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CREATING YOUR EPORTFOLIO IN BLACKBOARD:

1. Login to Blackboard (http://blackboard.temple.edu)

2. Clickonthe BbDrive tab at the top of the screen.
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My Blackboard Bb9 Help BbDrive Outcomes Course Tools

My Blackboard Notifications Dashboard

Blackboard Links My Courses My Announcements

3. Underthe “Portfolios” section on the left-side menu, clickonMy Portfolios
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Cutcomes Arifact Templates
Received Portfolios

4. ClickonCreate Personal Portfolio

Portfolios Homepage =~ My Portfolios

My Portfolios

Create Personal Portfolio Create Basic Portfolio

Search name |+ Contans || and show [ al portrolies [=] @0

5. Nextto-Step 1: Select
Method - click the button next to
“Select existing” andfrom
the drop-down menu to the right,
select the appropriate template for

PORTFOLIOS HOMEPAGE » MY PORTFOLIOS > ADD PERSONAL PORTFOLIO

@ Add Personal Portfolio
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6. Scroll to the bottom and select “Save and Continue”

Create Personal Portfolio

Steps can be visited in any order after the template has been saved once. Moving from one step to another aufomatically saves mformation entered on @ previous
step. Some steps can be marked as in progress or as complete by selecting the appropriate option af the bottom ofthe page.

Properties Style Build Seitings
A

Properties control the Title and Description of the Portfolio.

W Indicates a required fizld. Cancel Submit Save and Continue

1 select Method

Add ¢ Personal Portfolio by selecting a templote, or crecte @ new Portfolio not besed on o template.
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& Create naw

2 MNext Step

Click Bave and Confinue o save and continue. Click Cancel fo quit Click Submit fo proceed.

Canesl Submit Sawe and Continue

7. Note: you will be unable to change the layout of the portfolio in the STYLE section (these are

defined by the template for consistency across your program). To begin editing your portfolio,
click on the “Bui 1d” tab.
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1. Login to Blackboard: http://blackboard.temple.edu.

http://blackboard.temple.edu

UNIVERSITY"®

USERNAME

T TEMPLE

Forgot Your Password?

Preview as Guest

2. ClickontheBb Drive tab.
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My Blackboard

My Blackboard Notifications Dashboard

Bb9 Help

4

BbDrive

Outcomes

EDITING YOUR PORTFOLIO

A # © Logout

Course Tools

Blackboard Links ——

My Announcements

3. Underthe “Portfolios” section on the left-side menu, clickonMy Portfolios

* Jump To...

*  Portfolios

My Portfolios K

Personal Artifacts
Cutcomes Arifact Templates
Received Portfolios

4. Next to the name of portfolio you want
to edit, click the arrow icon that appears
when you hover your mouse to open the
context menu. Then, click on the “Edit”
option.

My Portfolios

Create Personal Portfolio Create Basic Portfolio

Search

O

i}

O

Name

Delelz

Title

Teaching Portfolle

Teaching Portfolle

Diejeta

[=]

Containg [

and showr | 3l portiallas

Collegs of Education portfollo for stugsnts In thalr Senior Seminar course complsting

Span
Emk

Delets

o for Eludants In thalr Senlor Seminar course complsting

Information & Instructional Technology, College of Education | (215) 204-6227 | Ritter Hall RM 310 |



i College of Education

—— TEMPLE UNIVERSITY"

5. Clickon“Build the Portfolio”

Edit Portfolio
Manage the properties and behavior of the Pe
Edit Properties
[ Edit Styles
(0 Build the Portfalio ) <
[ Edit Sefings
View Porifalio
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MODIFY THE HEADER INFORMATION

Your portfolio template includes some header information, like the title of the program and the title of
the portfolio, that you should NOT change. This helps insure consistency and will also help your readers
review your portfolio.

However, you MUST make two changes to the Header information: 1) add your name to the portfolio;
and 2) identify the last time you updated the portfolio (this is especially helpful if you are building your
portfolio over several semesters or years).

1. Nexttothe word Header, click the grey down-arrow icon to open the context menu and then
select “Edit”.

Header

Teaching Portfolio

Created by: [student name]
Semester/Year:

2. Type your name and the last modified date on the appropriate lines.
Note: for last modified, consider using a period of time, rather than specific date (e.g. “Spring
2010”, rather than “04/15/2010”). This way, you won’t have to continually update the header,
but you will know, generally, when was the last time you spent time building your portfolio and
how dated the material might be.

B Modify Header
@ Partelio Header

Design a Haader for the Portfolia. image widihe ane nol recommanded 1o axcesd 75 pissls

" Headk
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a last maodified date.

chéng Portiolio

Hanee: Sam Student
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Click Submit to save
@ ubsi vour changes

ek Sl b finish. Click Cancel b quik
* Required Fiald

Cael )

3. Click Submi t to save your changes.
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ADDING AN ARTIFACT TO YOUR PORTFOLIO

An artifact may include a Word document, PowerPoint presentation, audio recording, video clip, or
virtually any other electronic document you have available to demonstrate competence or expound on
concepts identified in the portfolio template. You can also type your artifact directly into your portfolio
(no need to upload a document). However, you’ll probably want to limit how much manual entry you
do, as it will be more difficult to edit these entries later.

1. Gotothe“Build the Portfolio” screen (see above for instructions how to get here).
2. Find the section of the portfolio where you want to add an artifact.

[[] Active Learning Lesson (1) % Select the section of the portfolio vou

want to edit

Description

Instructions This section should include a header, the lesson plan and a minimum of three s
teacher made aaaeaamentdewce (e.g., a paper and pencil test or a performanc

Artifacts aps O ifact or create a new Personal Arifact to display on this

Browse__

3. Clickthe “Create New Artifact” button
4. The Personal Artifacts screen opens in a new window

EXPLANATION OF PERSONAL ARTIFACTS ENTRIES (SEE NEXT PAGE)

a. Name (required): give a unique name. This name will appear only to you, but will allow
you to find this artifact again later, if you need to modify it or want to use it in another
portfolio. DO NOT use special characters in the name!

b. Description (optional): provide a more detailed explanation of what is included in
this artifact. This will only be seen BY YOU. It will NOT appear in your portfolio.

c. Content:in this text box, you can directly type your information. In most cases, you’ll
want to make a short entry that describes the artifact for your audience. Keep in mind,
anything you type in this box WILL appear in your portfolio.

saved Word, PowerPoint, PDF, or other electronic document to upload it to
your Portfolio. To attach additional files, click the Add Another File link.
e. Click Submi t to save your artifact.

d. Attach a local file>:clickthe Browse button and navigate to your ,f

5. IMPORTANT: Before you can view your artifact in your portfolio, you must click the “Save and
Continue” button at the bottom of the Build Your Portfolio screen.
6. You can add multiple artifacts to any section of your portfolio.
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|ADDING A PERSONAL ARTIFACT

L Add Personal Artifact

D General Information
Define basic information about the Personal Arfsct

MName is required znd may appear in your portfolio
" Mame

Description
Description is onby seen by you and wil NOT appear in your portfolio.

€ Content
Specify the contant of this Parzonal Artfact

Content

“| rigrrral |1 % | Times hew Roman W B IrFrU & = EES = iE =

% o g0 LA A .hl'zqg.g)_:.’

B

You can type content directly into your portfolio
using this box or attach a document (Word,
PowerPoint, PDF, audio recarding, etc.) using
the buttons below. Anything you type in this

box will appear in your portfolio.

“ Path: Dody n
To attach a document. click the Browse button.
Amsch lacal file
Link to Content Collection item I' Birowse. ]
Sdd Analhor P If you have a docurment in another portfolio that
Currantly attached fles: you want to use, link to it with this Browse button.

8 Submit

Ol Subret tn . Clck Camcel to gt Don't forget to SUBMIT vour changes.
Regured Field
G St )

*CAUTION!!!! Before you attach a file to your portfolio: do not use special characters
when you name the file. Special characters will prevent you from being able to
export/download your portfolio.

For example: Lesson Plan (1.1) ~ Active Learning.docx
Change to: LessonPlan1_ActiveLearning.docx — remove spaces, special characters.

Special characters include things like #, S, %, @, &, +, >
Use only dash — or underline _ to separate words in file names.
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PREVIEWING YOUR PORTFOLIO

The Preview feature allows you view your portfolio as others will see it when it is submitted for review.

1. BEFORE you preview your portfolio, make sure you have saved your latest edits. Click the
“Save and Continue” button at either the top or bottom of the Build screen.

2. Then, clickthe Preview button.

Properties Style Build Setfings

2. THEN click "Preview"

Build the Portfolio by adding and ordering content. Content can added to new or existing pages. Set the order of the pages usingthe drop down
Imenu.

Cancel Submit

Save and Continue

Header 1. Click "Save and Continue" FIRST
Ll Collece of Fducarion

3. Your portfolio will open in a new window. Use the menu on the left to move through your

portfolio.
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Center for Professional Development in
Career and Technical Education
VITAL Program

eaching Portfolio
ame: Sam Student
ast Modified: Fall 2009
Example Artlfact

Sample description: In this reflection, | explora my first attampt to teach concapts explored in Jane Eyre. | review my approach to initiating discussion and
butldng a k=t of concepts through small groups and large group adiraes

CitibankPMTIan 2003 ke

Example Portfolio with
artifact added. Click on the
links on the left to move
through the Portfolio.

Career & Technical
Dapartment of C
Codege of Educaton, Tempke U

nd Technology in Education (CITE)

B. Moore Ave.
3, P4 19122
o4-2117
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