AP Digital
Portfolio:
Teacher

User Guide

FOR THESE COURSES:

AP African American Studies

AP Art and Design

AP Capstone™ Diploma Program
AP Computer Science Principles
AP Latin

AP with WE Service




Updated: Fall 2025

Table of Contents

2

[o) NN ) B e) BN G, BN O BN, RaNC) | W W

©O© 00 N3

30

31
31

Table of Contents

Introduction
Performance Task Components
Scoring Student Work That’s Not Submitted in the AP® Digital Portfolio

Class Sections and AP Digital Portfolio
Set Up Class Sections in My AP
Access the AP Digital Portfolio
Navigating Between Multiple Class Sections and/or Courses

Student Enrollment
Instructing Students to Enroll in Your Classes
AP Seminar: Team Management

Course Activities
Upload Supporting Materials
Review Student Work
Instruct Students to Confirm Exam Registration and Final Submission Status
AP Seminar and AP Research: Accessing EBSCO Research Database
AP Seminar and AP Research: View Originality Reports Using Turnitin
AP Seminar: Directions and Stimulus Material

Progress View
View Exam Order Status
View Submission Status
Review Final Submitted Work
Report Plagiarism or Falsification or Improper Use of Generative Artificial Intelligence
How to Report Plagiarism or Other Exam Violation
Return Files to Students

Scoring
AP Seminar and AP Research: Required Checkpoints and Affirmations
Entering Scores
Scoring Policies

Resources

Appendix
Converting Your Documents to PDF

AP Digital Portfolio: Teacher User Guide © 2025 College Board.



Updated: Fall 2025

Introduction

The purpose of this guide is to help AP® teachers navigate the AP Digital Portfolio to complete
important tasks.

As you navigate the guide, please note that screenshots apply to multiple subjects. A screenshot
may be provided as an example—however, the process displayed on the screenshot remains

the same for all subjects. Screenshots are illustrative and might appear differently than what is
currently reflected on the AP Digital Portfolio.

Performance Task Components

The following AP subjects contain through-course performance task or portfolio components that
are submitted by students in the AP Digital Portfolio as part of the end-of-course exam. Students
work on these components throughout the school year. In order for students to receive an AP score,
all required components and additional tasks need to be submitted as final and entered in the AP
Digital Portfolio by the set deadlines.

NOTE: Performance task submission deadlines are updated annually. Please refer to each AP Exam page on
AP Central for the current submission deadline.

AP Subject Performance Task Component

AP Art and Design Students must submit all three portfolio components as final:
= Sustained Investigation Images
= Sustained Investigation Written Evidence
= Selected Works

AP Capstone™ Diploma Students must submit the following performance task
Program (AP Seminar components as final:
and AP Research) AP Seminar

= Individual Research Report (IRR)

= Individual Written Argument (IWA)
AP Research

= Academic Paper (AP)

Teachers must enter the following performance task
component scores:

AP Seminar
= Team Multimedia Presentation and Defense (TMP)

= Individual Multimedia Presentation and Oral Defense
(IMP)

AP Research
= Presentation and Oral Defense (POD)

Teachers must complete checkpoint affirmations to confirm that
students completed their work authentically:

AP Seminar
= Checkpoint #1—Sources and Process
= Checkpoint #2—Argument Outline (IWA Only)
= Checkpoint #3—Final Review of Paper
AP Research
= Process and Reflection Portfolio (PREP)

AP Digital Portfolio: Teacher User Guide Return to Table of Contents
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Performance Task Component

AP Computer Science
Principles

Students must submit all three Create performance task
components as final:

= Program Code
= Video
= Student-authored Personalized Project Reference

NOTE: While collaborating with peers on the Program Code
is allowed, the Video and the Personalized Project Reference
components must be created independently without collaboration.

AP with WE Service

Students have the option to upload their project
(summary and evidence) but it is not a requirement.

Students may read the AP Digital Portfolio: Student User Guide for detailed instructions related to
final submission of their performance task or portfolio components.

Scoring Student Work That's Not Submitted
in the AP Digital Portfolio

For the following AP Subjects, students do not submit through-course performance task
components in the AP Digital Portfolio as part of the end-of-course exam. However, teachers
must use the AP Digital Portfolio to submit scores for the presentation component and complete
checkpoints for course project. See page 23 for more information.

AP Subject

Scoring Component

AP African American Studies

Project Presentation and Oral Defense

AP Latin Checkpoint #1—Course Project
Checkpoint #2—Course Project
AP Digital Portfolio: Teacher User Guide Return to Table of Contents
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Class Sections and AP Digital Portfolio

Set Up Class Sections in My AP

Work with your AP coordinator to set up a class section in My AP for each class that you’ll teach on
any of these AP subjects: AP Art and Design (2-D Art and Design, 3-D Art and Design, Drawing),
AP African American Studies, AP Capstone (Seminar and Research), AP Computer Science
Principles, AP Latin, as well as AP with WE Service.

NOTE: Class sections can be created for teachers who have the associated course added to their account
in AP Course Audit. In order to access the online resources and the AP Digital Portfolio, your AP Course

Audit form must be approved by your AP Course Audit administrator.

AP with WE Service

To designate your class section as an AP with WE Service course, click the Edit Section icon and
then select the AP with WE Service checkbox. Only schools that have completed and submitted an
AP with WE Service participation form will see the AP with WE Service checkbox. If you do not see
the AP with WE Service checkbox, reach out to APWE@collegeboard.org.

Access the AP Digital Portfolio

Once the class section is set up in AP Classroom (either by you or your AP coordinator), you can
sign in to the AP Digital Portfolio to view it. Go to digitalportfolio.collegeboard.org, and sign in
using your College Board professional account email address and password.

Navigating Between Multiple Class Sections
and/or Courses

If you teach multiple class sections for a specific AP subject, AP with WE Service, or multiple
AP courses, you can quickly navigate between classes or courses using the My Classes link in the
top menu.

AP Digital Portfolio: Teacher User Guide Return to Table of Contents
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Student Enrolilment

Instructing Students to Enroll in Your Classes

Students need to enroll in your class section(s) through My AP (myap.collegeboard.org) as soon
as possible. There will be a unique join code for each class section that you or your AP coordinator
will distribute to your students. Students must be enrolled in your class section(s) in My AP in
order to access your class section(s) in the AP Digital Portfolio.

NOTE: In order for student submissions in the AP Digital Portfolio to be scored, the student must be
included in your school’s AP Exam order.

NOTE: If your class section is marked as AP with WE Service, students will be automatically enrolled in
AP with WE Service when they enroll in that class section.

Direct students to digitalportfolio.collegeboard.org and have them sign in using their College
Board student account with their email address and password.

AP Seminar: Team Management

In order to score AP Seminar students for the Team Project and Presentation, you must first assign
them to a team.

Go to the Manage Teams page. Select one or more students in the Students section of the page.
Drag the selected students to the box labeled Drag and drop students to create a new team.

A’ Seminar
Seminar Block 4

Class Summary

Manage Teams: Team Project and Presentation

Overview
Manage Teams Current Teams Students
Prograss
« Jones, Colby
Team Project and Presentation (Prefered Name
Colby)
Individual Research-Based Essay Team1 [ « heehan, - ATIEE.
and Presentation Edward 4™ =4
{Preferrad Martin, Apple
Name: {Prefered Mame:
James) Annj

You can modify the team name by clicking the edit icon next to it.

Drag and drop additional students to either existing teams or to the box labeled Drag and drop
students to create a new team to create as many teams as needed.

AP Digital Portfolio: Teacher User Guide Return to Table of Contents
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Course Activities

Upload Supporting Materials

Teachers can upload supporting materials—either web links or files—to the performance task or
portfolio component for the AP subject that they teach. The following file types can be uploaded on
the AP Digital Portfolio as supporting materials: webm, .doc, .docx, .ppt, .pptx, .pdf, .mov, .wmv,
.mp4, .avi, and .zip.

How to Upload

Navigate to the performance task or portfolio component for which you would like to add
supporting materials and click Add. Follow the instructions. Once the supporting materials are
uploaded, they will be visible to you and your students.

w m H.mgdlme search Q

AP Digital Portfalio & Home My Classes 7 Help
Atlantic High School 202324

A Research

Research Block 2

Class Summary

AP Research Performance Academic Paper
Assessmenl Tasks 4,000-5,000 words — 75% of score
Overview

¥ou will be evaluated on the content, structure, farmat, and conclusions of the paper as well as your ability to property and
Academic Paper accurately cite sources

Process and Reflection Portfolio

Presentation and Oral Defense Tools and Resources
College Board has parinered with EBSCO to offer AP Capstone students access fo EBSCO's research databases with hundreds of
thousands of e-bocks and e-journals. Click here to access EBSCO.

Submission Reminder
Bafiore submitting your work as final, please:

= Remowve your name. Remowve any reference to your schoof's name as well You can replace this name with an X" ifthis is a
part of your paper.
Include a word count on the title page of your Academic Paper Graphs, data lables, images, appendices, and the
bitsography are not part of the total word count,
You are responsible for ensuring that your file is properly formatted and readable as a PDF. After you have crested your
PO, be sure 1o check it by opening and reviewing your PDF in Adobe Reader, a free application that can be downloaded
from the Adobe site. College Board is not affiliated with Adobe Systems and is not responsible for any issues associated
with your use of the Adobe Systems converter. If you need technical support or have questions, please contact Adobe
Systems directly
You must attest to reamng and undes 'stanclmg the AP CBPSanE pD|ICy on Plaqlansm and Falsification or Fabrication of
Information and attest that the work you are submitting is your own
Teachers will not be entefing a score for the Academic Paper in the digital portfolia
If teachers suspect plagianism, they can report it via the Progress page in the digital portfalio

R from Your Teach (4 aaa )
Click the ‘Add” button to upload additional resources

.

Student Submissions
Martin, Apple View Details
(Preferred Mame: Ann)
Sheehan, Edward View Detaits
{Preferred Name: James)
AP Digital Portfolio: Teacher User Guide Return to Table of Contents
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Review Student Work

Teachers can view student work (i.e., draft and final submitted work) from both the performance
task page and the Progess page.

Review Work from the Performance Task Page

Navigate to the performance task component or portfolio component for which you’d like to review
student work and select View Details next to any student’s name.

You can view a draft submission by clicking the Download Latest button or clicking on the file
name in the Activity Feed.

Student Submissions

Jones, Colby ~Final submitted 10/31
{Preferred MName; Colby)

File Upload and Submission

ey

Activity Feed
icolby Jones (Preferred Name: Colby) [Tue October 31, 2023 at 5:20PM
Submission Completed

Colby Jones (Preferred Name: Colby) [Tue Detober 31, 2023 at 5:20PM
Uploaded a new version.  Program Video.mp4

Martin, Apple View Details .

(Preferred Mame: Ann)

NOTE: Draft versions of performance task or portfolio components will not be sent to the AP Program for
scoring. Students must submit work as final by the deadline to get their work scored.

Review Work from the Progress Page

Go to the Progress page. Hover over the appropriate table cell and click View Submission.

A’ Research
Research Block 2

Class Summary

Overview Progress
Progress
Use the table below to review the progress of student submissions and report suspected plagiarism
AP Research Performance
Assessment Tasks Mote: Teachers must only enter scares for the Presentation and Oral Defense (POD)

LEGEND

a o -
Na Orafy Draftin Rendy To Seovk Campiese

Sert By
|ALPHABETID&L w
L

MAME | STATUS

Jones, Coltry (Preferred Mame: Colby}
ot Teking Exam

Martin Apole (Prefereae] i
° o Selecsion “I

Sheehan, Edward (Prefered Name:

::::‘-:\:\'S\r! V
AP Digital Portfolio: Teacher User Guide Return to Table of Contents

© 2025 College Board.



Updated: Fall 2025

Instruct Students to Confirm Exam
Registration and Final Submission Status

Students can track their exam registration and final submission progress on the Overview page.

If they are included in the exam order, the cell with their name will be white, and their AP ID will be
visible underneath their name. If the cell where their name appears is in gray or red, then they are
not included in the exam order. If they think this is an error and they plan to take the end-of-course
exam or assessment, they will need to work with you or the AP coordinator to have this information
changed in My AP.

When students have submitted a performance task component or portfolio component as final,
a black check mark will appear in the table. Only work that’s accompanied by a black check mark
by the deadline will be submitted to College Board for scoring.

" m h_cdb-re search &

AP Digital Portfolio @ Home My Classes 7 Hep

A" Computer Science Principles
CSP Block 4

Class Summary

- = Overview

Creein This table indicates whether of not you are registered for the exam and whether of not you have submitted all three
components of your performance task as final Both steps are required in order for you o recenve an AP score

= |fthe NamerStatus cell is white and your AP ID appears below your name, you are registered for the exam. If it
Igntand you think you should be 'egus(e'ed, plaase contact your teacher or AP coordinator

= When you have submitted a performance task component as final, a black check mark will appear for that task
Only task compaonents with a bilack check mark will be sent to the College Board for scoring. Ensure that all three
components of your pesformance task have black check marks by submitting your work as final

LEcEND
a v
= taatrn comply

HAME | STATUS 3 v

prs v v v 4m

Welcome to AP® Computer Science Principles! In this AP course, you will complete one through-course parformance task and

If a student has submitted more than one version of a specific component, only the latest file
version that they upload will be submitted as final.

NOTE: Students should not wait until the last minute to upload performance task or portfolio components
as final in the AP Digital Portfolio. Students risk not getting their work submitted as final for scoring

if they wait until the last minute, due to the high volume of simultaneous submissions as the deadline
approaches.

AP Digital Portfolio: Teacher User Guide Return to Table of Contents
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AP Seminar Student Questions

AP Seminar students must enter their topic title and select the discipline that best aligns with the
topic of their submission for each performance task during the final submission process. This does
not impact scores. See discipline options below.

Visual and Performing Arts
English Language and Literature
History

Social Sciences

Science

Technology

Engineering

Mathematics

World Languages and Cultures
African Diaspora

AP Research Student Questions

AP Research students must enter their research questions, select the discipline and research
method used for their Academic Paper during the final submission process. This does not impact
scores. See options below.

Discipline Options Research Method Options
Visual and Performing Arts Quantitative

English Language and Literature Qualitative

History Mixed

Social Sciences Arts-based

Science Other

Technology

Engineering

Mathematics

World Languages and Cultures

AP Digital Portfolio: Teacher User Guide Return to Table of Contents
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AP Seminar and AP Research:
Accessing EBSCO Research Database

EBSCO’s research databases can be accessed by clicking on the Overview menu item under the
Class Summary.

v m i, Angelina ° Search Q

AP Digital Portfolio @ Home  MyClasses « 7 Heo

Atlantic High School 202324

A’ Seminar
Seminar Block 4

‘ Class Summary

Onenview Overview
Manage Teams Welcome ta AP® Seminar! In this course, your students will complete two through-course performance tasks and an end-of-
course written exam
Progress
Team Froject and Presentation AP Seminas is the first course in the AP Capstone Diploma™ program. AP Seminar is a prevequisite for AP Research. If a student

earns a score of 3 of higher in AP Seminar and AP Research and on four additional AP Exams of their choosing, the student will
receive the AP Capstone Diploma™. This signifies culstanding acadernic achievement and attainment of coliege-deve] academic

Individual Research-Based Essay and
and research skills. Alternatively, if 8 student eams scores of 3 or highes in AP Seminar and AP Research only, they will receive

Hremmalatin he AP Seminar and Research Certificate™
Managing AP Seminar in the Digital Portfolio

+ Use the Manage Teams page 1o create groups for the Team Project and Presentation. Students will not be able to access
team assignment pages until you assign them to a group.

= Afier passing online scoring training, wisit the Progress’ view in the digital portfolio 1o score students’ Team Multimedia
Presentation and Defense (TMP), Individual Multimedia Presentation (IMP), and Oral Defense (OD)

» Collect and store video files of all presentations: and oral defenses for at least one academic year in your personal archive,
outside of the digital portfolio. Teachers and/or students will not be able 10 upload these companents in the digital
portiolio

» Ensure students have submitted their written work as final and teachers have entered all presentation scores prior to the
deadiine, Visit the ‘Progress’ view in the digital portfolio to track submission status

* Toensure students ane not using generative Al to bypass work, students must complete interim “checkpoints” with their
teacher o dernanstrate genuine engagement with the tasks. AP Seminar and AP Research students will need 1o complete
the relevant checkpoints successfully to receive a score for their performance tasks. Teachers must attest. to the best of
their knawledge, that students completed the checkpoints authentically in the AP Digital Portfolio. Failure 1o complete the
checkpoints will result in a score of zero on the associated task, Details of the policy is available in the AP Seminar
Course and Exam Description

« Reference the Teacher User Guide for detalled instructions on how to use the AP Digital Portfolio system

EBSCO
College Board has partnered with EBSCO 1o offer AP Capstone student 15 EBSCO's research databases with hundreds of
thousands of e-bocks and e-joumnals. Click here to access EBSCO.
Seminar Block 4 Section Inf 41 Edit
Depattment: English/Language Afts
Graduation Requirement: A i thy you selected
Grade: Grade 11
Theme(s) Incorporated: African Diaspora, Food Scarcity, Technology,
Schedule; Traditienal
AP Digital Portfolio: Teacher User Guide Return to Table of Contents
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AP Seminar and AP Research:
View Originality Reports Using Turnitin

= Additional information on how to view originality reports and interpret results
is available on Turnitin: help.turnitin.com/feedback-studio/lti/instructor/
instructor-category.htm#TheSimilarityReport

= The Turnitin site will open in a new tab. You’ll need to make sure that your browser settings
are set to accept pop-ups for the Turnitin site.

View Originality Report from the Performance Task Page

Navigate to the performance task component for which you’d like to review student work and click
on View Details next to any student or team of students.

You can generate a report by clicking the Run Originality button.

Student Submissions

Jones, Colby View Details
(Preferred Name: Colby)

Martin, Apple View Details «

(Preferred Name: Ann)

Sheehan, Edward + Final submitted 10/31

(Preferred Name: James)

File Upload and Submission

( Download Latest ) ( View Rubric ) ( Run Originality ) «

To view the report on the Turnitin website, click the View Originality button.

Student Submissions

Jones, Colby View Details
(Preferred Name: Colby)

Martin, Apple View Details
(Preferred Name: Ann)

Sheehan, Edward Hide Details ~ +Final submitted 10/31
(Preferred Name: James)

File Upload and Submission

( Download Latest ) ( View Rubric ) ( View Originality ) .

12 AP Digital Portfolio: Teacher User Guide Return to Table of Contents
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View Originality Report from the Progress Page

Go to the Progress page. Hover over the appropriate table cell and click View Submission. Then

click the Run Orginality button.

Teacher

Edward Sheehan (Preferred Name: James)

Seminar IWApdf | 10/

Wirw Submissicn | Guidelines and Samples

From studving fentinssen through the lens of Princess Leia : to Kanan Jarmus : and the Obama

Doctnne to companng the Galactic Republic » and amcrent Rome, scholars have applied Gerorge

Lucas' Star Wars to many fields of research (de Brumn-Molé; Sweet, Charles) However, there
appears to be 3 gap i the hierature when it comes to mveshigatmg the behavior of the Impenal

pers « —the primary comg of Impenal malitary—liksly sttnbutable 1o the fact that

they are latle more than faceless foof sokliers m the ongamal tnlogy (Lucas, New Hope [NH], Lucas
Empire Strikes Back [ESE); Lucas, Return of the Jedi [R]T). As the Rebel freedom fighters confront

the Empare throughout the movies, stormirocpers are often a1 the forefront of the confhct

1t you have evidence that the student has plagiarized of
falsified information, click on the button below. For more
infarmation on what constitutes plaglarism, view the AP

Capstone pollicy on plagiarism and falsification or fabrication
of information

To view the report on the Turnitin website, click the View Originality button.

Teacher Scoring |Individual Written Argument

Vigw/Print Submission

Edward Sheehan (Preferred Name: James) . \ View Orignaity ) ( Return Pl to Studert

Seminar IWA pdf | 10731

of information.
From studving feminism through the lens of Prmcess Leia 1 to Kanan Jarmus 2 and the Obama

Plagiarism or Falsification

Daoctrine 1o comrpenng the Galschs Repablic 1 and ancient Rome, scholars have appliad Gerorgs
Lucas' Srar Wars 10 many fields of research (de Brum-Molé; Sweet; Charles). However, there
appears 10 e & gap o the Iterature when it comves 10 miwstigating the behaviar of the Impenal
stofmiroopers «—the primary component of Imperial miltary—liksly attnbutable to the fact that
they are litthe more than Faceless foot soldiers m the onpmnal trilogy (Lucas, New Hape [WH], Lucas.
Empire Strikes Bock [ESB], Lucas, Return of the Jedi [RIT). As the Rebel freedom fighters confront

the Emipure throughous the movaes, stomutroopens are often at the forefront of the conflicr

~, 1 you have evidence that the stugent has plaglarized or
falsified information, click on the button below. For more
information on what constitutes plaglarism, view the AP
Capstone policy on plagiarism and falsification o fabrication

AP Digital Portfolio: Teacher User Guide Return to Table of Contents
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You can generate an Al detection report from the Originality report. To view the percentage of text
for which Al was detected, click on the blue “AI” box in the side panel of the Originality Report.
The Al writing report will open in a new tab of the window used to launch the Similarity Report.
If you have a pop-up blocker installed, ensure it allows Turnitin pop-ups.

NOTE: The Al detection report tool is only available for teachers. Students will not see the Al detection

report on their screen.

Page: 2of 3

7] feedback studio Edward Sheehan  semna_iwa pdf =i 1100 € 11l > @
4
From studying feminism through the lens of Princess Leia 1« to Kanan Jarrus 1 and the Obama
Doctrine to comparing the Galactic Republic s and ancient Rome, scholars have applied Gerorge "~
Lucas’ Star Wars to many fields of research (de Bruin-Molé; Sweet: Charles). However, there 99
F

appears to be a gap in the literature when it comes 1o investigating the behavior of the Imperial

stormtroopers « —the primary component of Imperial military—Ilikely attributable to the fact that

they are little more than faceless foot soldiers in the original trilogy (Lucas, New Hope [NH]; Lucas,

+
Empire Strikes Back [ESB]: Lucas, Return of the Jedi [Rf]). As the Rebel freedom fighters confront @
the Empire throughout the movies, stormitroopers are often at the forefront of the conflict, . AL

unquestioningly obeying commands to fire at them (Lucas, NH: Lucas, ESB; Lucas. £f). Although
skeptics might assert the seemingly blind obedience of the stormtroopers is little more than a plot
device, historical examples, from Nazi genocide « to the torture at Abu Ghraib prison. » demonstrate
real people commirting acts of destructive obedience, defined in this paper as an act of obedience that

dircetly harms another being (Milgram: Wiltermuth), Al the start of the 1960s, it was widely believed
Word Count 666 Taxt-Only Report High Resalution G ——— @,

AP Seminar: Directions and Stimulus Material

Publish “Directions and Stimulus Materials”

You can publish the “Directions and Stimulus Materials” document to students starting in early

January.

Navigate to the Individual Research-Based Essay and Presentation performance task using the
links along the left side of the screen, and click Overview. Scroll to the bottom of the Overview
page until you see the Stimulus Material section.

Once published, the “Directions and Sources” PDF can’t be unpublished. Please ensure your
students have at least 30 school days to complete their work.

AP Digital Portfolio: Teacher User Guide Return to Table of Contents
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A Seminar
Ath Block.

Ciass Summary
Team Fropect and Presentation

I Indlrvidusl Researeh Baved E4asy and Preseststion

Indiidual Weitten Atgurness
Individual keutimedis Presentabon

aral Defense

00132

Overview

™ and P

Overview of Performance Task Components

Imvdividual Written Argument (TWA)
» Length: 2000 words
= Weight: 70%

* Length: 6-8 Mminstes

percent of your folal AP Seeminat scom. #ed inchudes The three components. sutined below.

« Weight: 20%
Oral Defense (OD)
« Twea questions from o teacher
« eight: 10%
Stimulus Material
“The werk that y for this o Beaiy made availabie petiolle. Your teacher wil recetve
y from College A avail ¥ least ¥ A
The 20313027 g packet s matertal for the .00 Dveckone
! Pertgemance Task 2 Individuel Breach-Based Exsay and Presentation can be found 1o the gt :”?7'::;""“"‘ visies
your students, chck must e
have at days to compiete 1 dated task once e
e s et () ’
Resowrces from Your Teacher S
Click the ASd bumon 10 splasd addEcnal ressrces ! A

Instruct Students to Download “Directions and Stimulus Materials”

Once you’ve published the “Directions and Stimulus Materials” PDF, direct your students to
download the PDF by navigating to the Overview section within the Individual Research-Based
Essay and Presentation section, and clicking the blue Download link.

indrvicusl Wtten Argurment
indreicual Multimedia Presentation
Dral Delense

Overview

The: Essay 3% percent of your total AP Seminar score, and includes the ihnee components cutined below

of Perfy Task Ci

Individual Written Argument (TWA}
= Length: 2000 woeds
* Weight 70%

* Length 68 minutes
- Weight 208,

Oral Defense (0D)
= Two questions from your teaches
» Weght 10%

Stimulus Material
The

ez () Search Q

heavily on stimulus

Your teacher will recete

Bt necaa iy $limuts. 0 wialable to youl.

that you have ot least 30 school days 10 compiete the components of this task

I The Z02T POF jpacket for

- Essay and be

makes 1t avadlable. This packet conbaing drections sesd i stimub materssl that you will need in

oeder to complete the performance task:

Task 2- indwidual

2031-2037 Directions and
1hs page ance your beacher B

SOUMESS T ME

oo
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Progress View

Within the AP Digital Portfolio, you can review the overall progress of students within a class
section, student work that’s in progress, and student work that’s been submitted as final.
The Progress view is the page of the AP Digital Portfolio that you’ll use to:
= View status of student exam registrations and submissions.
= Review student submissions in progress and submitted as final.
= Report suspected student plagiarism or exam violations to College Board.
= Score performance task components (applicable for AP Capstone and AP with WE Service only).
= Score Project Presentation and Oral Defense (applicable for African American Studies).
= Enter Project Score Checkpoint #1 and Checkpoint #2 (applicable for AP Latin).

View Exam Order Status

In order for student submissions in the AP Digital Portfolio to be scored, the student must be
included in your school’s AP Exam order, and they must submit their work as final in the AP Digital
Portfolio by the performance task or portfolio submission deadline. Speak with your AP coordinator
if you have any questions about the status of a student’s exam order.

How to Monitor

To monitor your students, navigate to the Progress view. The Name/Status column will reflect
the student’s exam order status.

1. Red with No Selection means that the student has not registered for the exam.

A" Research
Research Block 2

Class Summary
Overview ngresS
Us# the table below 1o neview the progress of student submissions and repodt suspectsd plagiarism

AP Research Performance
Assessment Tasks Note: Teachers must only enter scores for the Presentation and Oral Defense (POD).

sepy
ALPHABETICAL

HAME | STATUS

Mhartin, Al [Poctersod Nasme Amv]
) HoSelection

Jones, Callwy (Preferned Mame: Coloy)
Met Tahng Exaen

Sheotun, Edward (Prefered Hams

SUTEWVEYE
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View Submission Status

You can review student progress with each performance task component or portfolio component
from the Progress view by expanding the Class Summary menu.

= No Draft (gray square): Student hasn’t started working on the component

= Draft In (orange triangle): Student started working on the component, but it hasn’t been
submitted as final

= Ready to Score (green circle): Teacher can enter student scores (applicable to AP African
American Studies, AP Capstone, and AP with WE Service)

= Submitted as Final (black check mark): Student has submitted component as final or the
teacher has scored the presentation

M © AP e pogeins (@) e a
AP Digital Portfolio @ Home  MyClasses - 2 Help
Atlantic High School 202324
A Research
Research Block 2

I Class Summary

Overview Progress

Progress
Use the table below 10 réview the progress of student submissions and reporn suspected plagiarism

AP Research Performance

Aszessment Tasks Mote: Teachers must only enter scores for the Presentation and Oral Defense (POD).
LEGEND
a & o -
N Dray et Rty To Seon Complese

seney
ALPHABETICAL

MAME | STATUS

Martin, Al {Preferres Name A
) Vossecon

Jones, Coltry (Prederred Mame: Colry)
Mot Taking Exam

Shoeehan, Edward (Frefened Name
ames

WRNWYEYE
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Review Final Submitted Work

You can view student work that is in draft or has been submitted as final from the Progress page.
Hover over the appropriate table cell and click View Submission.

N ¢ AP Hi, Angelina e I Q,
AP Digital Portfolio @& Home My Classes 7 Help
Atlantic High School 202324
A Research
Research Block 2

Class Summiary

verview Prog ress

Progress
Use the table below to review the progress of student submisshons and report suspected plagiarism
AP Research Performance
Assessment Tasks Mote: Teachers must only enter scores for the Presentation and Oral Defense (POD)

LEGEND

%o Drafy Deafiin Ready To Scone Complete

ALPHABETICAL

UAME | STATUS PRESEMTATION AND ORAL DEFEMSE

Janes, Coltey (Prefested Narme: Coltwy)
Mot Teking Exam

+ for Acadernic Paper for Edward
an (Proformed Mame: James)

Shechan, Edward [Prefered Nams.
James)
SIXWVEYE

NOTE: AP Computer Science Principles teachers may not provide feedback on any of the three
components for the Create performance task until after it has been submitted as final in the AP Digital
Portfolio. Once all three components are submitted as final, teachers are welcome to grade and give
feedback on the project and responses to the written response prompts. Teachers are also encouraged to
provide students with additional written response prompts as practice for the exam.
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NOTE: AP Seminar and AP Research teachers are also required to affirm, to the best of their knowledge,

that the student’s final submission is authentic student work.

SEM

AP Digital Portfolio

Shanghai High Schoal Inth Div 202425

A Seminar

Teacher Scoring | individual Research Report

i, Hannateachd ° Search Q
10y Home My Classes 7 Help

Dpstudentxx Dpstudentxx ( veemriginatny ) ( " ) ( : o))
Te447 (1) pdf 0712 = AL " )
( priotrubeic )
\ J
View Submessaon Affirmation of Authenticity

Please indicate whether you believe the student’s final paper was
lly written by the Student, in accoddance with AP

Cultural Roles of HIV in South Africa

Stipmarizscion s the muain comtributor to the confimmation of T in South Africa. Ia the
ear 2006, the peals o HIV's grewvrs, 547 Soush Afrieans dad otery dag of AIDS (3 HIV
wompiicaniea. skug with 1447 new idectioms being repored sach day, acooridig 1o Markene
Wasscrman. head of the Caper Tovn Medichinic, o Natasha Khamisa 3 public headth ogert

A ax ol 2071, b

o 204 NIV prevalimare, s Bangg €

Hroum 4 pratessor at Permeybrants Stits

stversity. recognizes that Soath Aricas
Arsssmesion rates ave higher thas that of ay maton. He asseres that feawdes i mote lkebrto
e agmansent, 30 blark Sousth APricans make up the OvarWSsalnng mgseTy of thise Ity
oty IV, o L Walkew s Lot illmert, sonchobony exprrt at thoe University of Uhe
Wirwatersand in johanesherg, recoguie that stigmus from thes degaesis Trad 1o the Joss of
eusing and ovon Sereased risk for viskmee and mirder. + Fear of these risks. a1 rodnforeed by

Vealker, Tt the progreston of trastmmnts. Reverely thoss whe bave sorial spport fed mors

Capsione policies on plagiarism, falsification, fabrication of
information, and misuse of artificial intelligence. Mote; Your
decision should not be inflisenced by the Tumitin Al score, 85 that
report will be reviewed separately by the College Board. it is
acceptable to select "Yes® even If the Turnitin Al scone is 100%.

@ Yes O Mo O Questionable

Instructions

Wes: Select “Yes' If you believe the student’s final paper is

. This e should be made regardiess of the
Turnitin Al score. Your selection indicates that, based on your
obsarvations, the student has consistently demonstrated a writing
style and academic level that aligns with the content of the final
paper. Furthermare, the paper should be consistent with the
student’s per across all lished without
any indication of plagiarism, falsification, fabrication of
infarmation, or improper use of artificial intelligence.

Mo: Select "No” If you beleve, regardless of the Turnitin Al scose,
that the student’s final pager is not thelr own work. This option
should be chosen if there are significant dewiations from the
student’s typical academic performance, raising concems about
plagiarism, falsification, fabrication of information, or possible
misuse of artificial intelligence. By selecting "No. you are required
to submit a palicy viclation report, which will be forwarded 1o
Colliege Board for further review,

Questionable; Seiect "Questionable” If you are unable 1o
confidently determine whether the student's final paper violates
policies on pl talaifi f ar misuge of
artificial imeligence. This assessment should not rely solely on the
Turnitin Al score. Choose this option if there are inconsistencies in
the paper, but not enough evidence to definitively conclede that it
is ot the students own work. By selecting "Questionable. you
maust submit a policy viokation report, which will be forwarded 1o
the College Board for further review,
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Report Plagiarism or Falsification or Improper
Use of Generative Artificial Intelligence

Students using the AP Digital Portfolio are expected to adhere to all policies regarding plagiarism
and exam conduct. It is your responsibility as a participating teacher to inform students of the
consequences of plagiarism and instruct students to ethically use and acknowledge the ideas
and work of others throughout their coursework. The student’s individual voice should be clearly
evident, and the ideas of others must be acknowledged, attributed, and/or cited.

Select the links below for the specific plagiarism policies for each course:

= AP Art and Design
= AP Capstone Diploma™ Program (Seminar and Research)
= AP Computer Science Principles
In addition, review the current policy on the use of artificial intelligence (AI).

Finally, students are also required to agree to the Digital Portfolio AP Exam Terms and Conditions.

How to Report Plagiarism or Other Exam
Violation

When you are viewing the student submission, click on Report Plagiarism or Violation.
Then follow the instructions to provide the information needed to complete the report.

Colby Jones (Preferred Name: Colby) " o rietostodent ) ( ViewrPriet Submission
Code.pdf | 10431 -~

View Submissien
- - M you have evidence that the student has plagiarized o

| Zoomin || ZoomoOut ) wivlated the performance task guidelines, click on the button
below. For maofe information on what constitutes plagiarism,
wiew the AP Computer Science Principles: policy on
plagiarism, The performance 1ask guidelines can be found
here in the AP Computer Sclence Principles Studsnt
Handguls

war firstNumber » [8, 12, 6, 20, 10

war numProblins = frstNumberlength;

funcrion stantf) {
printing“Welcome to my Math Quiz!)
waf type ® reacLing( Please select (Mjulnplicton or (D)vison:”);

{if Call function to print problerns

o1 dupaly ® 10 i Dbl

AP Seminar and AP Research teachers will need to affirm to whether or not they believe

the students’ work was authentically written by the student. If the teacher selects “No” or
“Questionable”, they will need to submit a Policy Violation report.

IMPORTANT: You can only report a performance task component or portfolio component for plagiarism
once it’s been submitted as final by the student. You can’t take this action for work that’s in progress

but not yet submitted.
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Return Files to Students

In some instances, you may need to return a student’s submitted work to them.
You may return work to a student if their work:

= is the wrong submission

= is corrupt or not readable

= cannot be opened due to some other technical error

= contains course content or comments (applicable only to Personalized Project Reference
component for AP Computer Science Principles)

You can only return a file to a student once it’s been submitted as final by the student. Teachers
cannot return a file to a student if the file is a draft in progress, and not final. Students are able to
replace draft work by uploading a new file.

If the student uploads more than one version of a component, note that only the latest version is
submitted as final in the AP Digital Portfolio.

To return a file to a student, click on View Submission in the Progress page. Then, select the
Return File to Student button.

Select the reason you are returning the file, and click the Return File button.

NOTE: AP Computer Science Principles teachers may not provide feedback on any of the three
components for the Create performance task until after it has been submitted as final in the AP Digital
Portfolio. Once all three components are submitted as final, teachers are welcome to grade and give
feedback on the project and responses to the written response prompts. Teachers are also encouraged to
provide students with additional written response prompts as practice for the exam.
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Considerations for Returning Files to Students
= If you’re having trouble viewing the file in the artifact viewer, try the View/Print Submission
option before returning the file.

= If you’ve returned a file to a student, make sure to personally follow up with them to have them
upload a new version of the document or image. They’ll need to submit it as final again by the
deadline in order for their work to be sent for scoring.

= Don’t return a file to a student because of the quality of the work submitted.

= Don’t return a file to a student because a student’s name, or the name of another person is in
the paper. These submissions won’t be penalized.

IMPORTANT: For AP Computer Science Principles, if the code or font size in the Personalized Project
Reference is not legible, return the file to the student. The final Personalized Project Reference must be
legible before it gets printed by the AP coordinator. The student will need this component at the end-of-
course exam to complete the written response section of the exam. It is the responsibility of the student
(and of the teacher who checks the student’s work) to ensure that their Personalized Project Reference
is legible before final submission. Access the Personalized Project Reference Tip Sheet on the

Exam page for guidelines on how to ensure the legibility of screenshots and code in your Personalized
Project Reference.

NOTE: Even if a student decides not to make changes to the component that you returned, they must
submit it as final again in the AP Digital Portfolio by the AP subject deadline so that it can be sent
for scoring. If you don’t take any action after a student submits their portfolio component(s) as final,

their portfolio component(s) will automatically be sent to College Board for scoring (as long as an exam
has been ordered for the student).
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Scoring

NOTE FOR AP ART AND DESIGN: The information in the remaining sections doesn’t apply for AP Art and
Design Portfolio Exams. For complete information about the role of AP Art and Design teachers and the
AP Digital Portfolio, review the AP Art and Design Digital Submission Guide for Teacher.

NOTE FOR AP COMPUTER SCIENCE PRINCIPLES: The information in the remaining sections doesn’t apply for
the AP Computer Science Principles exam.

AP Seminar and AP Research:
Required Checkpoints and Affirmations

To ensure students are not using generative Al to bypass work, students must complete interim
“checkpoints” with their teacher to demonstrate genuine engagement with the tasks. AP Seminar
and AP Research students will need to complete the relevant checkpoints successfully to receive a
score for their performance tasks. Failure to complete the checkpoints will result in a score of zero
on the associated task.

Teachers must affirm, to the best of their knowledge, that students completed the checkpoints
authentically. College Board reserves the right to investigate submissions where there is evidence
of the inappropriate use of generative Al as an academic integrity violation and request from
students copies of their interim work for review.

On the Progress page, hover over the checkpoint you’d like to attest to and click Attest.

A Research
Research Block 2

Class Summary

Kt Progress
Progress
Use the table below 10 review the progress of student submissions and report suspected plagianism
AP Research Performance
Assessment Tasks Hote: Teachers must only enter scores for the Presentation and Oral Defense (POD).

SonBy
ALPHABETICAL

MAME | STATUS

Jones, Coltry [Preferred Hame: Coly)
Biot Taking Exam

Martin, dpole (Prefered Name: Am) 5t o cess and Reflection Portfolio for Edward
i o Sekecion Sh {Prederred Name: James)

Sheehain, Edward (Frefemed Name
James)

SBOWVEYE

Hover over the attestation choices to see the full text and click on the appropriate choice. You have
the option to input notes. These notes are optional and will not be reviewed by College Board.
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The Save button is activated once all attestations have been completed. Click on Save to save
the attestations.

Teacher Scoring |Process and Reflection Portfolio B

Colby Jones (Preferred Name: Colby)

Guidelines and Samples d in regularty
d documented their
Teachers: indicate whether or not the student participated in regularly scheduled progress check meetings and documented Jio. To the best of
their work in their Process and Reflection Portfolio. my knowledge, the student's final submission is their own

original work and i a natural evolution of their work

throughout the year

- =

Yes, | do attest

+add Notes (Optional)

+add Gemeral Notes (Optional)

Save Scores
it

o

Capstone policy on plagiari:
of information.

Entering Scores

Components Scored by Teachers

The following performance task or portfolio components will not be collected in the AP Digital
Portfolio, but will be scored by teachers instead:

= AP African American Studies
+ Project Presentation and Oral Defense
= AP Latin
+ Checkpoint #1-Course Project
+ Checkpoint #2-Course Project
= AP Seminar
+ Team Multimedia Presentation and Defense
+ Individual Multimedia Presentation
+ Oral Defense
= AP Research
+ Presentation and Oral Defense
= AP with WE Service
+ Project summary, evidence, report

IMPORTANT: For AP Research and AP Seminar, teachers must complete scoring training online in order

to score student work for these components. Teachers authorized to take the training will access it in AP

Classroom. You can score the performance task or portfolio components at any time either during or after
the presentations are completed once you have passed your scoring training.

IMPORTANT: For AP African American Studies and AP Latin, teachers must submit scores in
the AP Digital Portfolio by no later than May 31, 11:59 p.m. ET.
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On the Progress page, items that can be scored are identified by a green circle in the Progress
view. Hover over the performance task component you’d like to score and click Score to enter
Teacher Scoring view.

IMPORTANT: For the AP Seminar Team Multimedia Presentation task, if a student isn’t assigned to a team,
the Team Project and Presentation can’t be scored until they’ve been assigned.

AP Digital Portfolio @ Home My Classes 2 Help
Chantilly High School 2025:26

A’ Latin

AP Latin Period 6

Class Summary

Overview Progress
Progress
Use the table below to complete checkpoints.
Course Project
LEGEND
a o -
Mo Drast Daftin Reaay To Seoee Corgiete

Jones, Colty (N Coty) v
LAk
Martin, Apple (tckname Ann) o
Lerdiil]
Sheeran, B4
FUTONVENE o o

IMPORTANT: Note that to access all course related activities for AP Art and Design, AP Computer Science
Principles, and AP Capstone courses that participate in AP with WE Service, you need to navigate to the
Progress page, under Class Summary. To access all activities connected to AP with WE Service courses,
you’ll need to select AP with WE Service to then navigate to the AP with WE Service Progress page.

A" Computer Science Principles
CSP Block 4
Class Summary
Querview Progresg
Frogless
o i — Use the table below 10 review any student materials submitted on the digital portfolio and to complete the Recognition Rubric for
e P each student. All student scores must be via the digital gortiolio by 11:50 p.m. ET on June 30,2022
AP with WE Service -
Jones, Coltwy {Prefemed tame: Colty D D O
I
Martin, Apple (Frefened Name: ) O O (@)
m Edvward |Prefemed Name: D D O
soplettak, ssplesc ] O o]
AP Digital Portfolio: Teacher User Guide Return to Table of Contents

© 2025 College Board.



26

Updated: Fall 2025

The scoring rubric is displayed on the right side of the screen. Rubric rows and score points are
separated out by content area. You may exit the Teacher Scoring view at any time by clicking on
the X at the top of the screen.

Hover over a score point to see the full text of the rubric. To assign a score for a particular content
area, click on the score point. You have the option to input notes. These notes are optional and will
not be reviewed by College Board.

The Save Scores button is activated once a score has been entered for all content areas. Click on
Save Scores to save the scores you’'ve entered for the submission.

NOTE: Partial scores for a submission can’t be saved. If you exit the Teacher Scoring view prior to saving,
scores entered for content areas won’t be saved.

Teacher Scoring [Team Multimedia Presentation ﬂ

Team 1

Edward Sheehan (Preferred Name: James), Colby Jones (Preferred :
Name: Colby), Apple Martin (Preferred Name: Ann) [ Prind Rubric

Guidelines and Samples 1 Establish Argument

Together with your team, develop a presentation that presents a convincing argument for your proposed solution or L] 2 4 &

resolution. Your claims should be supported by evidence and you should show you have considered different perspectives

and the limitations and implications of your proposad solution or resalution, Hower cwer & Score to view the full text of the rubsic. Cle
selecl a score.

+ Add Notes [Optianal)

2 Understand and Analyze Context (Evaluate Solutions)

[} 2 4

Hover over & Score 10 view the full text of the rubdic, Click 10
selecta score.

+ Add Notes (Optionad)

3 Engage Audience (Performance)

[ 2 4 &
Hover over a score 1o view the full text of the rubric. Click to
select a score

+.add Notes (Opticnal)

IMPORTANT: Once a presentation score is entered for a Seminar team, the impacted team can’t be modified
(i.e., students can’t be added or removed). Please make sure teams are arranged accurately before entering

scores.
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Assigning a No Response

If an individual student doesn’t participate or doesn’t complete a performance task component,
you should mark the component as No Response on the By Student tab of the Progress view.

AP Digital Portfolio @ Home My Classes 2 Help
Chantilly High Schoal 202526

A African American Studies

AP Af Am Period 3

Class Summary

Overview Progress
Pr ogress
Use the 1able below to score students’ presentations of research and oral defense and 1o report suspected plagiarism.
Course Project
LEGEND
o o -
No Dran Daftin Reagy To Scooe Comgiete

Sort by:
ALPHABETICAL COURSE PROSECT

PRESENTATION OF RESEARCH AND ORAL DEFENSE

Jeests, Colly (Kcinama Coity)
FEVINT

Masrtin, Apple (1cename dan)
HAZUREIL

If an entire team of students doesn’t participate or doesn’t complete a team performance task, you
can mark the entire team component as No Response on the By Team tab of the Progress view.

Seminar Block 4

Class Summary

Overview pmg ress

Manage Teams

Use the table below to review the progress of student and team submissions by class and report suspected plagiarism.
Progies:

Note: Teachers must only enter scores for the Team Multimedia Presentation (TMP), individual Multimedia Presentation (IMP)
and Oral Defense (D)

Team Project and Pres entation

Individual Research-Based Essay and

Presentation a 3
b Draft [ Pensy To Sesen Completn

-] -

You can undo a No Response score at any time. Additionally, No Response is automatically reset
to Ready to Score if a student final submission is received.
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Assigning a Student as Not Participating

For AP with WE Service teachers, if a student enrolled in your class section isn’t participating
in AP with WE Service, you should mark the student as Not Participating on the AP with WE
Service Progress view.

/A’ Computer Science Principles
CSP Block 4

Class Summary

Overview P rogress
Progress
Use the table below to review any student maternials submitted on the clgl‘al ‘Q}:Lfoluc and 10 ¢ g jete the Rec ngt:o'\ Rubric for

s i, A each student. All student scores must be submitted wia the digtal portfolio by 1156 pm_ET o June 30,2022

AP with WE Service LEGENT

Mot Participating .

Martin, Agple [Frefered Hame Ane) a O 0
m’.\ oward (Fredered Name D D 0
aoplebk appleSic | O 0

Scoring Policies

African American Studies

You should assign a No Response in the event a student doesn’t participate in the
Class Presentation and Oral Defense. Enter your students’ presentation score by no later than
May 31, 11:59 p.m. ET.

AP Capstone Diploma Program: Seminar and Research
Prior to scoring student work, please ensure that you have read and understand the
AP Capstone Policy on Student Extended Absences and Performance Tasks.

Students who don’t submit an Individual Research Report aren’t eligible to receive a score on the
Team Multimedia Presentation.

= You should proceed with scoring team submissions even if a member of a team didn’t
participate or contribute.

= You may assign a No Response to one or more students who didn’t participate in the Team
Multimedia Presentation.

Students who don’t submit an Individual Written Argument aren’t eligible to receive a score on the
Individual Multimedia Presentation or the Oral Defense.

Students who don’t submit an Academic Paper aren’t eligible to receive a score on the Presentation
and Oral Defense.

You should assign a No Response in the event a student doesn’t participate or provide a final
submission for an individual performance task component.

Once you’ve entered scores for a submission, you can go back and modify the scores at any time
prior to the final submission deadline.
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AP Latin

You should assign a No Response for Checkpoint #1 and/or Checkpoint #2 in the event a student
does not participate in the course project. Enter your students’ checkpoint scores by no later than
May 31, 11:59 p.m. ET.

AP with WE Service

AP with WE Service teachers will need to complete a recognition for each student participating
in the AP with WE Service program, which can be accessed from the AP with WE Service
Program page.

A recognition rubric must be completed by June 30 for students to receive the AP with WE Service
recognition on their score reports.

NOTE: You cannot partially complete the rubric for a student. If you exit the Recognition view prior to
completing the recognition rubric, your assessment will not be saved.
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Resources

About the AP Digital Portfolio

AP Art and Design Digital Submission Guide for AP Coordinators

AP Art and Design Digital Submission Guide for Students

AP Art and Design Digital Submission Guide for Teachers

AP Capstone Implementation Guide

AP Computer Science Principles Personalized Project Reference Tip Sheet (.pdf/339 KB)
AP Computer Science Principles Student Handouts

AP Digital Portfolio Sign In

AP Digital Portfolio Site for Students

AP Digital Portfolio: Student User Guide
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Appendix

Converting Your Documents to PDF

Before submitting as final, students must create and upload a PDF version of their document.
PDF stands for “Portable Document Format.”

Recent versions of applications like Word, PowerPoint, Pages, and Google Docs have built-in
features that allow students to save or export your file as a PDF. Instructions are provided below.

If their software doesn’t have a PDF option, they can visit the Adobe site to learn more about
whether Acrobat from Adobe Systems can convert their document to PDF.

They are responsible for ensuring that their file is properly formatted and readable. After
they’ve created their PDF, they should be sure to check it by opening and reviewing your PDF

in Adobe Reader, a free application that can be downloaded from the Adobe site. College Board
isn’t affiliated with Adobe Systems and isn’t responsible for any issues associated with the use of
the Adobe Systems converter. If they need technical support or have questions, please have them
contact Adobe Systems directly.

= Microsoft Office (Word, PowerPoint)

+ In Word, PowerPoint, and other Microsoft Office programs, they’ll use the Save as PDF
function. They can visit the Microsoft Office support page for more information about
saving as PDF.

+ To save a Word or PowerPoint document as PDF, students can:
- Open a Word or PowerPoint document.

From the top menu, select File. Then select Save As.
- In the dialog window, go to the drop-down menu for Save As type, and select PDF.
- Click Save.

= Google Docs

+ In Google Docs, students can use the Download as PDF function. Visit the Google
support page for more information on downloading a file.

+ To download a Google Doc as a PDF, students can:
- Open a Google Doc.

- From the top menu, select File, and select Download As, then select
PDF Document (.pdf).

+ To Print a Google Doc as a PDF, students can:
- Open a Google Doc.

- From the top menu, select File, and select Print. Change the destination to
Save as PDF.

= Pages

+ In Pages, students can: the Export to PDF function. Visit the Apple support page
for more information.

- Open a Pages document.

From the top menu, select File, and select Export To, then select PDF.

In the dialogue window, select Best image quality.

Choose a destination, then click Export.
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