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The Portfolio Homepage

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

77 Susan Gallanis 303 * ()

My Institution Courses  Confent Collection  Community Sefvices & Resources  System Admin  Help & Support
'y

Add Madule

Tools My Organizations. On Demand Help and Leaming Catalog
- - help w rd Leam? Want 1o leam somethi
Announcements S T e e Need help with Blackboard Leam? Want to leam something

new? Get familiar with features in minutes Watch short
Calendar AL Faculty Orientation engaging Blackboard Help videos on our YouTube ¢hannel

R Videos for Students
AL Stdent Orientation Videos for Instructors

CUW Graduate Literacy Program Hub

Sond Email Design Your Future (DYF) - Midtown

My Tasks
Usar Diractory Physical Therapy Student Professional Development Portiollo
Address Book Prepering Pharmacy Educator’s Experlence L

No tasks due.
Personal Infermation

Goals
Portfolios Homepage the module loads.

5 My Announcements
Enterprise Surveys

. i Please wait while the module loads.
Acadsmic Matesials

Goal Performance

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.

My institution Courses Content Collec

r's

My Portfolios

Portfolios offer a means to demonstrate formative and/or summative progress and achievement. The My Portfolios Page contains all your portfolios. You can create addii

My Portfolios

Create Portfolio

El

My Artifacts

1]

Shared with Me There are no portfolios yet. Once you create a portfolio they will appear here.

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

B My Artifacts

Artifacts are pieces of content that can be attached to a Portfolio and ean be reused. Course artifacts are graded content from your course and remain available te you even if you no longer have access te your course. Personal art;

My Portfolios fills, links and multimedia assets) you create/upload.

@ Add Personal Arfifact  Add from Course
My Artifacts
Delete
[" Title Description Type Course Date Added
Shared with Me Add1 Handout artifact chapter 1 Personal Artifact March 8, 2016 9:32 AM
Study Guide artifact chapter 1 Personal Artifact March 8, 2016 9:30 AM
Reflection artifact chapter 1 Personal Artifact March 8, 2016 9:29 AM
: 7  Delete
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4. The third button is Share with Me. If someone shares their portfolio with gewaf internal user), you will see it
here.

My institution  Courses  ContentCollection ~ Community  Services &Resources  System Admin  Help & Support

View Shared with Me  Oiscover Portilios

u for feedback
irectly to you if the author decided to share with a role you belong to or if the author shared it with everyone.

Create Folder Search

m Check to select allitems  pove  Delete Sotby | Tiler | Asending-  Viewas = §§
—

MBA Portfolio

po
portfolio sn

Shared Snapshot
Wednesday. Apnl 22. 2016
13335 PM

Open Move

Move | | Deiete

Create a Portfolio

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

m My Portfolios

Portfolios offer a means to demonst
My Portfolios

El

My Artifacts

Shared with Me

Create Portfolio

6. Enter atitle. Enter a description (if desired). Select a Portfolio Templ&teeck Submit.

Create Portfolio

¥ Indicates a required field. Cancel

GENERAL INFORMATION

% Title [Graduation Portiolid
Template Select Portfolio Template

Templates are pre-created content blocks that follow a certain order.

Description

Charactercount 0,
Available @
Comments are Private @

If checked, all comments will be hidden from users who can view the Portfolio

Click Submit to proceed. Click Cancel to go back

o
*Portfolio templates are createdt 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.
Select Portfolio Template

Go

Title .~ Description
Nature of Exceptional Children Final Portfolio and Group Discussion ED 230 201630
Nature of Exceptional Children Final Portfolio and Group Discussion ED 230 201630 (1)

Test - CELT Portfolic

Displaying 1 to 3 of 3 items Show All || Edit Paging...

7. After the portfolio is created, you may take a Getting Stattad.
Getting Started with Portfolio

@ Take the Tour

No thanks, Il explore on my own

8. Youcan review the Getting Starteadir any time while editing your portfolio by clicking the icon on the upper
right corner.

My Portfalios | Edit Portfolio: Graduation Portiolio

Edit Portfolio: Graduation Portfolio

L+ Page 1

Blackboard Learn Portfolios 04082016



Editing Your Portfolio

9. This image shows the different pages and sections that can be addedefehst (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.

My Portfolios ~ Edit Portfolio: Graduation Portfolio @

Settings ~ Preview and Customize Done Editing

Edit Portfolio: Graduation Portfolio

Clic{ere to add a header to your portfolio
© Page 1
$ Paget &
$ Section 1
Section 1
% Add Artifact this area will not appear in the portfolio.
id conteNt

Click here to ad

Click here to add a footer to your portfolio

10. After clicking Add Artifact thbox 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 drtifact is from your
computer, outside of Blackboard. Click on Add from Courtleeifartifact is located in one of your Blackboard
courses.

3 Add Artifacts to Po%m % = HMH gm - Google Chrome

& https://concordia.blackboard.com/webapps/portfolio/execute/content/picker?dispatch=openPicker&selectMultiple=true&element

Add Artifacts to Portfolio Page

Add Personal Artifact Add from Course

Search | Title v | Contains v || Go
Title Description Type Course Date Added -
Addl Handout artifact chapter 1 Personal Artifact March 8, 2016 9:32 AM
Study Guide artifact chapter 1 Personal Artifact March 8, 2016 9:30 AM
Reflection artifact chapter 1 Personal Artifact March 8, 2016 9:29 AM

Displaying 1 to 3 of 3 items Show All | | EditPaging...

Add Artifacts to Portfolio Page [ o _— m
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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.

Add Personal Artifact

Personal Artifacts are pieces of content (text, images, documents, and multimedia) that can be attached to your Portfolio. The benefit of creating a personal artifact
is that you can create it once, and reuse it across multiple portfolios.

& Indicates a required field. Cancel

ARTIFACT INFORMATION

Enter basic information about the Personal Artifact.

A% Title |Persanal Artifact

Description

Character count: 0,
The deseription is not ineluded when the artifact is added to a portfolio. It is an aid to help you find your artifacts in the future.

Specify the content of this Personal Artifact.

Content

T T T T Paragraph v Arial T 3(12py TIZELiE-T- 2@ Eixa
%0 0OAq EEE=EE = T | e — = = |-

@ G B3 f, oMstups ~ T « ©@ @ 4 H AL (B

Path: p WordsD
Attach File Browse My Computer Browse Content Collaction

Click Submit to proceed. Click Cancel to go back. Cancel
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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.

Find Artifacts from Course

Criteria Summary

entresult: | Go

AL-107 AL Faculty Training Course

Browse Criteria

Title Type
¥ Course

o O

(@)AL-107 AL Faculty Training
" Course
“JAL-107 Appleton Test Course
~ 201530 01-23-2015
7 AL-107 Mequon Test Course
" 201530 01-23-2015

Session lll Communication Paper Drop Box (Attempt 1) Assignment Artifact

Session |l Technology Skills Paper Drop Box (Attempt 1) Assignment Artifact

=

Session Il Technology Skills Paper Drop Box (Attempt 2) Assignment Artifact
( ) Assessment Committee - CUWY
() Assessment Skils OT 529 BL
 12891-201610
(7) Athletic Training Practicum V HHP
" 4910 10461-201510
~)Business Law | BUS 210 DYF
© 12818-201610
~)Fam Cen Nurs: OB & Wom H
~ Pract NURS 426 0 11058-201510

Session | Learning Style Paper Drop Box (Attempt 1) Assignment Artifact

Session IV Memory/Reading Paper Drop Box (Attempt 1) Assignment Artifact

Session V Critical Thinking Paper Drop Box (Attempt 1) Assignment Artifact

Session VI Student Success Plan Paper Drop Box (Attempt 1) Assignment Artifact

O Ooooo

~Foundational Concepts in Occup
~ 0T 521 BOT 31854-201630

) General Psychology PSY 101 8 Displaying 1to 7 of 7 items Show All Edit Paging..
32521-201530
| Katie L's Test Course
_' MBA-018 MBA Test Course
~ 201530 03-31-2015

Selected Artifacts [} Cancel

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

Page 1

Introduction

@ Add Artifagt | Reflection artitact chapter 1

For the toolbar, press ALT+F10 (PC) or ALT+FN+F10 (Mac).

T T T T Paragraph v Arial v 320 v ==L T2 @ @ixa

¥Dogawoe EEEE = | o — = o &

@ @ @ B i omashs - T« g HTHL 55

I chose this artifact because. |

e Words5
Cancel

14. A completed section with an artifact added is shown below.
Edit Portfolio: Graduation Portfolio

Click here to add a header to your portfolio

Page 1
Page 1

Introduction

Intreduction

% Add Artifact Reflection artifact chapter 1

| chose this artifact because
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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 createan the page Click the + at the top ordttom of Section 1 to add more sections.

Edit Portfolio: Graduation Portfolio

Page 2|

Preview and Customize Your Portfolio (Layout and Color)

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

Settings  Preview and Customize  Done Editing

17. This page will appear. Click Customize Style.

Page.1 Page 1

Introduction

Reflection ar

Section 2

18. Choose from the options for layout and color. WHinished, click Save.

Layout £ Page Page 1

Introduction

Section 2
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19. Click Close to return to the editing page of the portfolio.

Page 1 Page 1
Page 2 :
— Introduction

Reflection artifact chapter 1

I chose this artifact because

Section 2

20. Click Done Editing when you are finished.

My Portfolios  Edit Portfolio: Graduation Portfolio @

Seftings  Preview and Customize  Done Edifing

Edit Portfolio: Graduation Portfolio

Click here to add a header to your portfolio

© Page 1
$ Page1 2|
% Introduction 2}
$ section2 2| Introduction
4 Page2

@ Add Artifagt  Reflection ariitact chapter 1 @)

Section 1

@

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

m My Portfolios

Portfolios offer a means to demonstrate formative and/ar summ

My Portfolios

= Portfolio

My Artifacts

S Check to select all items  Delete
—
lu Graduation Portfolio
Shared with Me
0 Comments
Edit View More
> Delete
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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 CoursgpsSee s
10-12 for more details about adding artifacts.

[" My Artifacts

Artifacts are pieces of content that can be attached to a Pori
files, links and multimedia assets) you create/upload.

My Portfolios

z
My Artifacts
} Delete
[" Title
Shared with Me Add' Handout artifact chapter 1

Study Guide artifact chapter 1
Reflection artifact chapter 1

> Delete

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 appeliek ©n Share.

m My Portfolios
Portfolios offer a means to demonstrate formative and/or summative prog
My Portiolios

Create Portfolio

My Artifacts

> [ Checkto select all items | Delete
—

[" @ Graduation Portfolio

Shared with Me

Settings

Share

View Comments
Download

Delete
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24.LF &2dzQ0S aKFNBR @2dz2NJ LR”NIF2f A2 GAd
pAGK® /A0l | &SNE O06AGKAY GKS dzyA @S

| My i Share io: ion Portfolio

Share Portfolio: Graduation Portfolio

Share a Snapshot with +

Users
External Users
Courses
Organizations

Institution Roles . - . .
You have not shared this portfolio with anyone.

All System Al 1t " - " .
ystem Accounts Use "Share a Snapshot with" option to share.

When you share, you are sharing what your portfolio looks like at that specific point in time
You can continue to work on your portfolio but the snapshot you have previously shared will not be updated
To share your latest work, use "Share a Snapshot with" once you have made the necessary updates.

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

Share with User: Graduation Portfolio

This Portfolia will be searchable by the selected users from Discover Portfalios.

areq Cancel
CHOOSE USERS

T more Usernames or click Browse to search. Seg

Browse

EMAIL INFORMATION

No above that this Portfolio ha: a h

Send Email

Subject Susan Gallanis has shared a Porila with you

Message

T T TT Paragraph v Arial v stz v s FT-# @ = -3E

== T SRS - B

XDoaq
@T«0® W s

‘Susan Gallanis has invited you to view the Portfolio: Graduation Portfolio To view the Portiolio, login to Blackboard and go to Shared with M’

Pam:p Words24
Send copy of message to self

Use Blind Carbon Copy (Bee )

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

Share with External Users: Graduation Portfolio

The Portfolio may be shared with people who do not have accounts on the system. A valid email address must be supplied for each recipient.

EMAIL RECIPIENTS

Enter email addresses below. Separate multiple email addresses with gnmas.

EMAIL INFORMATION

The Subject may be edited and additional text may be included. Do not edit the auto-generated links located in the Message body. The system will automatically replace PORTFOLIO_URL with the actual URL for the Portfolio

Susan Gallanis has shared a Portfolio with you

T T T T Paragraph v Arial v 3¢y v E-IE-T-2-@
%¥Do0oa = = =|[7 5 o — = L[]
DT «e@dB e

Susan Gallanis has invited you to view the Portfolio: Graduation Portfolio Click the link below to view the Pertfolio: Graduation Portfelio <PORTFOLIO_URL>

10
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PORTFOLIO PASSWORD

Portfolios may be password protected. Select whether or not to include the password in the email message. If the password is not included, provide Portfolio users with the password by other means.
Use password

Include password in email
EXPIRATION
Determine the amount of time for whick this share will be valid.

© No expiration ¢ Lifetime of Pass [i Gy v

Click Submit to proceed. Click Cancel o go back.

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 linkthisoAssignment (but it is not required).

Submission Details

If any students are enrolled in more than one group receiving the same assignment they will submit more than one attempt for this

Assignment Type Individual Submission

Group Submission
« Pertfolio Submission

Selecting this option will require stidents fo submit a portfolio as a response fo this assignment

Select Portfolic Template

Number of Attempts Single Attempt r

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 natgda
Upload Assignment: Graduation Portfolio

ASSIGNMENT INFORMATION

Points Possible
3

ASSIGNMENT SUBMISSION

Attach Portfolio SelectPortfolio  OR  Create Portfolio

ADD COMMENTS

Comments

5] -

11
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29. This is a view of the snapshot afeestudent submitshe portfolio to a drop box.

30. If a student shares portfolio with you via a lifikxternal User option}his email will look like this.

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

a comment.

12
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