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1. Accessing the Portal
You can access the MACTE Accreditation Management Portal, by typing in one of the following web
addresses:
https://macte.armaturecorp.net
www.macte.org/portal
- using this address, you will be redirected to the URL above

2. Logging In
To log in to the portal, you will be prompted to enter a username and password. Please use the
username provided by MACTE. If this is your first time logging into the system, please click “Lost
your Password?” and follow the instructions to set your password.
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3. Viewing Assignments
When you log into the portal, you will be directed to the Assessments Overview page. This page will
show each of your current assignments. In this case, we have been assigned the MACTE Self-Study. If
there are other assignments, such as MACTE’s Annual Report, they will be listed on this page.

On the Assessments Overview page, click the Name of the assignment in order to get started. In this
case, we would click “MACTE Self-Study”. This will open the first page of our Self-Study.
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4. Navigating the Self-Study
4.1 Navigating Between Sections
There are two ways to navigate through sections of your Self-Study. First, you can click between
sections by using the Navigation menu on the top right. In this window, you will be able to see each
required section and the percentage of that section that has been completed.

Second, use the Prev and Next buttons at the bottom of the page to proceed back and forth between
sections.

4.2 Saving Your Self-Study
Please remember to Save your changes frequently. There are 2 Save buttons, one at the bottom
between the Prev and Next buttons (in screenshot above) and one at the top right of the screen,
pictured as a cloud and arrow icon.
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4.3 The Menu Bar Options

•
•
•
•

•
•

Dashboard – Use the Dashboard menu option to return back to the initial page of assignments.
Assessment – The Assessment tab is the main workspace for your report.
Issues – This menu option may or may not be visible. During the Self-Study review process, the
Issues tab will be used to report and reply to reader evaluations.
Documents – When filling out a report, you may be asked to upload documents. When answering
these questions, the documents can be uploaded directly to the question. The Documents tab is a
general location where you can view and manage each document uploaded for that report. You can
use it to edit the name of documents and add and remove documents. Please note that if you
remove a document from this list, it will be removed everywhere.
Notes – The Notes tab is used to list any important messages from the MACTE staff. Important
messages will also be sent via e-mail.
Submission – The Submission tab gives you a general overview of what has been completed.
When you have finished your report, it can be used to make your final submission.

5. Answering Questions
5.1 Question Types
There are several question types that may be used as report or Self-Study questions. Questions may be
asked in the form of a Document Upload, a Table Format, Radio Buttons, Checkboxes, or as simple
Text. We will explain some of the more difficult types below. If you have any questions as to how to
answer a particular question, please contact the MACTE office.

5.2 Uploading Documents
You may be asked to Upload Documents in several ways. A simple Document Upload question will
ask you to select a Document for Upload.

When you click Select Document, a Document Selection window will open. Click “Upload Files or
Photos” to choose a file from your computer.
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After you select your file, you must click the “Upload” button to complete the Upload.

Make sure the uploaded file is Selected and click the “Done” button. This will complete the upload.

There may be a question that says to click the Upload Document icon to add supporting
documentation. In this case, you will see a
below the question. Click this icon to upload
supporting documents from your computer. You will be prompted with the same upload options listed
above. For supporting documents, you can “reference” as many documents as desired. In addition, you
can reference any document that was referenced or uploaded previously.

5.3 Table Questions
For table questions, you will be required to fill in each box in the table. Boxes marked with an orange
triangle are required. To add additional rows, use the plus button below the table.
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5.4 Commenting
For many question, you will have an option to add comments. To add a comment, use the
icon
below the question. The comments section is available for your own internal use and will not be read
by readers or the MACTE staff.

6. Exporting Reports
You can export your report at anytime. To do so, select the Export button at the top of the Assessment.

A separate window will open with Export options. Click Save to PDF to save the report to your
computer as a PDF. Click Print, to print it directly. Use Show Options to show or hide the report
answers.

7. Logging Out
To log out, select the dropdown next to your name on the top right of the page. There will be a Signout option in the dropdown. If you forget to log out, the system will automatically log you out after
idle use. This is another reason that you should Save frequently so you don’t lose your work!
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