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Submitting Student Portfolios 
in Anthology Portfolio (Chalk & Wire) 

Divinity students will compile student portfolios throughout their time in the program. 

The portfolio will include a sampling of the student’s work, feedback and comments 

from professors, and reflections from the student on their growth in selected areas of 

formation. Any questions about the portfolio process should be directed to the Office 

of Academic Formation and Programs at academics@div.duke.edu. 

Step 1. Login  

1. Go to  http://www.chalkandwire.com/duke and click on the “Login using Duke 

NetID” button. You will be taken to the standard NetID login page. 

 

 

2. If it is your first time accessing your account, you will need to read and accept 

the legal agreement for using Anthology Portfolio. If you have already accessed 

your account and agreed to the legal agreement, you may skip this step. 

Once you have read the agreement: 

a. Select I agree. 
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b. Click Continue. 

3. Once you have successfully entered your NetID and password, you will be 

redirected to the main screen in your account: the Dashboard. 

 

Step 2. Access Coursework  

If you have not yet created a portfolio, you will need to do so in order to submit work. 

To create a portfolio: 

1. Click on the Main Menu icon. 

2. Click on the My Coursework option. 

 

 
Step 3: Create a New Portfolio 

1. Click the New Portfolio button. 

 

2. Enter your name and your program as the Name for your portfolio. 

3. Select the Table of Contents and choose your program from the list. 
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4. Click Create. 

 

 

 

Step 4: Add Content to Your Portfolio 

1. Click on the portfolio Section name in the Table of Contents. Once selected, the 

page will appear on your screen. 
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2. Expand the Instructions and Resources section to see the requirement for 

that section. 

 

 
 

3. Click on the Add Content button. 

4. Then Add File to upload your file.  

 

**Important note: Although you can also use Text Block to submit work, 

particularly URLs for video submission, it is not recommended. If you choose to 

use this method, at submission it will appear that all the requirement(s) have 

NOT been met in step 8. You will still be able to submit, but it will appear that 

you are missing items. To avoid this, use Add File only. 
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5. Click on the Insert Content Here bar. 

 

6. Select the method for adding the file(s) to be uploaded. 

 

Select the method that you would like to use to add your files from those 

provided below: 

• Choose Files: This feature enables you to upload a new file from your 

computer. 

• Choose from File Library: This feature enables you to select a previously-

uploaded file to add to the portfolio page. 

• Choose from Dropbox: This feature enables you to upload a new file from 

your Dropbox account. 

• Choose from OneDrive: This feature enables you to upload a new file from 

your Microsoft OneDrive account. 

• Choose from Google Drive: This feature enables the user to upload a new 

file from your Google Drive account. 

Alternatively, simply Drag-and-Drop your file onto the window. 
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The file(s) that were selected will appear in the uploading window.   

A. Optionally Remove the File from the list of file(s) that you would like to upload. 

B. Click on the Insert Files button to upload your files to the assignment page. 

 

 
 

7. Once your file(s) have been submitted you will see a visual indication of the 

submitted file 

8. And you will see an indicator of Requirements Met. 
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If you need to delete files that have been uploaded: 

A. Click on the gear icon located to the left of the file you want to remove. 

B. Click on Delete. 

 

C. Click on Delete to confirm the deletion or click Cancel. 

 

 

Step 5: Add Content to Additional Sections in 
Your Portfolio  

Once you are ready to move on to the next section: 

A. Click on Next Page at the bottom of the page.  

B. Or click on Table of Contents at the top of the page. 
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Using the Table of Contents view will provide you with a visual indicator of which 

sections you have already completed. Completed sections will appear in green. 

Incomplete sections will appear in red. 

 



9 

9/2021 

From the Table of Contents, click on the name of the section in the list to go to that 

section in the portfolio. 

Repeat steps 4 and 5 until all of the requirements from your program’s portfolio 

submission have been met. 

 

Step 6: Editing Your Portfolio After Logging Out 
or Timing Out of Your Session 

4. Log back in to Anthology Portfolio using the instructions in Step 1. 

4. Do one of the following: 

A. Click on Go to My Portfolios. 

 

 

B. Click on Menu. 

C. Click on My Coursework. 
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3. In the list that appears, click on the row with the portfolio you want to edit and 

choose Edit from the list. 

 

 

4. Continue from Step 4: Add Content to Your Portfolio. 

 

Step 7: Submitting Your Portfolio  

1. Once you have submitted all of your requirements the submit button will 

become active. Click Submit. 

 

2. Choose your assessor. Your assessor is your academic advisor. If you do not 

know the name of your advisor, this information can be found on DukeHub. 

A. Begin typing their name in the box provided. 
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B. Selecting their name from the pop-up list.  

C. Click Submit. 

 
 

3. Submit your assessor selection. 

 

 

4. You will receive an on-screen submission confirmation. 

 

 

**Important note: If you make changes to your portfolio after submission, you will need to 

resubmit to your assessor. 
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Step 8: Reviewing Your Assessed Portfolio 

When your assessor has completed the assessment of your portfolio, you will receive 

an email confirmation. 

 

You can access and view the results from the My Results screen. To access: 

1. Click on the Main Menu Icon. 

 

2. Click on the My Results option. 
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