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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 pictreTools; 2.) Portfolio; 3.)
PresentationAll of these are on top of your picture, so tleeg difficult to miss.

I. Tools (pgs. 49)

e For uploading the files and storing them

@] http:ffetrc.utpa.edu - ETRC - Electronic Portfolio - Microsoft Internet Explorer u E o
college o - o tonday, Mowember 12, 2007
ollege o™
IR LILE I"'"_” A L= iles L= J Feedback J Help J Contact J Logout |
HOME PAGE F: | Home Page
FORTFOLIO 5
PRESENTATIONS ¥ Introduction
MESSOBES ’ | arm an Assistant Professor with the Departtment of Curriculum and
TOOLS bl il b ctorate is in Curticulum and Instruction with a Edit
Joumnal velopmentally appropriate practices and Feq. Feedback
Settings =N Cloze
Directony
* Educational Philosophy
Copy and paste your philosophy here, if you want... Ed“ .
. . eq. Feaedba
LT P e hitp:ffetre.panam.eduflogin Cloee
* Professional Development Plan
Edit
Close

e The filing cabinet is the first area you should visit under Tools

¢] http:/fetrc.utpa.edu - ETRC - Electronic Portfolio - Microsoft Internet Explorer =& E
-olle o Monday, November 12, 2007
CO - Ll:iC’ ‘/‘ e - 5
LIICREE uren  Leticia De Leon J Help J et J o ]
HOME PAGE > | File Cabinet
PORTFOLIO > | MName Size Type v Date v Action
PRESENTATIONS >
MESSAGES
TOOLS p:| File Cabinet
=t Journal
Setfings
Directory

Leticia De Leon

Add items to this folder:

ADD FOLDER | ADD FILES ADD LINK
Select all items in this folder:
SELECT ALL

Choose an action for the selected items:

DELETE SELECTIONS MOVE SELECTIONS | DOWNLOAD SELECTIONS
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[l. Portfolio (pgs. 1015)

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

€] http://etrc.utpa.edu - ETRC - Electronic Portfolio - Microsoft Internet Explorer @@%
A Veas oY i Monday, November 12, 2007
college o/’ i
IDAICAEICIY wren | Leticia De Leon J Feedback J Help J Contact J Logout l
HOME PAGE »J Home Page
PORTFOLIO §>| EC-4 Block | Benchmarks

PRESENTATIONS EC-4 Block Il Benchmarks
EC-4 Block Il Benchmarks

MESSAGES | am an Assistant Professor with the Department of Curriculum and
TOOLS b Instruction and my doctorate is in Curriculum and Instruction with a B> Edit
E: specialization and developmentally appropriate practices and P> Req.Feedback
reading language ars. P> Close
~ Educational Philosophy
Copy and paste your philosophy here, if you want... : E"“ ) ;
> : R teq. Feedback
i haabe taan hitp:ffetrc.panam.edufloging ik Ave

~ Professional Development Plan

P> Edit

J2 Close

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

you the list of all benchmarks for that semester
] http:/fetrc.utpa.edu - ETRC - Electronic Portfolio - Microsoft Internet Explorer Q@E

Monday, Hovember 12, 2007
J FeedbackJ Help J Contact J Logout |

college - L.
L f rtjtx__.ﬂrj,:. uren | Leticia De Leon

HOME PAGE »| Forfolio
PORTFOLIO ¥:| EC- Blogk | Benchmarks Fersanal Fhilosophy of Teaching & Leaming (ELCI 3205)
PRESENTATIONS EC-4 Block Il Benchmats A Framework to a Thematic Unit (EDCI 43903
EC-4 Block |l Benchmatks Interactive Read-Aloud with Small Group (EDBE 3322)
MESSAGES . Fiagetian Tas(EDCI 4200) add
TOOLS = Research on Parent Involvement (EDBE 2322/EDEC 4391)
Sernvice Learning Project
EC-4 Block | Benchrrarns e
Block | Description Req. Feedback

EC-4 Block Il Benchmarks

Block Il Description Req. Feedback

Leticia De Leon

EC-4 Elock lll Benchmarks

Black Il Description Feq. Fesdback
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[Il.  Presentations(pgs. 1619)

e For creating the final presentation, where a link will be produced for presentation
purposes

¢] http:/fetrc.utpa.edu - ETRC - Electronic Portfolio - Microsoft Internet Explorer EQE
college of Monday, November 12, 2007
Ollegc gl e ici
i 11 wren | Leticia De Leon J Help J Contact J Logont l
HOME PAGE > | Presentations
PORTFOLIO
PRESENTATIONS § Presentations
MESSAGES > by kisd
TOOLS ‘

cte  Copyright @ JHU CTE 2004

Leticia De Leon
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|. Tools

| TooLs |
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l. 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. Youlo this by creating folders.

% | nttp:/letrc.utpa.edu - tIRC - tlectronic Portfolio - Microsoft Internet txplorer i L
cqllcuc_q() | a2 Wednesday, November 14, 2007 2
AT wrea Leticia De Leon [Help ] Contact ] Logout | |

| HOME PAGE 5| File Cabinet |

: PORTFOLIO > Name ~ Size Type ¥ Date v Action ‘
PRESENTATIONS > |

| MESSAGES >
TOOLS » |

Leticia De Laon ’ ‘

Add items to this folder:

ADD FOLDER ADD FILES | ADD LINK I
Sealect all items in this folder:
SELECT ALL ]

Choose an action for the selected items:

DELETE SELECTIONS l MOVE SELECTIONS DOWNLOAD SELECTIONS
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Click on Add Folder to createthe first folder. Namethe folder, and click Add.
] http:/letrc.utpa.edu - ETRC - Electronic Portfolio - Microsoft Internet Explorer Qﬁ

5'0[[1.‘11&: &
EBIITATE

/ uren | Leticia De Leon

Wednesday, November 14, 2007 A
J Hclp] ConlactJ Logout ]

File Cabinet: Add a Folder to File Cabinet Step 1 of 1
Name
Block ||
Dasoription
ADD _CLOSE ¢ |
' HOME PAGE 5| Fite cabinet
" PORTFOLIO 2| Name - Size Type ¥ Date ¥ Action
" PRESENTATIONS >
" MESSAGES >
TOOLS »

This action wil!/ send you directly inside
which is essentially a link to move otside 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 I, etc.), then you
definitely need to click on that before you add the next one.

] http:/etrc.utpa.edu - ETRC - Electronic Portfolio - Microsoft Internet Explorer [;]E

col Lec ~ -
i '._-cho/ wren | Leticia De Leon

' HOME PAGE 5| File Cabinet/Block |

" PORTEOLIO 2| Name -~ Size Type v Date v eton
PRESENTATIONS &] Parent
MESSAGES > Directory
TOOLS »

Leticia Da Leon
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Once you do that, you will se¢he already created folder. Then you repeat the previous steps

until you have all the folders you need.
] http: /fetrc.utpa.edu - ETRC - Electronic Portfolio - Microsoft Internet Explorer [;]@

Wednesday, November 14, 2007 |a |
J HclpJ ConlaclJ Logout J [ 3

col lc_-Jc o

HOIUK 5(/ wren | Leticia De Leon

HOME PAGE 5| File Cabinet ‘
' PORTFOLIO > | Name - Size Type v Date v Action |

FESEmaneNNd [ Q@ pigek) - Folder 1114/2007  EoIT |

MESSAGES >

TOOLS » \

Leticia De Leon L ‘

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

notice at the top of the page, if you are everyonfused about which folder you have opened, that
a Atrail o has been set for you. The | ast

%] http: lletrc.utpa.edu - ETRC - Electronic Portfolio - Microsoft Internet Explorer Q@

-olL 2 cxi
Tt flc.a/ wven  LeticiaDe Leon

HOME PAGE > | File Cabinet/Block | -

| PORTFOLIO >| Mame « Size Type v Date Action
PRESENTATIONS > & parent ‘
MESSAGES > Directory
TOOLS »

Leticia De Leon

Add items to this folder:
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To upload files into folders, you will click on Add Files. You will name the file. Be specific to éh

name of the benchmark.

€] http:/letrc.utpa.edu - ETRC - Electronic Portfolio - Microsoft Internet Explorer Qﬁ
u«jll«:lg o7 Wednesday, November 14, 2007 A
A5 / uren | Leticia De Leon J Help J Contiol J Logout l
File Cabinet: Add to File Cabinet / Block | Step 1 of 1
Name

Personal Philosophy

Deszcription

Browse...

Please choose afile type VJ

ADD CLOSE 9

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

t he window next to the word ABrowseo.

http://etrc.utpa.edu - ETRC - Electronic Portfolio - Microsoft Internet Explorer [_:_]
college o ‘ vt Wednesday, November 14, 2007 | |
AOIT t(/ wren | Leticia De Leon [ Help J Gontact ] Logout |
=
File Cabinet: Add to File Cabinet / Block | Step 1 of 1
Name

Personal Philosophy

Deszcription
JAEDCI 4390\EDCI 4390 Fall _ -

ADD CLOSE % |
| MS Word (*doc) o ==

PagelOof 21



Electronic Portfolio Review and Tutorial Created by Dr. Leticia De Ledrall 2007

Click on Add, and you should now be able to see the name of the file inside ydalder. 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 easer 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 Il, Portfolio.
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