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.ƭŀŎƪōƻŀǊŘ [ŜŀǊƴ tƻǊǘŦƻƭƛƻǎ 
 

The Portfolio Homepage 
 

1. After logging into Blackboard Learn, click on Portfolio Homepage (left column). 

 
 

2. The Portfolio Homepage has three main navigating buttons (left side). The first is the My Portfolios button. After 

creating one or more portfolios, you will access them here. 

 
 

3. The second button is My Artifacts. Artifacts are uploaded, then they are linked to one or more portfolios. 

 
 

 

 



2 
Blackboard Learn Portfolios 04082016 

4. The third button is Share with Me. If someone shares their portfolio with you (as an internal user), you will see it 

here. 

 
 

 

Create a Portfolio 
 

5. From the My Portfolios area, click Create Portfolio. 

 
 

6. Enter a title. Enter a description (if desired). Select a Portfolio Template*. Click Submit. 

 
*Portfolio templates are created at the institution level (once created, all users have the option to choose it). If a 

department is interested in creating a portfolio template, contact CELT. 
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Available portfolio templates. 

 
7. After the portfolio is created, you may take a Getting Started tour. 

 
 

8. You can review the Getting Started Tour any time while editing your portfolio by clicking the icon on the upper 

right corner. 
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Editing Your Portfolio 
 

9. This image shows the different pages and sections that can be added. The default (no template) portfolio starts 

with 1 page with 1 section. Click the + to add a section or page. Click the pencil to edit. Click the trash can to 

delete. Click Add Artifact to add an artifact to the portfolio. 

 
 

10. After clicking Add Artifact the box below will appear. If the artifact was added previously, click to choose the 

artifact then click Submit. Alternatively click on the Add Personal Artifact button if the artifact is from your 

computer, outside of Blackboard. Click on Add from Course if the artifact is located in one of your Blackboard 

courses. 
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11. If the Add Personal Artifact button was clicked, box below will appear. Name the artifact and a description (if 

desired) then click Browse My Computer to locate the file. Click Submit. 
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12. If the Add From Course button was clicked the box below will appear. Click on the course where the artifact is 

located, then choose the artifact and click Submit. 

 
 

13. After the artifact is added to the portfolio, add a description or other information and click Save. 

 
 

14. A completed section with an artifact added is shown below. 
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15. Click the + at the top of the navigation pane (left side of screen) to add a second page. One section is 

automatically created on the page. Click the + at the top or bottom of Section 1 to add more sections. 

 

 
 

Preview and Customize Your Portfolio (Layout and Color) 
 

16. Click Preview and Customize (top right corner). 

 
 

17. This page will appear. Click Customize Style. 

 
 

18. Choose from the options for layout and color. When finished, click Save. 
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19. Click Close to return to the editing page of the portfolio. 

 
 

20. Click Done Editing when you are finished. 

 
 

21. If you want to make changes later, click on My Portfolios, then click Edit. 
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Another way to add artifacts  

(even if a portfolio has not been started yet) 
 

22. Artifacts can be added to the Portfolios Homepage before a portfolio has been created. From Portfolios 

Homepage click on My Artifacts. You will see the option to Add Personal Artifact or Add from Course. See steps 

10-12 for more details about adding artifacts. 

 
 

Sharing Your Portfolio 
 

23. You can share your portfolio with anyone inside or outside the university. From the Portfolios Homepage, click 

on My Portfolios. Click on More and the menu below will appear. Click on Share. 
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24. LŦ ȅƻǳΩǾŜ ǎƘŀǊŜŘ ȅƻǳǊ ǇƻǊǘŦƻƭƛƻ ǿƛǘƘ ŀƴȅƻƴŜΣ ƛǘ ǿƛƭƭ ōŜ ƭƛǎǘŜŘ ƘŜǊŜΦ ¢ƻ ǎƘŀǊŜ ȅƻǳǊ ǇƻǊǘŦƻƭƛƻ ŎƭƛŎƪ {ƘŀǊŜ ŀ {ƴŀǇǎƘƻǘ 

ǿƛǘƘΦ /ƭƛŎƪ ¦ǎŜǊǎ όǿƛǘƘƛƴ ǘƘŜ ǳƴƛǾŜǊǎƛǘȅύ ƻǊ 9ȄǘŜǊƴŀƭ ¦ǎŜǊǎ όŀ ƭƛƴƪ ǿƛƭƭ ōŜ ǎŜƴǘ ǘƻ ǘƘŀǘ ǇŜǊǎƻƴΩǎ ŜƳŀƛƭύΦ 

 
 

25. If you clicked Users, this screen will appear. Click the Browse button to search for the user. When chosen, click 

Submit. 

 

26. If you clicked External Users, this screen will appear. Enter the email address of the user. Enter other settings as 

desired. Click Submit. 
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Setting up an Assignment (Drop Box) for Portfolio Submissions 
 

27. When you set up an Assignment (Drop Box) in Blackboard, click Submission Details. You can choose Portfolio 

Submission. If you are using a portfolio template, you can link it to this Assignment (but it is not required). 

 

 

 

28. When the student submits the portfolio to the Assignment (Drop Box) the student will submit a snapshot of it. 

The student can continue to edit the portfolio, but what is submitted to the drop box will not change. 
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29. This is a view of the snapshot after a student submits the portfolio to a drop box. 

 

 

30. If a student shares portfolio with you via a link (External User option), this email will look like this. 

 

31. After clicking on the share link, you will have access to the portfolio snapshot. Click on the Comments link to add 

a comment. 

 

 

 


