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“QUICK REFERENCE” GUIDE

REQUESTING AN EPORT ACCOUNT

LOGGING IN

For Teachers and Students

e Visit SBCSS’s ePortfolio Home Page,
www.sbcsseport.org

* Under the heading, Click “Request”

*  Fill out the form (entering a valid e-mail address)

® Click “Create my ePort Account”

Visit SBCSS’s ePortfolio Home Page,
www.sbcsseport.org

Under the heading, click “Edit”

Enter your given username

Click “Edit ePortfolio”

You will be presented with the sign-in window for
Username and Password entries

Click “OK”

FUNCTIONS OF PORTFOLIO MANAGER

The Portfolio Manager is where you build your ePortfolio. There are 3 major functions you can do to create and
maintain your ePort. They are: Add New Page, Change Presentation, and Select Non-Editing Function.

Portfolio Manager

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, Survey/Test,
Wiki, Syllabus, Discussion Board

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

Select Non-Editing Function e
Preview Portfolio, Publish Portolio, View Published ePortlie, Download Portflio, Go to ePortfolio Home

Anelectronic portfolio is a collection of structured (templated) web pages that you can easily build and maintain without any knowledge of programming or web publishing.

To make your ePortfolio viewable to
the public, don’t forget to publish your
ePortfolio.

* Select Non-Editing
Function>>Publish Your
Portfolio>>

¢ Click the box to enable automatic

publishing.

TYPES OF

PAGES

There are 9 types of pages you can use to create your

ePortfolio:

* Home page can contain a picture and text.

e Collection page contains a collection of links and
associated descriptions. The link contents may
already exist on the internet or be uploaded for use
in this page.

* Document refers to a stand-alone document, [ex:
resume, philosophy, etc.]. A Document can be any
file (ex: .pdf, .doc, etc.) that will display outside your
ePortfolio.

* Templated Document page is an “html” or “txt”

Web Log (blog) is a series of entries (ex: journal
entries) ordered by date; and entry can contain any
pictures plus text.

To edit any page, with full freedom to edit, change
and delete the work of previous authors.

Slide Show is a set of pictures and captions that are
turned into a slide show.

Calendar is a personal calendar to be included in
your ePortfolio to post events, etc.

Survey/Test allows you to deplay a survey or test;
upon completion data is collected and is easily
accessible.

document that will be rendered within the ePortfolio * Wiki is a collaboratively-edited website. The
template and format. distinguishing feature of wiki is
ePortfolio Website:

Username:

http://sbcsseport.org ’ﬁ

S




CUSTOMIZING BASIC SETTINGS

To customize the overall look of your ePortfolio and set your contact information:
Edit your Personal Identification (necessary for finding your ePort from the ePort homepage)

* Under “Change Presentation”
* Click “Configure”

* You can change how your name appears on the ePortfolio page
* Insert your e-mail address so people can “contact you”
* Change the school you are associated with that appears on the upper left hand corner of your ePortfolio

* Enter your title and Section Number
¢ Click “Save” to finish
To Edit your Color Scheme
* Under “Change Presentation”
e Click “Configure”

* Under “Page Level Attributes” or “Body Portion of the page Attributes” | «

Click the drop down arrow

* Choose a Page Title Text color

¢ Choose a Contact Me Bar color

* Choose a Page Background color
e Choose a Body Title Text color

* Choose a Body Regular Text color
¢ When finished, click “Save”

Want more color choices?
Select Change
Presentation>>Configure>>
“Click here”

Click the words “click here”

for more advanced...

* Next to “Color RGB” you'll
see a 6 digit number; this is
the HTML code for a color,
click “Color Map”

* Find the color you want

* Copy the 6 digit color code

¢ Close the window

CREATING PAGES

* Paste the 6 digit code in

To create a Home Page:

e Under “Add New Page”

e Click “‘Home”

e Enter a Title for the page (title appears at the top of the
page and on the drop down menu for navigating your ePort)

* Enter text that you want to appear on the home
page

¢ Click “Save”

To create a Templated Document Page:

* You must FIRST create your page in Microsoft
Word and “save as type” a “web page” (note: not
single web page nor web page, filtered! “web page” only!)

To Convert a Word document to a Webpage or Plain

Text for a Templated Document page (.htm, .html, or .txt)

* Open Word, PowerPoint, or Excel:

e Click “File”

* Select “Open”

* Locate the
document to

convert
e Click “Open”
e Click “File”

¢ Select “Save
As” <

* Next to “Save as
Type”

¢ Click the drop
down menu

* Select “Web Page” for .htm/.html OR

e Select “Plain Text” for .txt

¢ Click “Save”

To create a Templated Document Page (continued)

(once you have created and saved your document in Word)

e Under “Add New Page”

¢ Click “Templated Document”

e Enter a Title for the page (title appears at the top of the
page and on the drop down menu for navigating your ePort)

* Click “Browse” to locate the word file you saved as a
web page or plain text

* Click the file name

¢ Click “Open”

* Click “Save”

*If you have any images on your page you MUST now upload them!

ePort will list them for you with a “-“ next to them until you upload them

and a “+” will then replace the “-“ When you “saved as web page” in

Microsoft Word, a folder was created that holds all of your images, this

folder is in the same location as your file and has the same name

followed by “_files.” Ex. File name: “Philosophy”, the folder with your

images is called “Philosophy_files.” You need every file on the list for

them to appear on your page!

* Click “Browse” to locate these files

* Click on the image file

¢ Click “Open”

* Click “Save; more to follow”

* Repeat until completed; on the last on click “Save”




EDIT A TEMPLATED PAGE

VIEWING YOUR PAGES AS YOU CREATE

To View your ePortfolio as you work:

Editing a Templated Document Page
*Important. Remember a “Templated Document Page” is a
.htm, .html, or .txt document that you made in Microsoft
Word, to edit the content of this page you must return to
the Word Document and make your changes there, then
re-upload! The only 2 things you can change in ePort are
the title and the link to the document you are embedding.

Under “Modify Existing Pages”

Locate the templated document page you
wish to edit

To the right of your templated document
page: Click “Edit page”

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

Locate the new document

Click “Open”

Click “Update Document Page”

* Under “Select Non-Editing Function”
*  Click “Preview your Portfolio”

*Important:

If your “preview” window is already open, each

time you click “Preview Portfolio” that same window is
updated, so don’t look for another window to open! Go to
the window you viewed last time.

ADDING A DOCUME N T|Fortfelio Manager

An electronic portfolio is a collection of structurd

ADD AN IMAGE TO A HOME PAGE

To add an image to an existing page:

e Under “Modify Existing Pages”

* Find the Home page you want to add a
picture to

* Click “edit page” to the right of the title

(Begin here if you just created a new page)

* Under Uploadable image

* Click “Browse”

* Locate the image file you want placed
on your page

Click the image file name

Click “Open”

Click “Save”

Adding a Document Page

Descriptions of pages that comprise an ePortfolid
Add New Page

Home, Collection, Document, Templated D|
Syllabus

Under “Add New Page”
Click “Document”

In the box “Document
Page Title” type a Title
(ex. Resume)

Next to “Document To Upload”

Click “Browse” and locate desired
document (ex: .doc, .pdf, .ppt, etc)

Once the document is located, click the
title

Click “Open”

Click “Build page”

Change Presentation
Configure (colors, fonts, profile, groups), Af

ADDING A COLLECTION PAGE

ARRANGING PAGES

Rearrange/Hide/Delete a Page

* Under “Change Presentation”

* Click “Arrange (order, hide, delete)”

*  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

* 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)

* Select the desired number to rearrange
your pages

¢ Click “Save” when complete

* Repeat as needed

Adding a Collection Page

Under “Add New Page”
Click “Collection”

*Note: This step

crea.tes.the page; you There are three(3) types of collection items:
add individual items . . .
later. 1. Hyperlink out to the internete: a website
« Typeina 2. Hyperlink to another ePort Pagene of
Title (this is your ePortfolio pages
the title for 3. Unloadable Link ContentsThis links to a
the drop document on your computer (.jpg, .pdf, .tx
down menu, .doc, etc.)
ex: Lesson
Plans)
* Type in an introductory text (optional)
e To add an image (optional); Click
“Browse”; Locate image; Click “Open”
* Click “Save”
To add “items” to your Collection Page

Under “Modify Existing Pages”

To the right of your collection page:
Click “Add item”

Give this item a name in the “Link Title”
field

Type a “description” for this item

A collection page is a collection of web
links, documents, or ePort pages:

* For an external website type in
the web address next to
“External Link”

* For another ePort page click
the drop down menu and select
from your pages

* To add a document or image
click “Browse”, locate image

¢ Click “Open”

* Click “Add Item”



ADDING A BLOG

Adding a Web Log (Blog) Page

*Important: First be certain your e-mail address is accurate in your account! To change it go to: “Customize Your Settings”

Under “Add New Page”

Click “Web Log (blog)”

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

Type in an introduction to blog (optional *this will always remain at the top of the page)

Click your radio button preference for displaying blogs newest to oldest (recommended) or oldest to newest
Click on “Check Spelling”

To create the page: Click “Save”

To add a Blog Posting

*note: This is how you add individual web log postings

When read Yy to submit po stin g: Click “Save” CalSTAT ePortfolio Institute 2006 (Home) v, 206 0214 Pyt wpase: Edit Page, View Page
e P

Under “Modlfy EX|St|ng Pages" EPORTFOLIO DIT HOME EFORTFOLIO EX. AMPLES EPORTFOLID HOME
To the right of your blog page: Click “Add Posting” :

Give your posting a title

Type your blog entry under “Posting”
To add an image with your blog:

Portfolio Manager

An electronic portfolio is a collection of structured

- Click “Browse” Descriptions of pages that comprise an cPortfolio
. Add New Page
n Locate the image Home, Coletion, Docurnen, Templaied Doctemt e e
" Click “Open” Change Presentation
Configure (colors, fonts, profile, groups), Amrange (order, hide, delete), Privacy Settings, Add Sidebar
Click “Save & Preview POSting” Select Non-Editing Function

Proof read and click “Check Spelling”

Modify Existing Pages (Click for Page List View)
(Pages in Menu)

CalSTAT ePortfolio Regional Institute Blog (Weblog) v, 2000 0802 r wpasel: Manage Postings, Edit Page, Change Settifles, Add Posting, Viflw Weblog

ADDING A SLIDE SHOW

Adding a Slide Show Page To Rearrange your Slide Order
e Under “Add New Page” * To the right of your slide show page: Click
* Click “Slide Show” “Arrange/Manage Slides”
* Typein a Page Title *  Click on the arrow to enable the drop down menu
* Type in a slide show title (optional) on the left side of each slide to reorder your
e Select your image size slides or delete a slide
¢ Click “Save” e To add a caption or edit a caption, click into the
(*note: if you zip all your images into one folder you can upload text field box to the right of each image and make

them all using the “Optional Slide Show Starter Contents” button
and select the zip folder, otherwise continue on)

Adding Slides to your Slide Show Page

your edit
* Click “Arrange Slides”

Under “Modify existing pages” click “Add Picture”

If you want your image to have a caption type it in WANT OTHERS TO VIEW
the field box under “Picture Caption” 2
To insert the individual slide: Click “Browse” YOUR EPORTFOLIO?

(L:?if;ﬁtf?c}g;?"age to putin slide show «  To get your address go here:
If you are done adding images for now: Click htFp:/{sbcsse’Port.orq

“Add to slide show” ¢ Click "Browse”

OR if you are going to add more pictures: Click *  Locate your ePortfolio

“Add; more pictures to follow” °© Visitit

Repeat until finished ¢ Copy and Paste the address!

Click “Add to slide show” for last image

Your address will resemble this:
http://sbcsseport.org/published/q/di/gdiaz/

The word “published”
MUST be there for

others to see! Ifnotsee § WS
page 1 for how to publish. S VY @
YA
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