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HOW TO CREATE AND USE YOUR ePORTFOLIO
The ePortfolio can be found at www.ePortfolio.org.
The ePortfolio was created by the Connecticut Distance Learning Consortium www.ctdlc.org
under a grant from the Fund for Improvement of Post Secondary Education.
Institutional Partners Include:

Capital Community College

Charter Oak State College

Manchester Community College

Naugatuck Valley Community College

Northwestern Connecticut Community College

Quinnipiac University

Sacred Heart University

Teikyo Post University
Three Rivers Community College

Tunxis Community College

University of Connecticut

A demonstration ePortfolio for guest users can be found at http://web.ctdlc.org/eportfolio .
This site is for demonstration purposes only; information put into the demonstration ePortfolio is not maintained.
The ePortfolio is easy to use.  It is form based and requires only basic word processing, internet skills, and the ability to find a document on your computer.  Use this manual for more instructions or just for reference.  [image: image2.png]


 Look for this symbol for important tips.
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INTRODUCTION

This ePortfolio was created by the Connecticut Distance Learning Consortium in collaboration with 11 partner institutions.  Your institution, class, advisor, or counselor may ask you to keep an Electronic Portfolio (ePortfolio).  This is a web-based method for you to save work and information about your educational career that you can use for class assignments, resumes, help from career and advising offices, and to create a Guest Page to show your skills and accomplishments to family, friends, faculty, staff, employers, and others.
Technical Problems
For technical problems, please contact the CTDLC help desk either through email at support@ctdlc.org or by calling 860 832-3887. 
Privacy
All of the work saved in your ePortfolio, i.e. comments, reflections, portfolios, and biographical information, are considered part of your educational experience at your institution.  It is therefore protected by the same federal (FERPA) and institutional rules that protect your privacy at the institution.  No information in this ePortfolio can or will be released to anyone without your permission.  Through the invitation process you control who can see your Guest Page, Portfolios, Goals, and Advising information.
Security 
Your information is protected during transmission by using Secure Sockets Layer (SSL) software, which encrypts the information you are inputting.  Your information, guest pages etc. cannot be found on the web by using a search engine.  Only the information you mark as “public” (see below) can be seen by the people you invite to see your Guest Page using your “search code.”  (see below)
Participating Institutions
The ePortfolio is available at www.eportfolio.org to all students, staff, faculty, and administrators in the following institutions:  Capital Community College, Charter Oak State College, Manchester Community College, Naugatuck Valley Community College, Northwestern Community College, Quinnipiac University, Sacred Heart University, Teikyo Post University, Three Rivers Community College, Tunxis Community College, and the University of Connecticut.

Guests and the Demonstration Site
If you are not a part of one of the participating institutions, please feel free to go to our demonstration site at:  http://web.ctdlc.org/eportfolio to try the ePortfolio.
Vocabulary
A quick note about vocabulary
· ePortfolio –refers to everything in this web-based site.
· Home Page – This is the page where you create your account and log in.  It has a menu for information about the ePortfolio project and how to contact us.  The ePortfolio is web based.  You can access the home page at www.ePortfolio.org from anywhere you have internet access.
· Main Menu -- when you log in, you will go directly to the Main Menu which describes each part of the ePortfolio.  It describes the ePortfolio as a Private Workspace.  The work you create and store in your ePortfolio is private unless you invite someone to see it.
· Guest Page – This is your public page.  The information you place here – biographical, resumes, portfolios is available to anyone you invite to see it.  Clicking on Preview in the Menu allows you to see your Guest page.
· Profile Status – Under the Tools Menu you can chose whether to make your entire ePortfolio “public” or “private.”  Public means that your Guest Page is available to anyone you invite to see it.  Private means no one can access any of your information.  The default is “public,” which means if you invite someone to your page, it will be available to them.  You can change the status to “Private,” but remember to change it back to “Public” if you send someone an invitation.
· Visibility – in parts of your ePortfolio you can choose which items are “public” – available on your Guest Page, or “private” – only on your private workspace.
· User Code– This is your personal code which gives visitors access to your Guest Page.  Note:  when you send a Guest an invitation they get a link which looks like this:  http://NYC/ePortfolio/public.cfm?uc=4584577.   Clicking directly on the link will take them to your guest page.  The 7 digit number at the end is your user code.
· Portfolio – This is a compilation of work which you have selected to meet a specific educational requirement or to showcase your skills.  Portfolios are connected to a specific goal and usually require you to describe, or reflect on each piece of work included in the portfolio and on the portfolio as a whole.  You can have many different portfolios, including a General Portfolio which allows you to store work you think you might need later.  If you select “public” for the visibility then a link to your portfolio is placed on your Guest Page.  Selecting “private” keeps your portfolio available only in your private workspace.
CREATE YOUR ePORTFOLIO
· Go to www.ePortfolio.org and click on “create an account” (the link below the log-on box).
· Fill out all the fields

· Enter your First, Middle, and Last Names.
· Note that you have to enter an email address.  If you don’t have an email address, you can get free email at www.yahoo.com or www.hotmail.com.
· Select the institution where you work (are getting your degree) from the drop down menu – only the 11 participating institutions are listed.
· Select your role (student, faculty, or staff).
· Type in your student ID (remember the site is secure) – you will only see asterisks, so please type it in a second time to confirm it.
· Create a “username” – you can use any combination of letters and numbers, but it is important that you remember it.
· Create a “password” – you can use any combination of letters and numbers, but it is important that you remember it.
· Retype the same password to confirm it.  Make sure you keep your username and password in a safe place.  
· Read the information about the ePortfolio and click “I agree”.
· Click “Join”.
When you click on “Join,” you have begun the process of creating your ePortfolio.  You will also be sent an email with your username, password, and user code.  Keep that information in a safe place.
You will go immediately to the Main Menu section which describes all of the tools in the ePortfolio and contains links to your institution.
MAIN MENU 

The menu bar has the following links:

Main Menu  |   Biography  |   Career  |   Goals  |   Portfolios  |   Advising  |   Preview  |   Tools  |   Logout
Each of those sections is explained briefly on the main menu page.  Instructions for each section are below.  We suggest you begin with the biography section as this will help create your Guest Page.
Symbols Used in Your ePortfolio  

The main menu also has a legend of the symbols used in the ePortfolio:
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Edit – allows you to edit your work
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Delete – allows you to delete work
[image: image5.png]


Email – allows you to email work to faculty, staff, friends etc.
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Public – an open lock indicates that this work or information is available on your guest page.  To change from public to private, click on “edit” scroll to the bottom of the page, select “private” and then “save.”
[image: image7.png]


Private – a closed lock indicates that this work or information is not on your guest page.  To change from private to public, click on “edit” scroll to the bottom of the page, select “public” and then “save.”  Your information will now be available on your guest page.
[image: image8.png]


Manage Work – managing work allows you to create a portfolio.  Please see the section on portfolios.
[image: image9.png]


Package Work – allows you to “zip” all parts of a portfolio together so it can be emailed.
[image: image10.png]


Download – allows you to download your draft resume to your computer and edit it.  Please see the section on Careers.
[image: image11.png]


Comments – allows an advisor (or anyone you designate as an advisor) to enter comments.
[image: image12.png]


Preferences – part of the Tools section which allows you to change your password and change the public/private status of your guest page.
Please go to the Biography section.  Filling out this information begins to create your Guest Page.
BIOGRAPHY
This section allows you to keep biographical information.  Information you entered when you created your ePortfolio will appear in this section.   

Note there are two parts to the Biography section.  

Information for the Guest Page:  All the information that you put in the upper part will appear on your guest page and on your draft resume.  

Private Information:  The information you fill in below the narrative box will not appear on your guest page and therefore cannot be seen anywhere.  It may appear on your draft resume, which you must edit (adding and deleting information) before it appears on your Guest page.
· Information that you used to create your ePortfolio will appear on this page.
· Fill out additional information in this part that you would like to appear on your guest page.
· Picture:  If you want your picture on your Guest Page use the browse option to select a picture and upload it.  The picture needs to be about 150 X 150 pixels.  If you have photo editing software, you may want to make that adjustment before you upload the picture.  Otherwise the software in the ePortfolio will adjust the size.
· Narrative Information:  This is any type of comment that you would like on your Guest Page.  It will appear under your picture.
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Information that you fill in after the Narrative Information Box is always Private

· Address information and date of birth will NOT show up on your Guest Page.
· Note that your student ID shows up only as asterisks (*).  If you ID changes, please be very careful re-entering it, as you will not be able to see it.

· To see your Guest Page, choose Preview from the menu bar. 
· If you do not want anyone to be able to see your guest page, select Tools from the menu.  Go to status and select “private.”  You will still be able to Preview a Guest Page, but no one (i.e. those you invite to see your Guest Page) will be able to see it until you change your status to “Public.”   Remember, the only people who can see your guest page are those you invite to do so by sending them your code.
You can add more information to your Guest Page by going to the CAREER section by selecting that choice on the menu.
PREVIEW
Clicking on the preview link allows you to view your Guest Page.  When you invite people to your Guest Page this is what they will see (except there will be no menu links on top).
CAREER

The Career Planning section will allow you to record your educational and professional experiences.  You can choose to put some or all of that information on your guest page.  The information that you provide will also be available to the Resume Builder tool. This tool will help guide you in the development of draft resumes.  You can add or change information at any time to these sections. [What about showing the menu as it appears on the page?]
Education
Click Education on the menu near the top of the page. 
· Select the type of Educational Award – degree, certificate, etc.
· Put down the Award/Degree name:  “B.A. in History”  “Certificate in Financial Planning.”

· Fill out the Granting Institution, Program, and Date/Year.
· You can use the boxes that say “description” and “other information” to record information that you might want to remember to use on a resume, in an application, or on a job interview. 

· For each degree, decide whether you want this information on your Guest Page.  If so, select “public” visibility.  If not, select “private.”

· Click Save.  Note that the information is now at the top of the page.

	 
	 
	Type
	Award Name
	Granting Institution
	Date
	Function
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	Degree
	M.A.T. Teaching English as a Second Language
	School for International Training
	1974
	


 HYPERLINK "http://web.ctdlc.org/eportfolio/education.cfm?educationID=2&function=delete" 
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	Degree
	B.A in History
	University of Rochester
	1970
	


 HYPERLINK "http://web.ctdlc.org/eportfolio/education.cfm?educationID=1&function=delete" 
[image: image21.png]






· Add a second degree/certificate.  When you click save that information appears at the top as well.

· You can change their order on your Guest Page by changing the priority number in the left column.

· An open lock [image: image22.png]


 indicates that the information will appear on your Guest Page and on your resume.  A closed lock [image: image23.png]


 keeps the information off your Guest page and your resume.   

· Under function you can use the [image: image24.png]


 to delete that Award/Degree.  Click on the [image: image25.png]


 symbol if you want to edit the item, including changing it from public to private.
· Make sure you click SAVE at the bottom of the page to save your work or whenever you make a change.
· When you’ve finished, select Preview to look at your Guest Page and make sure you are pleased with it.  You can go back to CAREER/education to toggle items between public and private and see how that changes your Guest Page.
Experience

You click on the EXPERIENCE section and add information about your work, co-curricular, and volunteer experiences.  

· Select the type of experience you are describing from the drop down box.

· The Type of Experience, Organization, Title/Position, and Dates will appear on the Guest Page if you make that experience public.

· Some of the other information will appear on your draft resume (which you edit before you put it on your guest page – see the next section).
· The other information may be helpful in preparing a resume, a job application, or for an interview.

· When you save the information, it will appear at the top of the page and look like this:

	 
	 
	Type
	Title/Position
	Organization
	Dates
	Function
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	Co-Curricular
	Volunteer Coordinator
	Lobster Eaters of the World
	July 1984-present
	


 HYPERLINK "http://web.ctdlc.org/eportfolio/experience.cfm?experienceID=20&function=delete" 
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· The priority number on the right of the table indicates the order in which the information will appear on your Guest Page and on your resume.  You can easily change it.

· An open lock [image: image30.png]


 indicates that the information will appear on your Guest Page and on your resume.  A closed lock [image: image31.png]


 keeps the information off your Guest page and your resume.  

· Under function you can use the [image: image32.png]


 to delete that Award/Degree.  Click on the [image: image33.png]


 symbol if you want to edit the item including changing it from public to private.
· Make sure you click SAVE at the bottom of the page to save your work or whenever you make a change. 

Resume

The Resume Builder creates a draft resume based on your settings throughout your ePortfolio. Only items that you have marked as public will appear on your resume. In addition, items will appear in the order that you have selected them. You can download the draft resume, make revisions, and upload the final copy back into the ePortfolio system. Once you have uploaded a finished copy, you can make the resume public for others to see.
· Clicking on Create will create a draft resume.  
· You will see a box which gives you the option of downloading it 

or emailing it 

.
	File Name
	Size
	Date Created
	Function

	draftresume.rtf
	0.00 MB
	11/25/2003 09:07:15 AM
	


 HYPERLINK "http://web.ctdlc.org/eportfolio/createemail.cfm?attachment=draftresume.rtf&referrer=resume" 
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· If you click on the download 

 button, you will get a box giving you the option of opening it or saving it on your computer (or a disk).   We suggest you save it on your computer.  Then you can go and edit it --change the wording, fonts, etc.  
· When you have a resume that you would like on your Guest Page, you can upload it.
	File:
	

	Visibility:
	[image: image39.wmf]

Public



	[image: image40.wmf]Upload




· Give the resume a Title.  This is the title that will appear on your Guest Page.
· Use the Browse function under file to find the resume you have edited.
· Decide if you want it to be public (visible on your Guest Page) or private.

· Click upload.  You will see this resume in the box marked Final.
	 
	File Name
	Size
	Date Created
	Function
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	My Resume
	
	11/25/2003
	


 HYPERLINK "http://web.ctdlc.org/eportfolio/Users/2/Diane's%20resume.doc" 
[image: image43.png]




 HYPERLINK "http://web.ctdlc.org/eportfolio/createemail.cfm?attachment=Diane's%20resume.doc&referrer=resume" 
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· You can delete this resume by clicking on 

.  You can download it and edit it some more using the 

, and you can email it by using the 


 function.
· You can create many different resumes.  Just make sure you give them different names so you can tell them apart.
GOALS

You may be asked by your instructor, advisor, career counselor or your institution to set goals for a particular class or activity.  You may also want to set your own goals.  This section allows you to set goals and then at a later date, come back and reflect on them.  Setting goals and reflecting on them may help you make your education more personal and meaningful.  

· All portfolios must be connected to a goal—you can choose whether the goal appears as part of your portfolio.  You must create the goal before you can create a portfolio.

· All goals do NOT have to be connected to a portfolio.  A goal can be connected to more than one portfolio.

· Goals do not appear on your guest page.  If you want a goal on your guest page, copy the goal into the “Narrative Information” text box in the Biography section.
· Goals are visible to those you invite into your advising section (see below).
· Goals with their comments and reflections can be emailed.
Go to the Goals section by clicking on “Goals” on the menu on the top.
· From the Pull down menu labeled “type”, select the type of goal you are creating.  You can create career goals, education goals, goals for a specific course, goals for volunteer work, etc.
· Under Goal:  Specify what your goal is for this field.  For example, your advisor and career counselors may use your career goal to help you plan your course of study.  Your instructor may ask you to set a goal for a course:  what you hope to learn or be able to do at the end of the course.  Or you may want to set a personal goal for a volunteer opportunity.

· Under Area you can indicate the specific area of the goal.  For example, the specific class for which you have written a course goal or a volunteer goal.
· Click Save:  You will see that your goals are listed on the top of the page.

	Goal
	Type
	Area
	Function

	To create a great ePortfolio System
	Career
	FIPSE
	


 HYPERLINK "http://web.ctdlc.org/eportfolio/goal.cfm?goalID=1&function=delete" 
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	To develop my lobster eating and instruction skills
	Co-Curricular
	Culinary Arts/Education
	


 HYPERLINK "http://web.ctdlc.org/eportfolio/goal.cfm?goalID=2&function=delete" 
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	To reinforce my knowledge of multiple regression
	Course
	Multivariate Statistics
	


 HYPERLINK "http://web.ctdlc.org/eportfolio/goal.cfm?goalID=25&function=delete" 
[image: image53.png]






· There are also boxes where you can reflect on your goals at different times, or add comments and other information.  This may be helpful for career planning or meeting educational goals.

· Click Save.  Now you will see both types of goals listed at the top.

· You will also note that you can “edit” what you’ve written or “delete” it.  
· Any time you make a change to your Goal, Career, Education, or Biography sections, make sure you click on SAVE.
HOW TO CREATE A PORTFOLIO OF YOUR WORK 
What is a Portfolio: 

A Portfolio is essentially a collection of your work which you put together to demonstrate the attainment of specific skills. Work can be a document, photo, computer program, design, drawing, audio or visual piece, or anything you can store electronically.   Portfolios allow you to describe the work you have chosen, tell why you selected this particular work, and reflect on what you learned from doing the work.  You may be required to create a portfolio for a class, to meet the requirements of your program or major, to demonstrate your attainment of general education objectives, or to use for a job search.  Portfolios can be placed on your guest page, or emailed to anyone.
Starting a Portfolio:

All Portfolios have to be connected to a Goal.  If you don’t have a goal for this portfolio, go to the Goals section and create one (see the instructions above)
Select “PORTFOLIOS” from the menu:

· You will see all of the goals that you have created in the Goal drop down menu.  Select the appropriate Goal.
· Now add a Title.  Here’s your chance to be creative.  You’ll be able to edit the title before you hand in the portfolio.  The title is what will appear on your Guest Page.
· There are four text boxes which allow you to Introduce, Comment, and Reflect on your Portfolio.  You may be instructed as to how to use those text boxes, or you may want to use them so the reader of your portfolio has information on the purpose of your portfolio.
· Scroll down to the bottom of the page.  Leave the Visibility at Private.  You don’t want to put your portfolio on your Guest Page until it is completed.  

· Click Save and you’ll see that the Goal and Title of your portfolio are saved on the top.  Notice that you have the ability to edit, delete, manage, and package work by using the function menu on the right. 

	 
	Goal
	Portfolio
	Function

	[image: image54.png]



	To create a great ePortfolio System
	How we created the ePortfolio
	


 HYPERLINK "http://web.ctdlc.org/eportfolio/portfolios.cfm?PortfolioID=9&function=delete" 
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 HYPERLINK "http://web.ctdlc.org/eportfolio/work.cfm?PortfolioID=9" 
[image: image57.png]




 HYPERLINK "http://web.ctdlc.org/eportfolio/zipwork.cfm?PortfolioID=9" 
[image: image58.png]






Functions:

[image: image59.png]


 -- allows you to edit your portfolio – title and information in the text boxes.
[image: image60.png]


 -- allows you to delete your portfolio.  [image: image61.png]


BE VERY CAREFUL, Deleting a portfolio deletes ALL the work that is part of the portfolio.  See instructions under Other Notes for more information.

[image: image62.png]


 --Managing Work is how you select work to be part of this portfolio (see below).
[image: image63.png]


 -- Packaging Work is how you put the portfolio together as one package to email it to your instructor – instructions below.
[image: image64.png]


 -- the open lock indicates that the portfolio is listed on the Guest Page.  Use the edit function to change from “public” to “private” if you don’t want this portfolio visible.

Managing Work

The managing work function allows you to upload work (in any electronic format) to your ePortfolio, to introduce it, and to reflect on it.
· To begin, click on [image: image65.png]


 (Managing Work) in the function column.
· Use the Browse feature to find the file on your computer that you want to upload as part of your portfolio and double click on it.

· Now give the document a “Title.”  This can be the same as the file name or different.  This Title will appear in the Portfolio
· You can use the “Introduction” textbox to introduce or describe this work.

· You can use the “Reflection/Learned” text box to discuss what you have learned from doing this work or why you chose to put it in this portfolio

· “Comments” and “Other Information” give you two more text boxes to add information about the work.
· Change the Visibility to “Public.”  This does not put the document on your web page, but makes it part of your portfolio.  [image: image66.png]


 This choice of Visibility allows you to put a work in a portfolio that you are submitting to faculty, and then later remove it from the portfolio that you are putting on your Guest Page.  [image: image67.png]


 You can email work, even if you have marked it private.
· Click Save.  You will see that work show up under the Portfolio you are creating.  
Portfolio: How we created the ePortfolio

	 
	Name
	File
	File Size
	Function
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	FIPSE Grant Proposal
	Fipse Final9 proposal only.doc
	0.19 MB 
	


 HYPERLINK "http://web.ctdlc.org/eportfolio/work.cfm?PortfolioFileID=3&function=delete" 
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 HYPERLINK "http://web.ctdlc.org/eportfolio/createemail.cfm?attachment=Fipse%20Final9%20proposal%20only%2Edoc&referrer=work" 
[image: image71.png]





	[image: image72.png]



	Evaluator's First Year Report
	Evaluator First Year report on FIPSE.doc
	0.07 MB 
	


 HYPERLINK "http://web.ctdlc.org/eportfolio/work.cfm?PortfolioFileID=8&function=delete" 
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 HYPERLINK "http://web.ctdlc.org/eportfolio/createemail.cfm?attachment=Evaluator%20First%20Year%20report%20on%20FIPSE%2Edoc&referrer=work" 
[image: image75.png]





	Total Disk Space Used: 
	367.31 kB of 25.00 MB Used
	

	 
	 

 


	


You will see the title of the Portfolio at the top (“How we created the ePortfolio”).
You will see two works listed including their title, file name, and file size.
You have several functions you can use as you manage work:
[image: image76.png]


Edit:  You can edit your title, comments, reflections, other info, or choose a different work to upload.  [image: image77.png]


Remember any time you Edit you must SAVE.
[image: image78.png]


 Delete:  You can delete any work from your portfolio.  [image: image79.png]


Before you delete any work, you may want to save it to a disk or CD so you have a copy.  Once you delete it, it is gone from the ePortfolio.  If you click on the title of the work, you then can select “save as” and choose where to save it.
[image: image80.png]


 Email:  You can email the document to anyone.  This will send the document only, not information you have included in the text boxes.
The bar at the bottom of the list of files tells you how much disk space you have left in your ePortfolio.  If you complete portfolios that you don’t need anymore, you may want to download them to disks or CD’s. 
Editing your Portfolio

After you add work to your portfolio, you may want to change the title, edit the information in the text boxes, or make it public. 

You return to the PORTFOLIOS section by selecting it from the Menu:

· Click on [image: image81.png]


 edit next to the Portfolio.

· Make sure you still like the title, your introduction, reflections, and other comments.
· Decide whether you want this portfolio to be on your Guest Page.  If so, use the [image: image82.png]


 Edit feature to change the visibility to Public.  This will put a link to your portfolio on your Guest Page.  [image: image83.png]


Note:  If you want to change from Public to Private, you must click on Edit first,  then change the Visibility, then click on SAVE
· Click on Preview and then the link to your portfolio.
Packaging Your Portfolio

You may be asked or want to email your entire portfolio to an instructor, staff member, employer, family, or friend.  The [image: image84.png]


 Package Work function allows you to do this.
· Select Portfolio from the Main Menu
	 
	Goal
	Portfolio
	Function
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	To create a great ePortfolio System
	How we created the ePortfolio
	


 HYPERLINK "http://web.ctdlc.org/eportfolio/portfolios.cfm?PortfolioID=9&function=delete" 
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 HYPERLINK "http://web.ctdlc.org/eportfolio/work.cfm?PortfolioID=9" 
[image: image88.png]




 HYPERLINK "http://web.ctdlc.org/eportfolio/zipwork.cfm?PortfolioID=9" 
[image: image89.png]






· Select [image: image90.png]


Package Work from the functions.  This allows you to put the entire portfolio together and email it.  
· You will see all of the works contained in your portfolio.  [image: image91.png]


If they are public [image: image92.png]


 (open lock), they are part of the portfolio.  If you do not want that work in the portfolio, go back to Portfolio, click on Manage Work, click on Edit and change the Visibility to Private. [image: image93.png]


.
· Click on “Create Zip File.”  The computer will name the file the same name as your portfolio with all special characters (hyphens, slashes etc.) removed.  
Available Packages
	Zip Name
	Size
	Date Created
	Function

	HowwecreatedtheePortfolio.zip
	0.04 MB
	12/16/2003 10:38:49 AM
	


 HYPERLINK "http://web.ctdlc.org/eportfolio/Users/2/HowwecreatedtheePortfolio.zip" 
[image: image95.png]




 HYPERLINK "http://web.ctdlc.org/eportfolio/createemail.cfm?attachment=HowwecreatedtheePortfolio.zip&referrer=zipwork" 
[image: image96.png]






You will see all of the zip files you have created at the top of the page.  
· You can 

delete the zipped file.  [image: image98.png]


 This does NOT delete your Portfolio, just the zipped file.
· You can 

 download the file and open or save it to your computer.
· You can 

  email the zipped portfolio to anyone with an email address.  
· Whenever you make a change in any section of your Portfolio, you must click on SAVE.
· To edit the Portfolio, choose “Portfolio” from the menu.  To edit individual work within the portfolio, use the 

 manage work function. 
· If you have put your portfolio on the Guest Page, you may want to click on Preview to see it.  See the Tools section below for information on how to invite someone to see your Guest Page and to ensure that your entire Guest Page is visible (public).
ADVISING
The advising section is designed to help you create a plan of study and use it as an unofficial transcript.  It also allows you to invite an advisor, or anyone you designate as an advisor, to look at your plan of study/unofficial transcript and your goals, and to leave you comments to help you plan your education.

· The advising section is different from all other parts of the ePortfolio.  None of the information in this section is ever available on your Guest Page.  You can invite specific individuals to see this section and to leave you comments.
There are four areas in the Advising section:  Advisors | Advisor View | Advising Glossary | Unofficial Transcript
Advisors
This section allows you to list your advisors, and others, whom you would like to invite to this section of your ePortfolio.

· Fill in your advisor’s (or any other person’s) name and email address, along with your program or your major and minor.  You can also put private comments here.
· You can list as many “advisors” as you like.

· Click Save.

	 
	Advisor
	Program/Major
	Function

	
	Fran Archimbault
	Educational Psychology
	


 HYPERLINK "http://web.ctdlc.org/eportfolio/advising.cfm?advisingID=11&function=delete" 
[image: image103.png]




 HYPERLINK "http://web.ctdlc.org/eportfolio/comments.cfm?advisingID=11&function=comments" 
[image: image104.png]




 HYPERLINK "http://web.ctdlc.org/eportfolio/advisorInvitation.cfm?advisingID=11&function=invitation" 
[image: image105.png]





	
	Mark Quigley
	ePortfolio
	


 HYPERLINK "http://web.ctdlc.org/eportfolio/advising.cfm?advisingID=7&function=delete" 
[image: image107.png]




 HYPERLINK "http://web.ctdlc.org/eportfolio/comments.cfm?advisingID=7&function=comments" 
[image: image108.png]




 HYPERLINK "http://web.ctdlc.org/eportfolio/advisorInvitation.cfm?advisingID=7&function=invitation" 
[image: image109.png]






· As with other parts of your ePortfolio you can 

 edit or 

 delete this information.

· You can 

 email any of your advisors to visit this section of your ePortfolio.  Before doing so, you may want to check Advisor’s View (see below) so you know what they will be seeing.

· You can also see the comments 

 that your invited advisor has left (see below).
Unofficial Transcript/Plan of Study
The unofficial transcript/plan of study allows you to design your plan of study to meet your educational and career goals.  You can also use it as an unofficial transcript if you choose to keep your grades.  
· You can enter information in the boxes:  including course name, number, credits, type, and the institution you are taking the course.
· For each course, you need to decide if you want to make it visible to an advisor by making it public [image: image114.png]


 or keeping it private[image: image115.png]


.
· Clicking on save will create your plan of study, as seen below.
· You can use the numbers at the left to create an order to your plan of study – chronologically, by major, by electives, etc.

	 
	 
	Institution
	Course
	Credits
	Semester & Year
	Grade
	Function

	[image: image116.wmf]

1



	[image: image117.png]



	CT Distance Learning Consortium
	Org 203 : Collaboration in Education
	3.0
	Fall 2004
	
	


 HYPERLINK "http://web.ctdlc.org/eportfolio/transcript.cfm?transcriptID=2&function=delete" 
[image: image119.png]
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	University of Connecticut
	EPSY 401 : Multivariate Statistics
	3.0
	Fall 1994
	
	


 HYPERLINK "http://web.ctdlc.org/eportfolio/transcript.cfm?transcriptID=12&function=delete" 
[image: image123.png]
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	University of Connecticut
	EPSY 413 : Qualitative Analysis
	3.0
	Spring 1993
	C+ 
	


 HYPERLINK "http://web.ctdlc.org/eportfolio/transcript.cfm?transcriptID=13&function=delete" 
[image: image127.png]






· Remember your Plan of Study is never visible on your Guest Page.
Advisor’s View

You can preview what your advisor will see plus any comments that have been sent to you by using this function.  You will see:

	Goal
	Type
	Area

	To create a great ePortfolio System
	Career
	FIPSE

	To develop my lobster eating and instruction skills
	Co-Curricular
	Culinary Arts/Education

	To reinforce my knowlege of multiple regression
	Course
	Multivariate Statistics


Unofficial Transcript/Plan Of Study:
	Institution
	Course
	Credits
	Semester & Year
	Grade
	Type

	CT Distance Learning Consortium
	Org 203 : Collaboration in Education
	3.0
	Fall 2004
	
	General Elective

	University of Connecticut
	EPSY 401 : Multivariate Statistics
	3.0
	Fall 1994
	
	Major Requirement


Comments:
	Date
	From
	Subject
	Comment

	12/17/2003
	Fran Archimbault
	
	Diane, Your plan of study is not complete, please add the rest of your courses


· Note that the one course marked private [image: image128.png]


 in the plan of study (EPSY 413) is not visible to the advisor.

Inviting an Advisor

You can use the email function 

 next to the name of anyone you have designated as an advisor to invite them to this part of your ePortfolio.  They will receive this email:

You have been invited to view Diane Goldsmith's electronic portfolio.

Please visit: http://web.ctdlc.org/eportfolio/advisor.cfm?ak=39FE10F2D1D764F1A5273C5D31238EAC
[image: image130.png]


 Note that this is a special code for this purpose only.  It is not the code for your Guest Page.
When your “advisor” clicks on the code they can view your goals, plan of study, and leave a comment for you:

Advising Glossary

The Advising Glossary provides definitions for words that are commonly used in higher education, such as, “matriculation” and “pre-requisite.”

TOOLS
The Tools section allows you to send an invitation to someone to see your Guest Page, control your profile status, change your password or get downloads.

Send Invitation

Clicking on “Send Invitation” allows you to invite an instructor, staff member, friend, family member, or employer to view your guest page.  Only those items which you have marked as public (coded with the open lock[image: image131.png]


) are visible on your guest page.

· Enter the email address of the person you want to view your guest page.  You can enter several addresses by separating each one with a semicolon (;).

· You can add a message to the email that is sent.

The following email will be sent:

You have been invited to view Diane Goldsmith's electronic portfolio.

Please visit: http://web.ctdlc.org/eportfolio/public.cfm?uc=4758685
If the link is not clickable, please copy the entire link into your browser.

Diane has added the following message:

· Your invited guest just needs to click on the link to see your guest page.

· Note:  Your profile status must be marked Public in order for anyone to see your Guest Page.  Check your profile status before you send out an invitation.  Note: If you have selected “Private” and someone enters your code, they will get this message:  We're sorry; the User Code entered did not return a portfolio from the system. Either try again or contact the owner of the portfolio who must either obtain the correct User Code or make their portfolio publicly viewable.
· You can see how this works by using the “send invitation” to your own email address.

Profile Status

Scroll down to Profile Status.  It should be set to “public.”  Public does NOT mean that anyone can view information in your ePortfolio.  It does means that if you invite someone to see it, it is visible.  If you want to ensure that no one can see it, change the status to “Private,” but remember to change it back, if you invite someone to see it. 

Change Password

This function allows you to change your password to keep your information safe and private.

Downloads

Downloads allow you to get programs that might be helpful in using your ePortfolio.  You may not need to use any of them, but check to see what is here.

OTHER NOTES
Downloading or receiving a Zipped Portfolio.  
Portfolios are “zipped” so that all the pieces can be emailed or downloaded together as one package.  In order to see an entire portfolio, you need to have the WinZip download.
· Go to Tools.  Select WinZip and follow the instructions to download the program.  This is a free program which allows you to read zipped files.
· Email:  In the email, click on the attachment, and choose Save;  or for a

Download:  From Portfolios, select Package Work, Download, and then Save.
· Save the zipped portfolio on your hard drive or disk.

· Go to the saved zipped file and double click on it.
· The WinZip program will open.  Click on Extract.
· Browse for where you want the files to go and choose Create a New Folder.  Name the folder the name of the Portfolio or the name of the student.  Then click on Extract.
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· Go to the folder you just created, open it, and click on the HTML link.  That will open the portfolio with all of the introductory and reflective text as well as links to each document.

Deleting a Portfolio 
You can delete a portfolio by choosing that option.  This is a good idea if you no longer need the portfolio, since there is a limit on how much disk space is available to you.  HOWEVER, if you delete a portfolio, then you delete all the work connected to it.  You might want to copy the portfolio to a hard drive/CD/zip drive before you delete it.  
Saving Work Outside of a Specific Portfolio: 
If you want to save work that you think you might want to use for a portfolio, create a generic work saving portfolio.  Like any portfolio, you need to create a goal.  Go through the steps above – choose “Other” or “Education” for the type of Goal.  Under Area type “my work.”  Under Goal type “a place to keep my work.”   Then go to Portfolio, select that Goal, and give your Portfolio a title such as “General Portfolio.”  Save it.  Then use this portfolio to save work that you might want to use at another time for a portfolio. 
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