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Matrix 

 

The Matrix presents CIG goals, standards, or criteria in relation to different educational 

levels or areas of focus. The Matrix asks you to associate items from your Repository 

with a specific criterion at a certain level according to specific standards. In addition, the 

cells of the Matrix guide you through a reflection process that can be customized to 

reflect institutional values. Items in Matrix cell are submitted to faculty and/or peer 

evaluators for feedback via the Review tool. 

 

Figure 12: N  W ‘a Matrix 

 
 

Matrix cells can be ready, pending, complete, or locked according to the color legend 

below the matrix. Ready cells invite your input. Pending cells have been submitted for 

review. Completed cells have been reviewed. Locked cells are not yet ready for use. 
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Figure 13: General Education Matrix with Legend 

 
 

 

To determine what are the appropriate items to add to each of your Matrix cells, consult 

the Glossary definition by mousing over or double-clicking the cell. Glossary definitions 

provide standards for you to determine which your items to associate with a Matrix cell. 

They also guide faculty reviewers in evaluating the items you submit. 

 

 

Figure 14: Glossary Definitions 

 
 

 

Once you have decided which items to add to a particular Matrix cell, follow these steps: 

1. Click the cell. 

2. Click New (in the upper left corner of the frame). Your Repository will appear. 
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3. Open your username folder and any relevant subfolders. 

4. Locate the item you want to associate with the Matrix cell. 

5. Click Select (to the right and on the same line as the item). 

6. Click Attach. 

7. Read and agree to the following conditions in the permission statement. 

a. I give my permission to upload my file (item) to a computer server under 

my University of Hawai'i account. 

b. I hereby give my permission to include, in the ePortfolio system, the 

materials I am currently submitting. This permission includes allowing 

storage of the materials on a server or in other formats and using the 

materials to evaluate and improve teaching and learning. 

c. I certify that the material or artifact I am uploading is my own work. The 

work uses proper citation from one of the accepted style guides such as 

APA, MLA, etc., or contains other explicit acknowledgement. 

d. I further certify that I have made no other agreements or commitments that 

could prevent my submitting the materials to the ePortfolio system. 

e. I consent to the limited use of the materials I am currently submitting, 

including any personal information I am submitting with these materials, 

which may include my name or other identification. Limited use is guided 

by the needs and requirements of the ePortfolio administrative and 

research team. 

8. Click Continue. 

 

Figure 15: Adding an Item to a Matrix Cell 
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Figure 16: Selecting the Item in the Repository 

 
 

Figure 17: Attaching the Item to the Cell 

 
 

Figure 18: Agreeing to the Permission Statement 
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After you have associated one or more items with the cell, you may begin the reflection 

process for that cell. 

 

1. To reflect upon the items you have added to a Matrix cell, click Reflection from 

the top menu bar. 

 

 

Figure 19: Beginning the Reflection Process 

 
 

2. You will be promoted to select Yes or No based upon your preference for using 

the Reflection Wizard. “Yes” reminds you of the expectation for the cell and 

provides a step by step process. “No” offers the entire process in one scroll. 

 

Figure 20: Deciding Whether or Not to Use the Reflection Wizard 

 
 

3. Review KCC expectation header and expectation for all Matrix cells by selecting 

the expectation and clicking Continue: 

a. Expectation Header: Write a reflection on your learning experiences 

relating the works you submitted to the criterion for this Matrix cell. 

Assume that your audience is a reviewer who does not know you. 

b. Expectation: This reflection should convince your reviewer that you have 

chosen your works thoughtfully and purposefully, that you can explain 

how your works fit into the Matrix, and that your written explanation 

illustrates the personal impact of your learning. 
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Figure 21: Reviewing the KCC Expectation Header and Expectation 

 
 

 

4. If you need additional information about specific standards for each matrix cell, 

consult the Glossary by mousing over or clicking the criterion or level in the 

matrix. (This will require you to leave the reflection process and return to the 

matrix by clicking on the star button in the upper left corner of the frame.) The 

pop-up that results from clicking the term may be left up to continue to inform 

your reflection process. 

 

5. Respond to the three reflection prompts by typing or pasting your reflection into 

the appropriate area. Avoid pasting in formatting from an MSWord document 

unless you specifically intend to do so. The three prompts are as follows: 

a. Evidence: Link your works to the space below and explain their origins 

(e.g. an assigned task, a personal or professional interest, or a community 

service). For each work, describe why you chose the subject matter and 

how the work fulfills this cell’s standards. 

b. Growth: Explain how your selections and their related experiences have 

challenged you to grow personally, academically, and professionally. 

c. Lifelong Learning: Imagine how your relevant activities over the next ten 

years might further contribute to your learning in this area. Please keep 

your response between 150 and 350 words. 

 

6. The first reflection prompt requires you to re-associate your works with this 

reflection field. If you do not complete this step, your reviewers will not be able 

to view the works you have associated with the cell. Use the rich text editor 

command “Select a File URL to Insert” to include each of your works in the drop-

down menu in the first reflection field. After selecting each of the works, click on 

the triangular symbol to the right of the drop-down menu to place the link to the 

work in the first reflection field. 
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Figure 22: Selecting a File URL to Insert in the First Reflection Field 

 
 

 

7. Continue to respond to the three reflection prompts. 

8. Click Save to preserve your answers. 

9. When you are completely finished adding your works to the cell, re-associating 

them with the first reflection field, and entering your responses to the three 

reflection prompts for the cell, click Submit. 

 

 

Figure 23: Submitting a Matrix Cell 

 
 

 

10. Clicking Submit will open up the matrix cell for review by reviewers assigned to 

the cell. Submitting a cell puts the cell in a locked state, meaning that it will not 

be possible to associate additional works or add or revise your reflections for the 

cell. The cell in the matrix will change color to reflect its status as Pending. 

 

11. When the reviewer has completed his or her review of the cell, the cell will 

change color again to reflect a status of Complete. If the reviewer decides you 

need to do more work in the cell, the cell will change color to reflect a Ready 

status to allow you to improve your work. 
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Figure 24: Cell Status Pending 

 
 

12. You can click on Pending and Completed cells for a read-only view of your works 

and reflections. You can also go to your Repository to make copies of the items 

you have associated with Pending or Completed cells to use for other purposes. 

 

Figure 24: Read-Only Access to a Pending Cell 

 


