to Portfolium. 

Next Steps

mailto:Portfolio.Questions@tn.gov


 Submitting your Portfolio Roster- Name and save your copy of the Roster 
Template as “districtname_Portfolio Rostering Template.xlsx”

 Please return your completed Portfolio Rostering Template file to 
Portfolio.Questions@tn.gov and include “Teacher Roster” in the subject line

 The department will accept rosters on a rolling basis beginning Sept. 8–Oct. 27.
 Please allow five to seven business days for processing, data cleaning, and 

uploading rosters to the Portfolium platform.
 Activation emails will be sent to new users directly from Portfolium on a rolling 

basis as the rosters are received and processed.
 Please ensure that your district has not blocked emails from 

support@portfolium.com.

Next Steps



Support
 Monthly office hours

 Email Portfolio.Questions@tn.gov

August 3,
1 p.m. CT

Intro to the portfolio lead role, responsibilities, resources available 
on the TEAM website.

Click here to join 
the meeting

September 7,
1 p.m. CT Intro to the portfolio platform: Portfolium and Rostering guidance

Click here to join the 
meeting

October 5,
1 p.m. CT Teacher Account Set up

Click here to join the 
meeting

January 4,
1 p.m. CT Roster verification and PYE

Click here to join the 
meeting

February 1, 1p.m. 
CT Portfolium reports

Click here to join the 
meeting

March 7,
1 p.m. CT Monitoring teacher submission status and completions

Click here to join the 
meeting

April 4,
1 p.m. CT Finalizing portfolio implementation

Click here to join the 
meeting

May 2,
1 p.m. CT Reviewing Teachers’ Final Scores

Click here to join the 
meeting
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Thank You!
#TNBestforAll
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