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URL
How can others view your ePortfolio?

Because your ePortfolio is a website it is viewable on the inter-
net. All anyone needs is an internet connection and your URL
or web address. Your ePort web address can be found by

visiting your ePortfolio and copying and pasting your address.

Your URL will resemble mine only your username will be sub-
stituted where my username is! Example:

e http://eport.mcli.dist. maricopa.edu/published/j/st/
jstrickland/home/2/

e http://eport.mcli.dist.maricopa.edu/editable/j/st/
jstrickland/home/2/

Notice how the first URL has the word “published” in the ad-
dress while the second one reads “editable” instead?? That is
the URL I get when viewing my ePortfolio from the “preview”
option within the Portfolio Manager...this address is NOT

viewable to anyone so be certain your address says
“published”!

To get your address go here:
http://eport.mcli.dist. maricopa.edu/
Click “Browse”

Locate your ePortfolio

Visit it

Copy & paste the address!
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Logging In

e Enter your username (First initial followed by last
ePortfolio Website: name. All lowercase; all one word)

Figure 2c
http://eport.mcli.dist.maricopa.edu N )l :
pi/fep P :. ePortfolio

Home | About | Browse [JEMNEN Request |

Username:

Edit my ePortfolio
Password reminder: This is the place to manage your ePortfolio contents. Fill in the field below with

appear where again you should enter your Maricopa eP user name and your pasg

You can also change your password by filling in your username and clicking "Cha

/Mna’name: \

jstrickland
l Edit effortfolio ” Change Password ]
]

e

To log in: /
e Log onto http://eport.mcli.dist. maricopa.edu A
e C(Click “Edit” My ePortfolio Username:;
B Edit [ Edit ePortfolio I [ Change Passwaord
ol
alD 4 e Click “Edit ePortfolio” TR
ePor /

_ About | Bro vse | Edit | Revcuest |
S —

About Maricopa eP Connect to eport.mcli. dist. maricopa.edu

4n electronic portfolio is a collection of structured {templated) web pages {
maintain without any knowledge of programming or web publishing. This soff
Chandler-Gilbert Community College and has been installed here to share wi
{more...}). Interested Maricopa employess are invited to submit a request
account for you, Current ePortfolio users can edit their eP at anytime.

Jennifer Strickland's ePortfolio Publishing

User name: | L4 [v]

Find Published ePortfolios

Find by Name:
Search for author's last name:

password:

[C1Remember my passward

Saalchlloncs oo

=
Figure 2b

Figure 2e
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o Enter your username (First initial followed by last

name. All lowercase; all one word)
e Click “Change Password” Figure 3b

:'. ePortfolio

Home | About | Browse [JEMGN Request |

Changing Your Password

To Change Your Password:

. FEH : Edit my ePortfolio
® Log OntO hﬁp'//eport'mCh'dISt‘marlcopa'edu This is the place to manage your ePortfolio contents. Fill in the field below with
° Clle “Edit” appear where again you should enter your Maricopa eP user name and your pasg

You can also change your password by filling in your username and clicking "Cha

Figure 3a

N Maricopa mername: \
b d

jstrickland
L' . e P O r e O [ Edit ePartfalio ][ Change Password |
p| anilindiin

_ About | Bro 1se | Edit | Recaest |
N ——

\

About Maricopa eP
An electronic portfolio is a collection of structured (templated) web pages t
rmaintain without any knowledge of programming or web publishing. This soff

]
\
Chandler-Gilbert Comrmunity College and has been installed here to share wi M'}." ePartfolio Username: \

{more...}. Interested Maricopa employees are invited to submit a request
account for you, Current ePortfolio users can edit their eP at anytime.

Find Published ePortfolios

[ Edit eForfolio ” Change Password

Find by Name: N
Search for authaor's last name: F|gure 3c
e Prompt appears
Sealhllanes e Enter new password
¢ Re-enter new password
e Click “change password”
Figure 3d

Change Password

New Password:

Retype Password:

[ Change Passward
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Understanding ePort & Creating a Home
Page

Creating vs. Editing

The following How To’s are for creating a new page found under
“Add New Page” and for editing an existing page found under

“Modify Existing Pages”

ePortfolio is web-based so the only required software is a web

browser such as

MCCCD’s ePortfolio allows you to create an electronic portfolio that

Internet Explore or Firefox.

works like a website without having to know web design.

To edit individual pages or rearrange items on an individual page
you will go under “Modify Existing Page” and click “Edit Page” next

to the page you

want to edit.

Add New Page

Change Prossatation

Portfolio Manager

As ebnctrors: postiko it

Descrpaons of pages hat

Creating new pages

.| pages

Editing Existing

Figure 4a

Creating a Home Page
e Under “Add New Page”
e Click “Home”

Home Page: A home page is usually
the first page visitors to your ePortfolio see.

Figure 4b

Portfolio Manager

An electronic portfolio is a collection of structured (templated) web pages that you can easil
Descriptions of pages that comprise an ePortfolio can be found here

Change Presentation

dd New Pag;
Home, Collgtion, Document, Templated Document, Web Log (blog), Shde Show, Calf

IR S TR SRS A DI EE AR  SIS A |

o Enter a Title for the page (title appears at the top of the page and
on the drop down menu for navigating your ePort)
o Enter text that you want on appear on the home page

ll T HOME
Add Home Page

Homse Page Title (e ¢ . your name)

Page Cantent (e g . bref bio o introduction)

Figure 4c

Title appears here

3 1

\ A

Home - Jennifer Spink Strickland

Loer Seiee fame

({f this page contains an insag

Text appears here

Optivnal Content Title (=2, beo G|

Uploadube Image (cave bluk o f [ i
|

B

e Click Build Page

Figure 4d

Build Page

Figure 4e




Your ePortfolio is not viewable to anyone but you until you publish it.
Once you publish it is viewable to anyone on the internet unless you

ePortfolio:

Publishing

password protect certain pages.

To Publish your ePortfolio

Under “Select Non-Editing Function”
Click “Publish your Portfolio”

Figure 5a

ePort Homepage: http://eport.mcli.dist.maricopa.edu/

IPortfolio Manager

l4n electronic portfalic is a collection of structured (templated) web pages that you can easily build and mai
thout any knewledge of programming or web publishing.
[Descriptions of pages that comprise an ePortfolio can be found here

|5dd New Page

Home, Collection, Document, Templated Document, Web Log (blog), Slide Show, Calendar, Surves,

Change Presentation
Configure (colors, fonts, profils, groups), Arrange (order, hide, delete), Privacy Settings

[Select Non-Editing Function
Preview your Portfolio, Publish your Portfolio, Download your Portfolio, Go to ePortfolio Home
odify Existing Pages (Click for Page List View)
(Pages in Menu: Click + to Expand, - to Collapse Collections)

Home - Jennifer Spink Strickiand (Home) Fab 22,2005 0427 puigdas): Edit Page, View Page
Rezume (Templated Docugnent) bl 1,2005 118 AMvpdae]: Edlit Page, View Document

+Learning Technologies (Collection) papr 27,2005 11:05 Abwpdae]: ArrangeManage Ttems, Edit Page, Add)
+Campus - Division - Individual Projects (Collection) (apr 25, 2005 11:40 Al update]: Att

e/Manage Tte
+District Iitiatives (Collection) (im 30,2005 11:41 Abwpase]: Arrangelanage Ttems, Edit Page, Add Ttem)
Fa? i 3 0 o oL .

Check the box that states “Check here to enable automatic pub-
lishing” (optional)

Note: You will need to remember to publish your portfolio every time you

make a change if you do not check the box; by checking the box your ePort-
folio is automatically updated and published.

e Click “Publish”

Figure 5b

Publish ePortfolio

Check here i enable automatic publishing whenever ePortfolio
changes are made

Note: &1 changes will be slightly slower with automatic publishing enabled
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Adding an image to your Home Page

If you want to have an image on your home page:

If this is a new page follow the directions on page to create a new
home page.

To add an image to an existing page:
e Under “Modify an Existing Page”
e Find the Home page you want to add a picture to
o Click “edit page” to the right of the title

Figure 6a

(Pages in Menu: Click + to Expand, - to Collapse Collections)
Howme - Jemnifer Spink Sirickland (Home) e 23, 2005 04:27 pragasee): Edit Page,

FResume (Templated Document) poa 1,2005 11:13 antwpase): Edit Page, View Document

Modify Existing Pages (Click for Page List View) ‘

+learning Technologies (Collection) (e 27,2005 11:05 Abwpdae). Arrange/anage Ttems, EchtP
+Carmpies - Division - Individual Prajects (Collection) [apr 25,2005 11:40 A updats]: Arr
+ District Mnitiatives (Collection) [apr 25,2005 08:37 AWM pdits]: ArrgggefManaue Ttems, Edit Pag_

(Begin here if vou just created a new page)

e Under Uploadable Image

e C(Click “Browse”
Figure 6b

Uploadable Image (leave blank if no image):

2T,

[ CheckSpeling || BuildPage |

e Locate the image file you want placed on your page

Figure 6¢
Choose file
Look in: [ [BF Desktop 2 [« B s A
Y )My Documents
%) “§ My Camputer
My Recent | &dpy petwork Places
Documents @l yectaim
Desktop
My Documents
My Computer
3
MyNetwok il pame: ] &l open |
Places
Files of twpe. | Al Files ) | Cancel

¢ Click the image file
e Click Open

Figure 6d

Choose fils
Look i [(59 PV Logos = o %=

LY (]

My Frecent
Documents

Deskdop

pict2Z picO& pici0

)

My Documents

1 |
L F.
My Cehetter

< ] pv_blue_bar rarch prarch M

My Netwmk File name: pvarch o DOpen
' 4 [o= ]
Files of type: |4 Files %) JEa| Cancel

e Click “Build Page”

Figure 6e

Build Page
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Customizing Basic Settings

Edit your Personal Identification
e Under “Change Presentation”

e Click “Configure” _
Figure 7a

Portfolio Manager

An electronic portfolio 1z a collection of structured (templated) web pages that you can easily build and
Descriptions of pages that comprise an ePortfolio can be found here.

Add New Page
Hotme, Collection, Document, Ternplated Decument, Web Log (blog), Slide Show, Calendar, Survy

. .
Change Presentation w

Configure {colors, fonts, profile, groups ange (order, hide, delete), Privacy Settings
— —

Select Non-Editing Function
Prewew your Portfolio, Publish vour Portfolie, Dewnload your Porifolie, Go to ePortfolio Home

¢ You can change how your name appears on the ePortfolio
page

o Insert your e-mail address so people can “contact you”

e Change the school you are associated with that appears on
the upper left hand corner of your ePortfolio

¢ Click “Configure” to finish

Figure 7b

To Edit your Color Scheme
e Under “Change Presentation” (see figure 5a)
o Click “Configure” (see figure 5a)
o Under “Page Level Attributes” or “Body Portion of the page
Attributes”

Figure 7c

Configure Your ePortfolio
Hate: Tha wadass thown here see abeady s, chasging hem o opsonl and yos can chasgn them at any tme
Personal Identification
First Nanse: Jerniler Middle Initiak: | Last Nage: Snickiand
Schoal: Mancopa *| Email Address; jeenier stickiend Gpvmail mencopa ey

Class Section Number or Gro

Page Level Attributes

Page Title Text Color: I ~| " Costact Me" Bar Calor: 880 ¥ Page Background Calor ol Page Title

Or dick here for Ad d Page Level €

Bock: Tle

Body

Body Portion of the Page Attributes

Bady Title Text Color: NN ~| Hody Regular Toxt Color I ~ |

dick here for Advanced Body Attribute Confignration

Canhgure

Configure Your ePortfolio
IMote: The walues shown here are already set; changing them 15 optional and you can change them at any time
Personal Identification
First Name: |Jennifer Middle Initial: Last Name: |Strickland

School: Email Address: |jennifer.strickland@pvmail maricopa.edu

Class Section Number or Group Name: (e.g., TS5, 17345)
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Customizing Basic Settings

To Edit your Color Scheme (continued)

Click the drop down arrow (figure 6a to:
e Choose a Page Title Text color
Choose a Contact Me Bar color
Choose a Page Background color
Choose a Body Title Text color
Choose a Body Regular Text Color

Figure 8a

Page Level Attributes
Page Title Text Color:

| “Contact Me" Bar Color: Page Background Color .

b Level Configuration

Or click here for A '

Body Title

Body

Figure 8b

For more advanced Page Level Configuration (more options;
html based)
e “Click here for Advanced Page Level Configuration
e Select a font
¢ You have more color options by using HTML color codes
to edit the above “Page Level” items

For example:
Figure 8c

"Contact" Bar

Bar Color RGB:  COCOCO Text Color RGRB: 000000
{dn ROR color value consists of thrae two-di git hexadecimal numbers specifiing the fntensity of the corresponding color - sae Color May

Notice the six letter/number “code” next to “Bar color RGB”
and “Text Color RGB”...that is the HTML color code for the
already selected colors.
e To access more HTML color codes:

Click “Color Map” (a new window will open)

o The colors of each box is accompanied by the HTML color
code simply copy or write down the 6 digit code and return
to the Advanced Page Level Configuration (figure 6a) and
insert the HTML color code in the box

Figure 8d

Web Safe Colors - The 216 Color Palette (in hex)

To Add an Image as your background

e Under “Change Presentation”

e Click “Configure”

e Depending if you want the image as the body background
or the page background “click here” under the one you
want

e Under Page Background click “Browse”

e Locate Image (note: Image will be resized to 60x60 pixels and
tiled)

When finished, click “Configure”
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. ¢ In the box “Document Page Title” ; type a Title (ex: Resume)
Adding a Document Page
Figure 9b
EPORTFOLIC EDIT HOME EPORTFOLIO HOME
Add Document Page
What is it? Document Page Title:
Document Page: ThlS refers to a stand-alone documept such as a re- Document To Tpoad
sume, syllabus or a philosophy. A Document can be any file that will display NOTE T oamen il ey e of e cPrte e g
within a web browser (e.g., .pdf, .doc, .ppt, etc). This page will not ren- s docutnest is part of a et of documents, gou ay w2 dd i 1o Csloction page
der within the ePortolio default template. ChesEpeing ] [BuicPege

Next to “Document To Upload”
& Click “Browse” and locate desired document (ex: .doc, .pdf,

Adding a Document Page .ppt, etc) for this particular Document Page

e Under “Add New Page” e Once the document is located: Click “open”
¢ Click “Document” .
Figure 9a o7
= «&c @
Portfolio Manager 2.
An electronic portfolio iz a collection of st g
Descriptions of pages that comprice an eP o
b
Add New Page P
Home, Collectio @ empla ..,:%_ S 1 =]
Change Presentation Figure 9¢ )
Confiqure (colors, fonts, profile, srou . .
o Click “build page”
Select Non-Editing Function
Prewview vour Portfolio, Publish your H
EPORTEOLIO EDIT HOME EPORTFOLIO HOME

Add Document Page

Document Page Title: | Test

Document To Upload: CiDacuments and Setiingshstricklandivy DocumentsiPVCClnst
NOTE: This document will display outside of the ePortfolio main template
(a Termplated Document wil render within the template)

T this document is part of a set of documents, you may w; o Collection page
Check Speling 0 Build Page |

Figure 9d

& Indicates the start of steps not repeated again in this manual but a repeated task that is referenced on later pages.
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Editing a Document Page

To Edit a Document Page

e Under “Modify Existing Pages”
¢ Find the page you are looking to edit
e To the right of that document page: Click “Edit

Portfolio Manager

An electronic portfolio is a collection of structured (templated) web pages that you can easily]
Descriptions of pages that comprise an ePortfolic can be found here.

Add New Page
Home, Collection, Document, Templated Document, Web Log (blog), Slide Show, Cald

Change Presentation
Configure (colors, fonts, profile, sroups), Arrange (order, hide, delete), Privacy Settings

Select Non-Editing Function
Preview your Portfolio, Publish wour Portfolio, Download your Portfolio, Go to ePortfold

Modify Existing Pages (Click for Page List View)
(Pages in Menu: Click + to Expand, - to Collapse Collections)
Jonnifer Spink Strickiond (Home) Fa 3, 2005 05:26 PMwpdae): Edit Page, View Page

Lo oo

page”

*Note: Remember a “Document Page” is a link to a document so
the only 2 attributes that you can change are the title and the docu-
ment you are linking. Any changes to the document itself have to

occur outside ePortfolio with the original document.

Figure 10a

e Change your title and/or select a new document by
clicking “browse”
Figure 10b

EPORTFOLIO EDIT HOME EPORTFOLIO HOME|

Edit Document Page

Document Page Title: Document Page

Document To Upload (leave empty to use exmsting document):

Browse

[ Check Spelling ] [ Update Document Page ]

e Locate the new document (see page 9 ®)
e C(lick “open”
o Click “Update Document Page”

Remember:

To View vour ePortfolio as you work:
e Under “Select Non-Editing Function”
e Click “Preview your Portfolio”

10
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ePortfolio: Click the drop d
. . ick the drop down menu
Adding a Templated Document Page e Select “Web Page” for .htm/.html
Axt e Select “Plain Text” for .txt
o Click “Save”

What is it? Adding a .txt Templated Document Page
“Templated Document This is an ".html" or ".txt" document that will be ¢ Under “Add New Page”
rendered within the ePortfolio default template and chosen format e Click “Templated Document ” )
-MCLI ePortolio Page T Figure 11b

ge Types

Portfolio Manager

An electronic portfolio is a collection of structured (templated) w)
Descriptions of pages that comprise an ePortfolio can be found I

*note: only files that are saved as .htm, .html, or .txt will be ac- Add New Page
Home, Collection, Docuffent, Templated Document, Vb 1
cepted! -

Change Presentation
Configure (colore, fonts, profile, groups), Arrange (order, il

To Convert a document to a Webpage or Plain Text (.htm , SelectNonBdingPanction
.html, or .txt) ’ ’

Modify Existing Pages (Click for Page List View)

Open Word, PowerPoint, or Excel : e e L e
ennifer 222 TICKLan: OIE) [Feb 3, 2005 05:26 Ph update].
[ ] Click “File” +Lessan Plans (Collection) [ 13, 2005 05:3% Al wpdae]: Arrange.
Blaom's Taxonowy (33KB dee file) b 13,2005 10:07 Al )
(] Select “Open” Resume (Templated Document) Feb 15, 2005 10:20 AM updae) F;dI
o Locate the document to convert . . L
e Click “Open” e Type in a Title (This will appear on the drop down menu ex:
o g Resume)
o Clle Flle . « ” :
e Sclect “Save As” o Click “Browse” and locate desired document (see page 8
m 5 . &) (note: .txt only) for this particular Templated Document
o Next to “Save As Type Figure 11a p
; age |
save As =] Figure 11c
saveln: | () Instructional Design @ @ X i [F - Tosks- TR = e " "
EPORTFOLIO EDIT HOME EPORTFOLIO HOME

A | ~4PICAL INSTRUCTIONAL DESIGN PROCESS
6 (@ instructional design tips adapted from homboldt
vy Recent | (b Policy and Guidelines Add Templated Document Page

Documents [ TYPICAL INSTRUCTIONAL DESIGN PROCESS

Templated Docament Page Title:

Deskiop
Document To Upload (Must be an himd or oo file)
[(Brawsa._]
My Documents
[ Ctwck Spofing_ | [ Build Fagn_|

My CE‘IWD\JtE’

<« = ; - ¢ Once the document is located: Click “open”
My Metwork. ;*’ EEEESSSSS 2 . “ . 99

Places ave 35 LYPRT | Weh Page v [ concel ]ﬂ ° Cllck bu]ld page

‘word Document |~ T
ML Document

Single File Web Page: |
o5 for text, imafles, and intWeb EAGE .
e Page, Fitered ]

Document TemE\ate | - |

ling games
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Adding a Templated Document Page
.htm/.html

Note: Adding a .htm/.html page requires additional steps because web
pages contain images and other necessary documents needed to com-

plete the page.

Adding a .htm/.html Templated Document Page

¢ Under “Add New Page”
e Click “Templated Document ”

Figure 12a

Portfolio Manager

An electronic portfolio is a collection of structured (femplated) wi
Descriptions of pages that comprise an ePortfolio can be found I

Change Presentation

Add New Page
Home, Collection, Docufent, Templated Document, Wb 1

Configure (colors, fonts, prefile, groups), Arrange (order, hifl

Select Non-Editing Function

Preview your Portfelio, Publish your Pertfolio, Download v

Modify Existing Pages (Click for Page List View)
(Pages in Menu: Click + to Expand, - to Collapse Collectio)
Jennifer Spink Strickiand (Hote) Feb 2, 2005 03:6 Ph update]
+Lezssen Plans (Collection) s 15, 2005 0a:52 At Arrange.
Bloom's Taxonomy (33KB Aoc file) Fe 15,2005 1007 Abupdate]
Resume (Templated Document) [Feb 15, 2005 10:29 Al wpdits) F;d|

Type in a Title (This will appear on the drop down menu ex: Resume)
Click “Browse” and locate desired web page document (see page

9 &) for this particular Templated Document Page

Click “build page”

Once the document is located: Click “open”

Figure 12b

EPORTEOLIO EDIT HOME EPORTECLIO HOME

Upload Image/Reference For Html Document ("'templated')

Images/References to be uploaded:

(- files need uploading + files are uploaded )
_ scanltest, filesfimagelll jpg

- seanltest filesfimagell2 jpg

Allfiles in scanltest_files/

Uploadable Image/Reference or .zip file containing uploadable files:

Browse...

I Upload File I [ Upload File: Mare Files Follow ]

e Upload Image/Reference for Html Document page will
appear: This lists the files needed to complete
your .html page. Notice there is a - sign next to each
one.

e Click “browse”

o Locate the folder for your web page (it will have the
exact same name as your webpage then _files)

ioose file

Look in: | (3 200501 [Jar) |

1 [C)scanlkest files
f 23 ———
- license

My Recent | B lys_ilus
Documents Slys_ilus

T @ sCan
@ scan000i
Dezkiop

] scan test

Figure 12c

e Double click to open the folder

¢ You will see the files needed to complete your web
page. Select one.

e C(lick “open”

e Click “upload/more files follow”

e Repeat until last image

e Click “upload file”

12
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Editing a Templated Page

Editing a Templated Document Page
e Under “Modify Existing Pages”
e Locate the templated document page you wish to edit
e To the right of your templated document page: Click “Edit page”

Portfolio Manager Figure 13a

An electronic portfolio is a collection of structured (templated) web pages that you can easily buil
Descriptions of pages that comprise an ePortfolio can be found here

Add New Page
Home, Collection, Document, Templated Document, Web Log (blog), Slhide Show, Calend:

Change Presentation
Configure (colors, fonts, profile, groups), Arrange {order, hide, delete), Frivacy Sethings

Select Non-Editing Function
Preview vour Portfolie, Publish vour Portfolio, Download vour Portfolio, Go to ePortfolic Hi

Modify Existing Pages (Click for Page List View)
(Pages in Menu: Click + to Expand, - to Collapse Collections)
FHome - Jennifer Spink Sirickiend (Home) Fa 20, 2005 0427 prpaas): Edit Page, View Page
Resume (Templated Document) mar 1, 2005 1118 abtwpase): Edit Page, View Document
+learning Technalogies (Collection) papr 27,3005 1105 s wpame] Arrange/Tdanage Tteme, Bdit §
+Campus - Division - Individual Prajects (Collection) (apr 25,2005 1140 sbtupdas): Arrange/2dg
+ District Initiatives (Collection) tagr 25,2005 0837 satpdns): Arrange/Manage Tterms, Edit Page,

Dramea Workshop - Teachsr Connection Studenis Fall 2004 (Shde Show) par 28, 2005 12:
+insiructional Technologist (Collection) pix 28,2005 11:56 abtupaas): Arrange/Idanage Ttems, By
+AH# Dacuments (Collection) Fen 28,3005 03:50 putwpane]: Arrange/Manage Ttems, BEdit Page, Adj

Campnitieas emglated Dlocumment) [apr 24,2005 10:57 PMpad age,

M i s m—m\. B e

iz Diocument

*Note: Remember a “Templated Document Page” is a .htm, .html,
or .txt document embedded into the ePortfolio “template” so the
only 2 attributes that you can change are the title and the docu-
ment you are embedding.

e Change your title and/or select a new document by
clicking “browse”

EPORTEOLIC EDIT HOME EPCRTEOLIO HOME

Edit Templated Document Page

Templated Document Page Title: Committees

Document To Upload (hdust be an htrml or =t file):

Browse...

I Check Spelling I [ Update Document Page ]

o Locate the new document (see page 9 ®) Figure 13b

e Click “open”
e Click “Update Document Page”

*Note: .htm or .html is recommended

Remember:

To View vour ePortfolio as you work:
e Under “Select Non-Editing Function”
e Click “Preview your Portfolio”

*If your “preview” window is already open each time
you click “Preview Portfolio” that same window is up-
dated so don’t look for another window to open, go to
the window you viewed last time

13
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Adding a Collection Page

“Collection This page contains a collection of links and associated de-
scriptions. The link contents may already exist or be uploaded for use in this
page.” -MCLI ePortfolio Page Types

Anatomy of a Collection Page
Figure 14a

@

Maricapa ePortfolio @ampus - Division - Individual Projects

Subet Page -

Contact SitaMap Sy

As the Instructional Technologist at PYCC | work writh faculty and staff on an individual basis with varicus projects. | also collaborate with divisions on
profects related to their work. Finally, | help faculty with general technology and pedagogical questions.

frnplem apiloy
(Docurnent included h.

svaluated and presented to begin

Pebiiuned g 31, 3001 1

e ¢

Learning Connextions

um e rea}

tarticle for the "Ocotillo %
2, Hedy Fassenk

0 to write up a Spotl
porsible spatlight

Microsolt]

yusems Lagimeer

where | met with the students and took. photographs

computer labs,

unique use

Deotille Spatlight

1. Collection Page Title

2. Introductory text (image would appear to the right of the
text)

3. Collection item name, image, and link

4. Collection item description

Adding a Collection Page
e Under “Add New Page”
¢ Click “Collection”

Portfolio Manager

Figure 14b

An electronic portfabio is a collection of stnuctured (templated) o)
Diesenptions oF pages hat corpnse an ePortabe ¢an be found

tated Docunsast, Web

Change Fros

Configure e, groups), Arrange (order, by

Select Non-Editing Function

Preview your Porfobio, Publish your Portfolic, Download w

Modify Existing Pages (Cliek for Page List View)
{Pages in Menu: Click + to Expand, - to Collapse Collectid
ersnifer Spak Strackiand (Foene) s, a0 00 6wl
HLozsan Plang (Collection) pa s, 01 08 28 Al updar]: Arrarge
Hlacm's Taxanamy (3AKB dec file) 1 15, 2005 107 AM ts]
Focume (Templared Docusent) o 15, 905 163 adwded E2

*Note: This is the creation of the page; not the adding of
the individual items. Here title and introductory text intro-
duces the collection itself. The actual collection items
are added later.

e Type in a Title (#1: this will also appear in the drop down
menu, ex: Lesson Plans)

e Type in an introductory text (#2 optional)

¢ To add an image (not shown, optional):

o Click “Browse” and locate desired image for this particu-
lar Collection item (see page 9 &)

e Once image is located

e Click “open” Figure 14c

Add Collection ePortfolio Page

Callertion Fage Title:

Opsiomal Introductien Text (splays o top of page smroducag e collection T B e

I this hwader containg an sy, check hev [ |f e300 fea.

Oypeiomal Introdurtion Image (eave blank d 20 mage)

Chwch Spuke | [_Busd Page |

Silnct Add Ttwam wader Modify Exieing Pager (in Portfalin Manager] ta add items 1o this page

¢ Click “build page”

14



ePort Homepage: http://eport.mcli.dist.maricopa.edu/

ePortfolio:

Adding Items to your Collection Page

To add “items” to your Collection Page
e Under “Modify Existing Pages”

e To the right of your collection page: Click on “Add S 15

MModify Existing Pages (Click for Page List View)

(Pages in Menu: Click + to Expand, - to Collapse Collections)
Home - Jennifer Spink Strickiand (Home) Fab 22,2005 04:27 priwpase): Echit Page, View Page
Resume (Templated Document) pga 1,2005 11:13 aMwpaee): Edit Page, View Document

+Learning Technalogies (Collection) [apra7, 2005 11:05 antwpdee]. Arrange/Manage Ttems, Edit Page, Add Tter]

+Campus - Divigion - Individual Prajects (Collection) (spr 25,2005 1140 Abupase] Arrange/Ifanace Trer
+District fnitiatives ECo]lection} [4gr 25,2005 08:37 Abwpdae]. Arrange/danage Ttems, Edit Pdoe, Add Ttem, V]

R T I LYY oo = frld

1L

item”

e Give this new item a name (page 14 Figure 14a #3) by typing in
the “Link Title” field

e Type a description for this item (page 14 Figure 14a #4)

e If you want an image (page 14 Figure 14a #3): Click on

“browse” (see page 9 &) _
Figure 15b

Add Collection Item to "All Documents'

Link Tithe (test that will display as a k)

(Optional) Uploadable Image {diplaped above the bk se)

Complete ONE of the Following:
1. Extermal Link:  '#pJ/

1. Link to Another eFortfolis Page:
P Fage Selecied -

angwets:

[ CheckEpsting | [ Agdhem |

e Locate image; Click “open”

There are three (3) types of collection items you can have:

e Huyperlink out to the internet:
This is a link to a website.

e Hyperlink to another ePort Page:
This is a link to another one of your ePortfolio
pages

o Uploadable Link Contents
This links to a document on your computer
(.Jjpg, .pdf, .txt, .doc, etc.)

You must select one of the 3 types of collection items:
o Hpyperlink out to the internet:
e Go out to the internet website you want to

link to
e Copy and paste the internet address into
the “http:” field Figure 15c
|1. External Link: | hto:/fAwww pvemaricapa. eduy I

e Hyperlink to another ePort Page
e Click on the arrow to enable the drop-
down menu
¢ Choose the page

=Hidden™ Sample Syllabus {sxample of o emplste’ page) (Tempiated Diocument)
TEST: 5

Mo Page Selectd -

Figure 15d

e Uploadable Link Con-
tents
e Under “Uploadable Link Contents”

Figure 15e
3. Uploadahle Link Contents:
CADaocuments and Settingststricklandity Documents\PYCCynst

o Click “browse”
¢ Locate document (see page 9 @)
e Click open

Click “Add item”

15




ePort Homepage: http://eport.mcli.dist.maricopa.edu/

ePortfolio:

Rearrange Collection Items

To rearrange the order of your Collection Items
e Modify Existing Pages

e To the right of your collection page: Click Arrange/Manage Items

MModify Existing Pages (Click for Page List View)
(Pages in Menu: Click + to Expand, - to Collapse Collections)
Howme - Jennifer Spink Strickland (Home) e 28,2005 04:27 pawpase): Edit Page, View Page
Resume (Templated Document) peo 1, 2005 1118 avtwpase]: Edit Page, View Document
+learning Technologies (Collection) [agr 27,2005 1105 a0t wpdas]: ArrangeMlanage Ttems, Edit Page, Add Tterd

+Campus - Division - Individual Projects (Collection) 5 irrangefanage Ttems, Eq
+hstrict Ixi@ives (Collection) apr 25, 2005 08:37 mwdate]IArraxlgeMana ge Ttems JEdit Page, Add Ttem, Wi

e e el il

Figure 16a
From this page you can see a list of all Collection
Items. You can rearrange the order in which they appear on the

page. You can also click to return to the edit individual collection
items menu (see page 14).

LIO EDIT HOME EPORTFOLIO HOME

Arrange/View Collection Items in "All Documents®

Order/Hide/Delose Lk Title - Click to

Kaar DO ENTatUE Deseription - Click to View/Edit Item

> Integration as pares)
3 | Celdresrs Literature Haren Fabrech created o database of Chidren's Litesatne dy
] ~| Lwas ited by the Teacher Connection to hold a workshop o
1 El " . =
5 ] Lereated this templaze 1o prowde faculty and stalf vtk a
i | Zocul Wark Lcreated abogo and a webate for our Social Work program w

Figure 16b

To Rearrange Collection Items
e To the left of each Collection Item is a number repre-
senting the order in which the items appear. Click on
the arrow to activate the drop down menu

Ords

wrrange/View Collection Items in "All Documents"

Link Tithe - Click 1o

[** | View Docmmant

Dieseription - Chick to ViewEdit ltem

Figure 16¢

¢ You can hide, delete, or move an item. Select your
menu choice.

e Click “Arrange items”

16




ePort Homepage: http://eport.mcli.dist.maricopa.edu/

ePortfolio:

Edit Collection Page

To Edit a Collection Page
e To the right of your collection page: Click on “Edit Page”
Figure 17a

Modify Existing Pages (Click for Page List View)
(Pages in Menu: Click + to Expand, - to Collapse Collections)
Home - Jennifer Spink Strickland (Home) [Fe 28, 2005 4227 Piwpane]: Edit Page, View Page
Resume (Templated Document) maw 1, 2005 118 Antupaas: Edit Page, View Document
+Learning Technalogies (Collection) page 27, 2005 1105 AMwpany): ArrangeManage Ttems, Edit Page, Add Trem, View Collaction
+Clampris - Division - Individual Prajects (Collection) (spr 25,2008 1140 a0t wpaee): Arrange/Mlanage Ttems, Edit Page, Add Ttem|
+District Initiatives (Collection) (am 30,2005 1141 avdvpaas): Arrange/Mdanage Ttems, Edit Page, Add Ttem, Wiew Collection
Diramea Workshap - Teacher Connection Siudents Fail 2004 (Slide Show) par 2s) E— oe/Mlanage Slide]

+Instructional Technoiog’st Collection) o 26,2005 11:56 AbDwpane]: Arrange/Mdanage Itfims, Edit Page, Add fem, View Collecy
+ Al Dacuments (Collection) e 28,2005 03:59 Priwpass). ArrangeTlanage Ttems, Edit Pm llection

Clormittess (Templated Document) (apr 24, 2005 10:57 Pripaue]: Edlit Page, View Document
Technalagy Use Survey (Survey) (apras,200s 11:3¢ samwpdes) Manage Survey, Edit Page, Add Cuestion, Add Header, Get Reg
Famblings of an Instructional Technologist (Weblog) fm 12, 2005 07:36 AMwpdae). Arrange/Edit Page, Add Postm& Wiew Welf

*Note: With “Edit Page” you can edit the Collection Page Title, Collection
Introductory Text, Introductory Image, and individual Collection Items.

o To Edit the Title & Introductory text: Click in the
field box and make the desired changes
o To edit the Introductory Image: Click Browse

e Locate the image (see page 9 ®)
e Click Open

T

gure 17b

Edit Collection ePortfolio Page
[l Heaiter Pieces

Callerion Tags Thla: hnse Tost Cobcson

Optional Intredurtinn Tem (e

To Edit a Collection Item
e To the right of your collection page: Click on “Edit Page”
e Locate the individual collection item you wish to
change (they are listed at the bottom of the page)

Edit Collection ePortfolio Page .
E——— Figure 17c
Cooson Tags Thter e Tois o
|.)ﬂ"k'l.|”—|-‘0mh.1nl by e o
Optisnal latrsdartinn lmage .
°
Figure 17d

Uplandahle Image (diplyed shove the bk tile - dearve blank to retnin axer spioaded tmage: check 1o dafete

[

| Enter ONE of doe fallowing (eooes sotheg 10 retas peevons vabies)
1. Externad Link: "=

2. Link ts Another e Partfalio Page:

S — 3]
3. Upbsadable Link Cantents: [bmena |

Bech Speteg Uipuions Colwcion bam |

e To change Collection Item Title or Description: Click in
the field box and make desired changes

e To change the Collection Item Image: Click Browse
and locate image (see page 9 @)

e To change the Collection Item see page 15 for options

e Click “Update Collection Item

17



ePort Homepage: http://eport.mcli.dist.maricopa.edu/

ePortfolio:

Adding a Slide Show

“Slide Show is a set of pictures and captions that are turned into a slide show.
Pictures are automatically resized for ease-of-use” -MCLI ePortfolio Page Types

Anatomy of a Slide Show

Figure 18a
Maricons @ Drama Workshop - Teacher Connection
ebora Students Fall 2004

Conlact Sitehap Subseribe
@| Presented by Jennifer Strickland and Prof. David Spencer, ASU

Click an any picture below to begin Slideshow

12 Making firs

v

1. Page Title (shows on the drop down menu)
2. Slide Show title (optional)

3. Slides

4. Caption (optional)

*Note: you can add pictures two (2) ways: individually OR you can zip a
bunch of images and add them when you originally create the slide show
page. When you create the page is the only time you can add a zip file to
vour slide show. You would add your zip file as “Slide Show Starter Con-
tents.” Your images will be arranged alphabetically by name but you can
rearrange them after.

Adding a Slide Show Page
e Under “Add New Page”

e Click “Slide Show ”
Figure 18b

Portfolio Manager

An electronic portfolio 15 a collection of structured (templated) web pages that you can easily buil
Descriptions of pages that comprise an ePortfolis can be found here

Add New Page
Home, Collection, Document, Templated Document, Web Log€bleg), Slide Show, Caleng

Change Presentation
Configure (colors, fonts, profile, groups), Arrange {order, hide, delete), Privacy Settings

Select Non-Editing Function
Preview your Portfolio, Publish your Portfolio, Dewnload vour Portfolio, Go to ePortfolio H

Modify Existing Pages (Click for Page List View)
(Pages in Menu: Click + to Expand, - to Collapse Collections)
oo

T LTSI

Type in a Page Title (see Figure 18a #1)
Type in a slide show title (optional; Figure 18 a see #2)
If you are adding a zip file you do that here!
e Click on “Browse” under “Slide Show Starter Con-
tents”
o Locate the zip file (see page 9 ®)
e Click “open”
If you are not adding a .zip file simply:

Click “Create Slide Show”

Figure 18c

EPQETFOLIO EDIT HOME EPORTFOLIO HOME

Create Slide Show

Page Titl
Slide Show Tithe {ophonal)

Optianal Slide Show Starter Contents (car sp e contunmy_jpy! g mages)
|_Browse.

Check Speling | [ Creale Side Show

Nate: Pichares will sutomatically be renzed for thar shde show

Tt it mot necessiry to provide staster contents. However if you do, the ordes of the piches o the
Shde Show wall be based on Se names
[Thesefore it 3 recommended that file names be aumilar to:

lipg 292 32




ePort Homepage: http://eport.mcli.dist.maricopa.edu/

ePortfolio:

Adding & Rearranging Slides in a Slide
Show

Adding Slides to vour Slide Show Page
e  Under “Modify existing pages” - to the right of your slide show page: Click
“Add Picture”
¢ If you want your image to have a caption type the caption in

Figure 19a

To Rearrange your slide order
e To the right of your slide show page: Click

“Arrange/Manage Slides” .
Figure 19c

[Modify Existing Pages (Click for Page List View)
(Pages in Menu: Click + to Expand, - to Collapse Collections)
Home - Jennifer Spink Strickiand (Heme) meb 28,2005 0427 phwpdael: Edlit Page, View Page
Reswme (Templated Docurment) pae 1,505 11:15 Atwpass): Edit Page, View Document
+Learning Technolagies (Collection) apr 27,2005 1105 muavpais): Arrange/Manage Ttems, Edit Page, Add Item, View Collection
+Campuz - Division - Individual Projects (Collection) pape 25, 2005 1140 Abwpane): ArrangeManage Items, Edit Paze bdd Trem, View Collection
+District Initiatives (Collection) pm 30,2005 1141 abipdats]: Arrange/blanage Ttemns, Edit Page, Add Trerggew Collection
Drama Workshap - Teacher Connection Students Fall 2004 (Slide Show) pm 30, 2005 03:59 Pt o
+instructional Technologist (Collection) max 28,2005 1136 s wpdae]: ArrangeMdanage Items, Edit Page,

i Lo iy Lo Ll

ArrangeManage Slides, It Page, Add Picture, View Show
W Lo, View Colle g

[Modify Existing Pages (Click for Page List View)
(Pages in Menu: Click + to Expand, - to Collapse Collections)
Home - Jennifer Spink Strickiand (Home) peb 28,2005 0427 phupans): Edit Page, View Page
Resume (Templated Docutment) por 1,2008 11:18 Abwpaae]: Edit Page, View Document
+Learning Technologies (Collection) 27,2005 1105 swpdus; Arrange/Manage Items, Edit Page, Add Item, View Collection
+Campus - Division - Individual Projects (Collection) ape 25,2005 11:30 abwpass): Arrange/Manage Ttems, Edit Page, Add Ttem, View Collection
+District Initiatives (Collection) tm 30,2005 11:41 abLwpdae): Arrange/hlanage Ttems, Edit Page, Add Trem, View Collection
Drama Workshop - Teacher Connection Students Fall 2004 (Slide Show) (20, 2005 03:50 Puupdate]. ArrangeMfanage Slhides, Edit Show

+instructional Technologist (Collection) e 26,2005 11:56 antwpaws). ArrangeManage Ttems, Edit Page, Add Ttemn, View Collection
] (I . e iy R ERR fal

the field box under “Picture Caption”

e To insert the individual slide: Click “Browse”

e Locate image to put in slide show (see page 9 ®)

e Click “open”

e If you are done adding images for now: Click “add to slide show”

e ORif you are going to add more pictures: Click “Add; More pic-
tures to follow”

e Repeat until finished

o Click “add to slide show” for the last image

Figure 19b
Add Slide Show Picture to "Drama Workshop - - Teacher
Connection Students Fall 2004"

Pieturs Caption (eatens con meduds bird g}

Upluadable Image:

Chack Speiing | [ Acdio Shde Show | (LA, Morm Prcturs Folow

Note: Prcrares wil sstomaacally be reswed for ther sbde show

¢ Click on the arrow to enable the drop down menu
on the left side of each slide to reorder your slides or
delete a slide

e To add a caption or edit a caption, click into the text
field box to the right of each image and make your
edit

Figure 19d
Arrange Slide Show "Drama Workshop - - Teacher
Connection Students Fall 2004"

Order/Delete  Ficture Shide Caption  (Tort Br Hule)

ey Faking fire

e Click “Arrange Slides”

To Edit the Slide Show Title and/or Introductory Text
e To the right of your slide show page: Click “Edit
Page”
e Click inside the text field you wish to change; make
desired changes
o Click “Update page”
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ePort Homepage: http://eport.mcli.dist.maricopa.edu/

ePortfolio:

Add a Web Log (Blog)

Adding a Web Log Page
*note: first be certain your e-mail address is accurate in your account! See
page 6 “Customize Your Settings” to change your e-mail account!

¢ Under “Add New Page”

¢ Click “Web Log (blog)”

e Type in a Title (*this is the title for the blog as a whole; not an
individual posting)

e Type in an introduction to blog (optional *this will always re-
main at the top of the page)

¢ Click your radio button preference for displaying blogs newest to
oldest or oldest to newest

¢ Click on “check spelling”

EPCRTFOLIO EDIT HOME EFQRTFOLIO HOME

Figure 20a

Add WebLog (blog) ePortfolio Page

‘WehbLog Page Title:

Optional Introduction (shews on page before first postng)

|
Teat Brary Help
Display Ovder & Newestto Oldest O Oldestto Newest
|_ChockSpuling | | BuildPoge |

Select Add Posting under Modify Existing Pages (in Portfolio Manager) to post entries to this page

e To create the page: Click “build page”

To add a Web Log Posting

*note: this is how you add individual web log postings
e Under “Modify Existing Pages”
e To the right of your blog page: Click “Add Posting”

Modify Existing Pages (Click for Page List Yiew)
(Pages in Menu: Click + to Expand, - to Collapse Collections)
Home - Jennifer Spink Strickland (Home) @ 20, 2005 04:27 puwpans). Edit Page, View Page
Resume (Templated Document) o 1,2005 1108 Awpaoe): Edit Page, View Document
+learung Technologies (Collection) (e 17,2005 11:05 A wpdate): Arrange/Manage Ttems, Edit Page, Add Ttem, View Collection
+Campus - Division - Individual Projects (Collection) (apr 25, 2005 11:40 abwpans): Arrange/Manage Ttems, Edit Page, Add Ttem, Vid
+District Inifiatives (Collection) (30,2005 1141 a0 wpaate]. Arrange/Tdanage Ttems, Edit Page, Add Item, View Collection
Drepma Workshop - - Teacker Connsction Studenis Fall 2004 (Slide Show) (fm 30,2005 04:11 PMupdate]. AtrangeManage Slides, H
+insiructional Technologisi (Collection) mar 26,2005 11:56 aMwpaie] ArrangeMlanage Ttems, Edit Page, Add Ttem, View Collection
+AHl Documents (Collection) e 22, 2005 13:59 Puvpasee). Arrange/Qlanage Items, Edit Page, £dd Item, View Collechion

Clommiiiess (Templated Document) ppr 24, 2005 10:57 phiupdue). Edit Page, View Document
Technology Use Survey (Survey) apr2s, 2005 11:34 abdvpane]: danage Survey, Edit Page, Add Cue
Rambiings of an Instructional Technologist (Weblog) hm 30,2005 04:41 PREwpdize]: Arrang

Figure 20b
¢ Give your posting a title
e Type your blog entry under “Posting”
EPORTFOLIO E EE ILIC HOME
Add Blog Posting to "Ramblings of an Instructional Technologist"
Pasting Title:
Pasting: Taat By el
(ff thvie posting containg an image, check here [ (fexcess text should woap around the tmage )
Uplaadahls Ficture (opsona)
[(Bruwse._ |
Check Spolling | [ Add Pasting | [__Add & Friniew Fostng |
Figure 20c

¢ To add an image with your blog:
o Click “browse”
e Locate image (see page 9 &)
e C(lick “open”

e Click “Add & Preview Posting”

e Proof read and “Check Spelling”

e  When ready to submit posting: Click “Add Posting”
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ePort Homepage: http://eport.mcli.dist.maricopa.edu/

ePortfolio:

Arranging Pages

Arrange allow you to re-arrange the order of your pages, hide pages, or
delete pages.

Note: Once you “publish” your ePortfolio it is public or “world view-
able” however, you can password protect individual pages if you have
a page you wish to remain behind a username and password.

Rearrange/Hide/Delete a Page
e Under “Change Presentation”

o Click “Arrange (order, hide, delete)” Figure 21a

Portfolio Manager

An electronic portfolio is a collection of structured (templated) web pages that you can easily build and maintain wit]
Descriptions of pages that comprise an ePortfolio can be found here.

Add New Page
Home, Collection, Document, Templated Document, Web Log (blog), Shide Show, Calendar, Survew/Test

Change Presentation

Confiz R, Arrange (order, hide, delete), Pghracy Settings

Select Non-Editing Function
Preview your Portfolio, Publish your Portfolio, Download your Portfolio, Go to ePortfolic Home

Modify Existing Pages (Click for Page List View)
(Pages in Menu: Click + to Expand, - to Collapse Collections)

¢  You will see a list of all of your pages with a drop
down menu to the left of each page title

e Click on the arrow of the drop down menu
gure 21b

Fi

Arrange ePortfolio Pages

Nate: Pages will srder beginming with ‘1"
Tage Title

e Select “Delete” to permanently remove a page (this
cannot be undone!)

e Select “Hide” to make a page hidden from world view
(but still available for you to use)

e Select the desired number to rearrange your pages

(note: this may take a couple of steps. For example: If I want to
move page 11 to page 1 but don’t reassign 1 then page 11 will get
put as page 2 because the original page one has priority. If you want
page 1 to then be 2 then, again, the original 2 will remain unless you
reassign 2. A swap can be done the first time swap 1 or 11 and 11
for 1 but a move down will require you to renumber ALL pages or
will take a couple of turns until its easier to do a swap; in our exam-
ple move 11 to 1 where it becomes 2 then swap 1 and 2)

e When finished, click “Arrange Pages”
e Repeat until arranged




Note: Once you “publish” your ePortfolio it is public or “world view-
able” however, you can password protect individual pages if you have

ePortfolio:

Privacy & Syndication Settings

Privacy Settings password protect individual

a page you wish to remain behind a username and password.

To Password Protect Individual Pages

(Note In the Figure 21b I am password protecting my “Home” page only)

Under “Change Presentation”
Click “Privacy Setting”

Figure 22a

ePort Homepage: http://eport.mcli.dist.maricopa.edu/

EPORTFOLIO HOME

Manage Privacy Settings

VseaTD & Publish Password for eFort Syndicstion Setting

FPage Title Yievin Wablogs & Collectinns)
Heane - Jereefer Spmk: Stricklamd - B i Mot Appkeatle

Eenume Mot Appbeabie
mr Passwd -
onlv]
m Passwil o
Onlx]
. 3 m Pazewd
Diistrict Irstiasrves On ]
Drscnn W her Comnection 1w Passwd ot At
m Passwil ——

Figure 22b

Svndication Settings

Portfolio Manager

An electronic portfolio iz a collection of structured (femplated) web pages that vou can easily build and maintain wit]
Descriptions of pages that comprise an ePortfolio can be found here

Add New Page
Home, Collection, Document, Templated Document, Web Log (blog), Slide Show, Calendar, SurvewTest

Change Presentation
Confizure (colors, fonts, profile, groups), Arrange (order, hide, @lete), Privacy Settings

Select Non-Editing Function
Prewiew your Portfolio, Publish your Portfolio, Download wour Pertfolio, Go to ePortfolio Home

Modify Existing Pages {Click for Page List View)

Syndication Settings allow individuals to be updated of changes that
occur in your ePort. Collections and blogs can have Syndication Settings
turned on so that if anyone “subscribes” to your ePort, when you make any
changes to pages with Syndication Settings turned “On” subscribers will
receive an e-mail notification of the changes.

{Pages in Menu: Click + to Expand, - to Collapse Collections)

You will see a listing of all your pages

On any page you want to require a username & password to

view: Enter the required username in the ID text field
Then enter the password in the “Password Field”

*Note: you will not be notified of people who subscribe to your
ePort

¢ Under “Change Presentation”

e Click “Privacy Settings”

e Under the “Syndication Settings” Column

e Click the drop down menu to turn on or off

e When finished at the bottom of the page: Click “Change
Settings”

[ Change Settings

Figure 22c

(Note: If you want to subscribe to someone else’s ePortfolio go to
their ePort site and click “Subscribe” on the upper right hand cor-
r....you will then receive e-mails when they make changes)
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ePortfolio:

Creating a Backup

ePort Homepage: http://eport.mcli.dist.maricopa.edu/

Download This feature allows you to save a zipped copy of your ePortfolio
which is always a good idea for back up in case of a system failure or if you

want to distribute your ePort on a CD or DVD.

Creating a backup

*note: you will need to have a zip software program on your computer such

as winzip or zipcentral.

e Under “Select Non-Editing Function”
e Click “Download your Portfolio”

Portfolio Manager

An electrome portfoho is a collection of structured (templated) web pages that you c
Diescriptions of pages that comprize an ePortfolio can be found here.

Add New Page
Home, Collection, Document, Templated Document, Web Log (blog), Slide Sh

Change Presentation
Confimure (colors, fonts, profile, groups), Arrange (order, hide, delete), Privacy

Select Non-Editing Function
Preview your Portfolio, Publish your Portfolid

Download your Portfolio, (Yo to

e Click “Download”

Figure 23a

Note: Depending on how large your ePort is this could take a couple of min-

utes.

Figure 23b

Download ePortfolio

This allows 5ou 1o bawe a copy of your ePortfhbs an your Jocal computer

When yeu chick Download, save the gz G that contsing paur ePertfsbs contents
Download

Unap the bundle into & dectory and access LocalStart himl usng your web browser

When File Download window opens:

e Click “Save”
Figure 23c

File Download o

looks suspicious, of pou da not fully tust the source, do not open or

\‘p Some files can ham your camputer. I the fils information below
-
save this file.

File name: eport zip
File lype:  ZipCentral File

From: eport,mcli.dist maricopa, edu

Would you like tgg g = ve it to your computer?

[ open Q[ _save | ) concel More Info

[] Always ask before opening this twpe of file

e Locate a folder on your computer to save your back

up to then,

li k [13 ”
¢ Click "Save Figure 23d

- 'a
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ePortfolio:

Creating a Backup

Continued

e Go to “My Computer” to locate the folder you just saved it to.

ePort Homepage: http://eport.mcli.dist.maricopa.edu/

(if you using a pc; mac will unzip automatically for you skip ahead; You
will see a “zip” file called “eport” or whatever you changed the name to

when you saved it.)
¢ Click once on the zip file to select
e Then right click Select “Extract Here”

_J backup

File Edit Wiew Favorites Tools Help

eBack @ J 115 /:\J Search i~ Folders

Address |@ CiiDocumnents and Settings)stricklandiMy DotM Go
I -

/J wehlog
|

@ epart41405

Explore
Scan for Wiruses. ..

N MetWware Copy...

¢ Extract To...
I Extract Here
Open With
- !

Send To

Cut
Copy

Create Shorkout
Delete
Rename

Properties

Figure 24a

Once complete (macs pick up here)
e locate the file called “LocalStart.html”

[-_][E]Ezi

) backup
File Edit  ‘iew Favorites Tools  Help

eBack © \_/J

Address |@ C:\Documents and Settingsistrickland) ey DD(M Go

Figure 24b

»

l‘ﬂ; /;\JSearch i Folders

epart41405 M
9,002 KB

Local3tart
g HTML Document
1KE

it

e Double click to view your ePort.

*Note: “LocalStart” is the starting point for viewing your ePortfolio.

Now that you have a back up copy of your ePortfolio you can
burn it to a CD or DVD (varies by computer software and hard-
ware.)
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ePort Homepage: http://eport.mcli.dist.maricopa.edu/

ePortfolio:
You've Scanned...Now What?

Images

These are some of the ways you can use images in your ePortfolio!

Home Page: Here you can add an image to display on the left
side of the page. ePortfolio will resize the image to approx.
370x510 pixels; the image will display within the ePortfolio Page
template; inserted text will display to the right side of the image.

Collection Page: Here you can gather a collection of images
and documents. Images will be resized to approx. 370x510 pix-
els. Images will be presented within the ePortfolio template with
text to the right of the image. You can however, link to the im-
age (see page 13>Adding Items to your Collection>Uploadable Links
Content) the linked image will appear full .

Document Page: You can use an image as a document page.
You can title the page which will show in the drop down menu
and the image or document will open outside the ePortfolio
template in full size.

Templated Document Page: Templated document pages only
take .html or .txt pages. You can however, create a .html page
with an image; it will adjust the size to approx. 1000x750 pix-
els and present within the ePortfolio template.

Web Log: You can add images to your web log postings. Im-
ages will be resized to approx. 370x510 pixels text will display
to the right of your image within the ePort template.

e Slide Show: Images and documents make up the slide
show page. Images will be displayed in a “thumbnail”
size and when clicked will display larger at approx.
370x510 pixels. Images will be displayed within the
ePortfolio template. Images are resized.

o Survey/Test: You can add an image as a “header” on a
survey or test it will appear within the ePort template re-
sized at approx. 370x510 pixels.

e Background: You can add an image as your back-
ground to your ePortfolio. (See page 7> Configure> Add-
ing image as background) Images used as background will
be resized to 60x60 and tiled.
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ePort Homepage: http://eport.mcli.dist.maricopa.edu/

ePortfolio:
You’ve Scanned...Now What?

Documents

Viewing scanned documents that need to be legible within ePortfolio.

The only way to assure the exact size of a scanned document is to
scan it in, adjust it to the size you want (using an editing software pro-
gram) and create a document page linking to the image/scanned
document.

Another option is a Templated Document page. While this will resize
your image it should remain legible. To do this you will need a pro-
gram in which you can create a web page such as Microsoft Word.
The following directions are for accomplishing this using Microsoft
Word.

e  Open up Microsoft Word

e File
e New
o Web Page Figure 26a

[ESL=, =
tiep  Adobe FOF  Acrobat Comments. | . %

A B Y1) B A T |

[[Ej= = mi= =iz ®i n-2-A-0

e

e Insert
e Picture

e From File )
Figure 26b

Locate your scanned document (already size ad-

justed)
e Click Insert
° Flle
e Save As
o “Web Page”
e Save
Figure 26
Save As B |
Swee | eket v @R % s T~ Tock-
_.b ix:pmohkmﬁ
Clamits (B e oo e
- | Maricops ePortfoko
[_‘j i:wr.fmwwlﬁ
Dedton | S]evef ]
My Documents
My Computer
e Flapame: gl - Svo
B ] s,
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