
Elementary Teacher Education Program Online Application Directions 

All online documents will be uploaded to your Otis Online account.  You must first 

create an account if you do not already have one. 

http://www.uky.edu/~gmswan3/ 

 

Click on UK College of Education 

 

If you do not have an OTIS Online account, click on the black briefcase.  Fill out the information, and use 

the word “whiskers” as the registration code.  You will be given a temporary 4-digit password.  Write 

this down because you will need it to get into your account.   

http://www.uky.edu/~gmswan3/


Then to access your account, use your linkblue ID and the four-digit password.  Once in, immediately 

change the password to something you will remember. 

If you already have an OTIS account, please make sure you can access it easily. 

 

You will create 8 artifacts.  Follow the same procedure for the development of each artifact shell: 

1.  In the middle column of the above screen labeled “Portfolio Items”, you will click on the first 

box “Create/Manage Artifacts”. 

 
2.  Below are the 8 artifact titles.  You will make one entry for each title.  Do not pick a teacher or 

course.  You might receive a prompt that says you need to, but just ignore it.  Fill out year and 

semester you are applying. 

Artifact titles: 

  Character and Fitness Form 

 Community Service 

 Experiences with Elementary Children 

 Letters of Recommendation 

 My Story 



 Self-Assessment 

 TEP application basic information 

 Transcript 

3.  It is very important to remember that anything you do within an artifact must be saved using 

the save bar in the middle of the page.  Each artifact page has an “attach file to artifact” button 

you will need to use in order to upload documents. 

4. Here’s the helpful part:  If you log into Otis Online using a dummy account, it has all of the 

artifacts you will need to create along with explanations and forms to download. 

Use ID:  spw000 

Password:  password 

5.  Once you have completed all of the artifacts, click the “Submit Artifact” button for each. 

 
 

6.  Next, look to the right of the screen for the column that says “UK Portfolio”.  Change each one 

from “none” to “entry”.  This will place the artifacts within a portfolio your interview team can 

access.  You’re done! 



 
 

***  You will need to make hard copies of the following items and turn into Christopher in TEB 

166 in order for your application to be submitted: 

 

 


