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M.S.Ed. 
Comprehensive 
Exam Portfolio

Students who are in the M.S.Ed. in 
Instructional Technology, Library 
Information Specialist and/or Technology 
Specialist certification programs are 
required to complete the comprehensive 
examination before graduating. 

The comprehensive exam is in the form 
of an electronic portfolio. Students 
should contact the department office 
during the semester prior to anticipated 
program completion and graduation to 
enroll in an information session. 

The following are the guidelines for 
completing the comprehensive 
examination.



Where to Find Information

• Go to the ETRA homepage: 
http://www.cedu.niu.edu/etra/

• At the top of the page, click on Resources

• Click on the first link under Resources: Comprehensive 
Exam Portfolio

about:blank




Exam Schedule

• Application to participate in the M.S.Ed. Comprehensive Exam
• Students work on artifact outline form
• Artifact Outline form to Blackboard
• Portfolio Preparation in Blackboard
• One electronic copy of portfolio submitted through Blackboard
• Portfolios on file for faculty review
• Feedback to students on any revisions that need to be made
• Revisions must be completed and approved, if any revisions are 

required.
• Exit Interview



Guidelines for the Professional Portfolio

A portfolio is a collection of work used to illustrate 
competency or mastery in some defined area of 
knowledge and/or set of skills. It also provides a means 
for reflection on personal and professional 
development. Finally, it offers the opportunity for peer, 
self, and expert assessment.



Guidelines for the Professional Portfolio

Required Submissions

1. A Current Resume

2. A Professional/Personal Statement including a reflection on your 
development as an instructional technology professional through 
this MSEd program and how the artifacts you've selected to submit 
demonstrate your knowledge and skills in the six Areas of Mastery.

3. A Goals Statement for continued professional development, with 
long-term and short-term goals.

4. An outline of your Program of Study (with grades).



Guidelines for the Professional Portfolio

5. A Compilation of Artifacts submitted to illustrate your growth and 
level of competency in each of the following Areas of Mastery.

6. Artifact Introductions/Narrative - For each artifact submitted to 
address an Area of Mastery, provide a minimum one-page 
Introduction including a Description of the artifact and your 
Rationale for including the item in the portfolio.  
• Template



6 Areas of 
Mastery

• Professional Development

• Analytical and Integrative 
Thinking

• Instructional Design

• Media/Technology 
Development

• Management and 
Implementation

• Evaluation

Two artifacts for each area of 
mastery needed – so a total 
of 12 artifacts minimum



Guidelines for the Artifacts/Areas of Mastery

• Title of artifact/item

• Area of mastery addressed

• Description of artifact including:
• the nature of the artifact (literature, design document, video, software evaluation, 

etc.)
• the context in which the artifact was produced
• a summary of the major activities involved, findings, and/or conclusions reached

• Rationale:
• Your rationale for including the artifact
• How the specific criteria are addressed by that artifact
• Your rationale for how your learning was affected
• Your rationale for how your students’/clients’ learning was affected



Guidelines for the Artifacts/Areas of Mastery

One page minimum

Subheadings I suggest:

• Name of artifact, course it came from (or other place)

• Description of artifact – what is it, what was it created for

• Rationale for inclusion – why are you including it? Why does 
it meet the area of mastery – look at the ”criteria” listed for 
each area and discuss these

• How my learning was affected

• How my students’/clients’ learning was (could be) affected





Example Artifact 
Narrative

https://etra.niu.edu/etra/_files/forms/artifact-narrative-example.pdf

https://etra.niu.edu/etra/_files/forms/artifact-narrative-example.pdf








Artifact Outline due
to your assessment 
committee chair via 

Blackboard













Overview of Professional/Personal Statement 
and Goals Statement

This section of your portfolio should be a written reflection on 
your development as an instructional technology professional 
through this M.S.Ed. program and how the artifacts you've 
selected to submit demonstrate your knowledge, skills, 
attitudes, and experience.



Professional/Personal Statement

The criteria for assessment are:

• Reflects on personal growth as IT professional

• Reflects on M.S. program and impact on professional 
development

• Draws on literature in the field (at least 3 citations)

• Summarizes program experiences

• Integrates areas of mastery and artifacts selected



Professional/Personal Statement

Some questions you may ask yourself as you prepare to write 
your personal statement include:

• Who am I as an IT professional?
• Define yourself
• Provide a summary of your professional experiences



Professional/Personal Statement

What is important to you as an IT professional?

• What kind of an IT professional are you?

• What roles do you see for yourself? (collaborator, leader, 
teacher, manager, evaluator, designer, developer, 
researcher/scholar, etc.)

• How are you guided by professional ethics and standards?



Professional/Personal Statement

What are your beliefs about … ?

• teaching and learning, instructional design, technology, technology-
based learning, issues of diversity?

• How do your beliefs and professional characteristics link to 
your development during your time as an IT student? 

• How have your IT program experiences contributed to that 
development?

• How do the artifacts you've selected reflect the above?



Professional/Personal Statement

• Drawing on the six areas of mastery, what are your 
strengths?
• use items as examples 

• What is your expertise? 

• What areas do you want to continue to develop? 
• (could set the stage for the Goals Statement) 

• How will you continue your life-long learning?



Example 
Professional/Personal 

Statement

https://etra.niu.edu/etra/_files/professional-statement-example.pdf

https://etra.niu.edu/etra/_files/professional-statement-example.pdf














Goals 
Statement

In this section of the portfolio you will 
draw on your personal characteristics, 
values and beliefs to define a vision for 
your career and outline a series of goals 
to support that vision.

Ask yourself:

• What do you want? What ideal job do 
you have in mind? Why would you be 
good at it? 

• What knowledge, skills, attitudes and 
experiences are important? How will 
you know when you get it?



Goals Statement

Elements to include:

Vision/Statement of Purpose - Using your personal statement 
and further self-reflection, identify the values, principles, and 
beliefs you consider most important to your career. Draw on 
the above values to develop a vision or purpose statement for 
your career.



Example
Goals 
Statement

I value professional recognition, collegial 
relationships and making a contribution. 
I thoroughly enjoy my current position as 
a 7th grade teacher. I hope to continue in 
this position, but also gain recognition as 
having skills in integrating technology 
into teaching and learning. I would like to 
assist other faculty interested in using 
technology. I want to continuously be 
improving my own teaching by actively 
rethinking my lessons and putting into 
practice my knowledge of using 
technology. 



Long-Term/Short-Term Goals

Goals are measurable results or outcomes that link to your 
vision.

Tips for developing goals statements:

• Make sure the goal you are working for is something you 
really want.

• One goal can not contradict another of your other goals.



Long-Term/Short-Term Goals

• Write your goal in the positive instead of the negative.

• Write your goal out in complete detail. Include the 
achievement date.

Example:

Goal: By the start of the school year 2020-2021, I will revise 
three units to incorporate engaged learning and technology.



Long-
Term/Short-
Term Goals

How many Goals?

• Two to Five short-term goals

• Two to Five long-term goals



Next Steps

• Fill out Portfolio Application

• Scan and send to your committee chair

•When sending email, use “M.S.Ed. Comprehensive 
Exam Portfolio Application” in subject line

•Prepare artifact outline

• Submit artifact outline via Blackboard to your 
assessment committee chair by due date



Next Steps

• Check your Blackboard 
account to see your 
assessment committee chair 

• Begin building your portfolio.

• View the tutorials on 
Blackboard that show you 
how to upload your materials 
to Blackboard.



The following slides may 
change after the 

conversion to ULTRA



































Assessment

















Please submit any 
questions to your 
committee chair.


