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Click here

 
You should then see this screen  

 

Your 
Personal ID 
Number is 
your social 
security  # 

 
If you get a screen that says to contact me… 

email Ms. Michelle Johnson immediately: mjohnso@vsu.edu
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Student User Guide: http://www.tk20.com/resources/UserGuide.pdf

Campus Administrators: Ms. Michelle E. Johnson (mjohnso@vsu.edu) 
 

Logging In 

1. Click New Users Click Here 

2. Enter requested information 

3. Record it and click Login to CampusTools HigherEd 

4. Log in using the information that you received in Step 3 

Note: In order to submit an assignment, you must first create an artifact. You must have 
your assignment saved on your hard drive or a disk in order to upload it as an artifact. 
 

Creating an Artifact 

If you do not see a 
drop-down box, 

email 
 Ms. Michelle 

Johnson 
immediately 

1. Click Artifacts Tab (top menu) 

2. Click Create (side menu) 

3. Select the Type of artifact from the drop-down menu (if your instructor does not 
designate a specific artifact type, choose Essay or File)  

4. Click Select 

 

 

1. 

3. 

4. 2. 
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5. Type the Name of the document. Typing a description is optional.  

 

5. 

 

6. Click the Documents tab and click Add New 

 

6. 
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a. Click Browse and Name the file again (Give it a Title – This can be the same as the Name) 

b. Click Upload  

 

a. 

b. 
 

c. Close the “File Upload Status Box once it has uploaded your file” 

 

c. 

d. 

d. Click Save – Your Artifact has been created and your document is attached. 
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Submitting an Assignment: You must create an artifact before you can submit an assignment. 

Assignments will show in your Task Inbox. They will also be under courses.  
To view the assignment, 

1. Click the Courses Tab (top menu)  

2. Select the Course Number (i.e., EDUC 401) 

3. Click the Activities sub-tab - A bold item with a red flag  beside it indicates a Pending Assignment. Click 
the name of the Assignment. You will then see a new set of sub-tabs…Assignment, Standards, Artifacts, 
Assessment, and Extensions 

4. Click the third tab - Artifacts 

 

a. Click Add New 

 

1. 
4. 

a. 

b. Click Search beside the Artifact Type drop-down menu  

c. Select the Artifact by placing a check ( ) in the box beside the chosen artifact  

d. Click Add 

 

b. 
c. 

d. 
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e. Click Submit 

 

e. 
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