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DIGITAL PORTFOLIO ACCESS AND CLASSROOM SETUP 

Initial Login for AP Computer Science Principles Teachers 
• In order to access the AP Digital Portfolio, you must enter an Access Code. Access Codes are distributed 

to teachers via email based on their status within the Course Audit process.  In order to receive an access 
code: 

o You must submit the initial course audit materials (course audit form and syllabus), and  

o Your school’s Course Audit Administrator must approve the course audit form  

• Go to https://digitalportfolio.collegeboard.org/ and log in using your College Board Professional Account 
username and password. 

• You will be redirected to the ‘Create Your Professional Account’ -> ‘Get Access’ page for AP Digital 
Portfolio.  Make sure you enter the Access Code you received from the College Board (‘Welcome to the 
AP CSP Digital Portfolio’ email). 

 

• Once you have successfully entered your Access Code, click on the ‘Finished’ button. You will be 
redirected to the Digital Portfolio, where you will start by setting up classes for the current academic 
year. 

 

https://digitalportfolio.collegeboard.org/
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• After you have successfully entered your Access Code, you can access the Digital Portfolio directly by 
going to https://digitalportfolio.collegeboard.org/ and log in using your College Board Professional 
Account username and password. 

Set up Your AP Computer Science Principles Classes 
• When you click on ‘Set Up Classes’ from the Digital Portfolio, you will be sent to the Manage Classes and 

Rosters page.  

  

• From the Manage Classes and Rosters page, select ‘Computer Science Principles’ from the Course 
dropdown box. Enter in the name of the class that you would like to add.   

 

https://digitalportfolio.collegeboard.org/


 November 2016 

 Page 3 of 23 

• Select the programming language(s) that you will be using in your class and click the ‘+’ sign. You can add 
multiple languages.  

 

• Click ‘Add Class’.  Confirm that the class added shows up in the My Classes view. 

 

• Add additional classes as needed. 
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• You can return to the Digital Portfolio home page by clicking on ‘Home’ in the top navigation menu. 

 

Add or Modify Classes 
• If you need to add or modify classes after you have initially set up one or more classes, click on the ‘Class 

Setup’ link located in the top menu bar.  You will be sent back to the Manage Classes and Roster page 
where you can edit, add, or delete classes. 
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Navigate Between Multiple Classes 
• If you teach multiple AP Computer Science Principles classes you can quickly navigate between them 

using the ‘My Classes’ link in the top menu. 

 

Navigate Through the AP Digital Portfolio 
• You can navigate through each class by using the left hand navigation bar.  Click on Class Summary, 

Create or Explore to expand the sub-menus.    Click on the sub-menu items to go to that page.   
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STUDENT ENROLLMENT 

Instruct Students to Enroll in Your Classes 
• Direct students to digitalportfolio.collegeboard.org and have them log in using their College Board 

student account and password. 

o Students may have an existing account if they took an AP Capstone course in a prior year, viewed 
AP® scores, or registered for SAT® online.   

o Students can create a new account or request a password reset if needed. 

 

o Students who are new to the AP Digital Portfolio may be prompted to provide additional 
information. 

• Students must have your school associated in their accounts in order to enroll in your class within the 
Digital Portfolio. 

o Students can confirm which school is associated with their account and change the school if 
necessary by clicking on person icon in the top-navigation menu and selecting ‘Account Settings.’   

 

https://digitalportfolio.collegeboard.org/
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• Students will be prompted to add a class by clicking the ‘Add Classes’ button. 

 

• Students will be redirected to the Manage My Classes page and see a complete list of AP Computer 
Science Principles classes being offered at their school.  They should request enrollment in the 
appropriate AP Computer Science Principles class. 

 

• Upon clicking ‘Enroll’ the student will see that enrollment has been requested.   

o Students will not be able to access the Digital Portfolio content until you have confirmed their 
enrollment. 
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Students Enrolling from a Different School 
• If you have students in your course that primarily attend a different school (e.g., other local school, 

online school, home school), they should temporarily change their school in the Account Settings in 
order to enroll in your class.   

• Direct students to digitalportfolio.collegeboard.org and have them log in using their College Board 
student account and password. 

• Students can click on person icon in the top-navigation menu and select ‘Account Settings.’   

 

• From there, they should find your school by typing the name in the ‘Where do you go to school?’ field.  
They can filter the results by Zip/Postal Code if necessary.  They should click the ‘Update’ button to save 
changes. 

 

• Students should then enroll in the class using the steps above.   

• Once they have enrolled, they can change their school back to their primary school.   

https://digitalportfolio.collegeboard.org/
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CLASSROOM MANAGEMENT 

Team Teaching – Setting up Co-Teachers 
• Team teaching allows more than one teacher at a school to manage a class and confirm student 

enrollments.   

• To add a co-teacher, click on the ‘Class Setup’ link located in the top menu bar.  You will be sent back to 
the Manage Classes and Roster page. 

 

• Click on the ‘Add Co-teacher’ link for the appropriate class. 

 

• Select the teacher from the available list and click the Add button. 
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• The co-teachers will be listed on the Class Roster page in the Digital Portfolio.  The Primary Teacher is the 
teacher who created the class.  The Primary Teacher can drop the co-teachers from the Class Roster 
page. 

 

Confirm Student Enrollment Requests 
• Click on the ‘Class Roster’ link to view students who have requested enrollment in your class.  Confirm or 

drop students who have requested enrollment in your sections.  Once you confirm a student, they will 
be able to access the digital portfolio.  If you drop a student, they will be able to request enrollment in a 
different section. 
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COURSE ACTIVITIES  

Upload Supporting Materials 
• Teachers can upload supporting materials, either web links or files, to the Performance Tasks. (Note: You 

can add as many supporting materials as you would like to each Performance Task Component.) 

o The following file types can be uploaded as supporting materials:  DOC, DOCX, PPT, PPTX, PDF, MOV, 
WMV, MP4, AVI, and ZIP. 

• Navigate to a Performance Task Component for which you would like to add supporting materials and 
click ‘Add’ and follow the instructions.  After uploading the materials, the supporting material will be 
visible to you and your students. 

 

Download and View Student Work 
• Navigate to the Performance Task Component for which you’d like to review student work and click on 

‘View Details’ next to any student.   
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• You can view a draft submission by clicking the ‘Download Latest’ button or clicking on the file name in 
the ‘Activity Feed’.   

 

Instruct Students to Use AP CSP Written Response Templates 
• Use of the Written Response Template can enhance the facilitation of the scoring process. It is highly 

recommended that students use the Written Response Template for both performance tasks. 

o Create - Applications from Ideas Performance Tasks: This template was developed to help ensure 
students provide a response to all the requirements in the Create Performance Task in an organized 
and properly labeled manner. The Written Response Template for this task should be used for 
sections 2a, 2b, 2c, and 2d. 

o Explore – Impact of Computing Innovations Performance Task: This template was developed to help 
ensure students provide a response to all the requirements in the Explore Performance Task in an 
organized and properly labeled manner. The Written Response Template for this task should be used 
for sections 2a, 2b, 2c, 2d, and 2e.   
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• To access the Written Response templates, students should navigate to the Written Responses page for 
the Performance Task they are working on.  Then, they should scroll down to the ‘Download Pages or 
Word Template for Written Responses’ section.  Students can download MS Word or Pages versions of 
the template.   
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FINAL SUBMISSION REVIEW 
• You can review student work from the ‘Progress’ page, which can be found by expanding the ‘Class 

Summary’ menu. 

 

• The Progress View is the area of the Digital Portfolio that you will use to: 

o View status of student submissions 

o Review student submissions (coming soon) 

o Report suspected student plagiarism to the College Board (coming soon) 

o View whether or not students intend to take the end-of-course exam (coming soon) 

o View status of AP Number entries (coming soon) 

• Students must submit final versions of the following performance tasks components.   

o  Explore 

 Computational Artifact (CA) 

 Written Responses (WR) 

o Create 

 Individual Video (IV) 

 Written Reponses (WR) 

 Program Code (PC) 

Reviewing Student Work 
• You can review the work that students have submitted as final from the Progress View.  Students who 

have submitted their work as final are indicated by a green circle on the Progress View.   
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• Click on the submission to view the student artifact.   

 

• You will be sent to the review screen.  Student submissions that are in PDF format (e.g., Written 
Responses and Program Code) will be viewable within the Review Screen. 

 

• You can download Non-PDF artifacts (e.g., Computational Artifact, Individual Video) for review by 
clicking the View/Print Submission button in the upper-right hand corner. 
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Returning 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 : 

o The wrong submission 

o Corrupt or not readable 

o Cannot be opened due to some other technical error 

• Do not return a file to a student due to the quality of the work submitted 

• To return a file to a student, click on the submission in the Progress View.   

 

• Click on the Return File to Student button. 
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• Select the reason you are returning the file to the student and click the Return File button. 

 

• If you have returned a file to a student, make sure to personally follow-up with them to have them first 
upload a new/correct version of the document and then submit as final again. 

Reporting Suspected Student Plagiarism to the College Board 
• If you believe that a student submission violates the AP Computer Science Principles policy on 

plagiarism, you should notify the College Board, following the steps below. 

• After completing scoring, click on ‘Report Plagiarism’. 
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• Select the reason(s) you are reporting plagiarism.  Click the ‘Next’ button. 
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• Provide the evidence of plagiarism.  You must provide a detailed rationale as to why you suspect the 
student’s work is plagiarize.  You also have the option to provide an additional file of evidence.   

 

• If desired, you can delete a reported case of plagiarism or falsification up until the course end date on 
April 30.  You can delete the report from the Teacher Scoring Screen.   
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ENSURING STUDENT SUBMISSIONS WILL BE SCORED 
• Important:  In order for student submissions in the Digital Portfolio to be scored, the student must 

submit their work as final, indicate that they are taking the AP end-of-course exam, and enter their AP 
Number.   

Instructing Students to Indicate their Intent to Take the AP End-of-Course Exam 
• Starting in January, students will be prompted in the Digital Portfolio to indicate whether or not they 

intend to take the end-of-course exam.  Students must provide a response by April 30.   

• Students can indicate their intent-to-take exam question by navigating to the Overview page. 

 

• Once they indicate their intent, they are able to edit their decision by clicking on the pencil icon. 

 

• This process does not take the place of AP Exam ordering.  An order for the end-of-course exam must 
still be placed as part of the AP Exam ordering process.  Please work with your AP Coordinator to ensure 
that there is alignment between student indicators for end-of-course exam and exams ordered. 
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Instructing Students to Enter Their AP Numbers into the Digital Portfolio  
• Students who are taking the end-of-course exam will receive AP Student Packs in early April. Each 

Student Pack contains a unique AP number that students should use for all AP exams that they take in a 
given school year. 

• Students can enter in their AP number by logging in to the AP Digital Portfolio and navigating to the 
Overview page starting on April 1.   

 

• Students must enter an AP number into the Digital Portfolio in order for their work to be sent to the 
College Board.  All performance assessment tasks that a student has submitted as final will automatically 
be sent to the College Board on April 30, as long as an AP number is associated with the Digital Portfolio 
account. 

• Students should take extra care when entering in their AP number. AP numbers that are incorrectly 
entered may result in delayed score reporting. 

• Students should never use an AP number from a prior year and students should never share their AP 
number with another student. 

• Once an AP number has been entered, it can be changed to a different number if the existing number is 
found to be incorrect. The existing AP number cannot be removed without being replaced by a different, 
valid, AP number. 

Instructing Students to Indicate Permission to Reuse Written Performance Materials 
• Students also have the opportunity to indicate whether they provide the College Board permission to 

reuse their work for educational research and instructional purposes.  This does not impact the student 
score.   

• This permission only covers items submitted via the Digital Portfolio.  AP students must indicate 
permission to reuse during the AP end-of-course exam as well.   
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• Students can indicate their permission by logging in to the AP Digital Portfolio and navigating to the 
Overview page.   

 

Monitoring Intent to take End-of-Course Exam and AP Number Entries via the Progress 
View 
• Coming soon 
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