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In order to successfully put together your Electronic Portfolio, you need to remember three general 

steps, all of which are buttons on the menu above your picture:  1.) Tools; 2.) Portfolio; 3.) 

Presentation.  All of these are on top of your picture, so they are difficult to miss. 

I. Tools (pgs. 4-9) 

 For uploading the files and storing them 

 
 

 The filing cabinet is the first area you should visit under Tools 
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II.  Portfolio  (pgs. 10-15) 

 For linking the files from their stored area to the electronic portfolio 

 
 

 You select the semester (Block) in which you are currently enrolledðthis will give 

you the list of all benchmarks for that semester 
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III.  Presentations (pgs. 16-19) 
 For creating the final presentation, where a link will be produced for presentation 

purposes 
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I. Tools 
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I. Tools 

a. File Cabinet 

i. Create folders 

ii.  Upload files into folders 

 

 

As you begin working on your portfolio, the first step is to set up a clear organization for when 

you upload your benchmarks and other related files.  You do this by creating folders. 
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Click  on Add Folder to create the first  folder.  Name the folder, and click Add. 

 
 

 

This action will send you directly inside the folder.  You will see the words ñParent Directoryò, 

which is essentially a link to move outside of the folder if you are not ready to add anything in it.  

If you are going to add several folders (for example, for Block I, Block II, etc.), then you 

definitely need to click on that before you add the next one. 
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Once you do that, you will see the already created folder.  Then you repeat the previous steps 

until you have all the folders you need. 

 
 

 

To add more folders or files, click on the folder where you want them stored to open it.  You will 

notice at the top of the page, if you are every confused about which folder you have opened, that 

a ñtrailò has been set for you.  The last listed item on that ñtrailò is the folder you have open. 
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To upload files into folders, you will click on Add Files.  You will name the file. Be specific to the 

name of the benchmark.  

 
 

 

Browse for it in your own disk, pin drive, or hardrive.  When you locate the file, it will appear on 

the window next to the word ñBrowseò. 
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Click on Add, and you should now be able to see the name of the file inside your folder.  You can 

repeat the steps to upload any other files that belong in the same folder. 

 
 

 

You will repeat this process for every file that needs to be uploaded.  Remember to make sure 

that you put them in their proper folders.  This will make it easier for you to find them later.  

Organization is the key to a successful portfolio.  You cannot go to the next step unless all your 

files are stored in your filing cabinet.  If you know everything has been uploaded, then you are 

ready for step II, Portfolio. 


