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HOW TO ADD AN ENTRY TO A
JOURNAL

This tutorial will show you how to add an entry to an existing journal.

http://www.help.pace.edu PLV:914 773 3338 NYC: 212 346 1583

There are two ways to create a journal entry:
1. Directly from the ePortfolio page where the journal is displayed.

2. Through the “Journals” section.

Adding an Entry from the “Journals” Tab:
1. After logging in, click “Content”.
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@%&tfolio

PACE UNIVERSITY
[FEELALETL I My ePortfollio  Content | Growps

- Megan Burke
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Start Building Your ePortfolio in 2 Easy Steps:

2. Click “Journals.”
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3. Click “New Entry” next to the journal where you wish to add an entry.

I Test Journal 1 0 enty @ 2k |H

This is a sample description of $his jowrna

4. Title the new entry and type your entry in the box below and click “Save” at the bottom.

Dashboard My ePortfolio Jel.l,1 0114 Groups

Profile  Profile pictures = Files Journals Résumé Plans  Notes

New journal entry in journal "Test Journal 1"
Title®  ==——3p Test Entry

Entry * BJIUMXA- Y- ESEIE —LEJ w0
<) = I= _ﬂ | & 43 & &
Font Family |~ | Font Size v | Paragraph v

"_> This is a test

Path: p
Tags Show my tags
o
Attachments No files found
| Add a fie | ©
Draft 0

Allow comments
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Adding an Entry from your ePortfolio Page:

1. Loginto ePortfolio and click the “My ePortfolio” tab.

ko

c\ortfolio
PACE UNIVIRSITY "
BEELLLETLE My ePortfolio | Content | Groups

Start Building Your ePortfolio in 2 Easy Steps:

-

e

Tutorials »

2. Under the “Pages” sub-tab, select the gray pencil icon, next to the page where your journal is
displayed.

Dnnboard My ePortfolio Contem Groups

Pages  Collections Shared by me Sharedwithme  Export  Import

Pages Coy apage |

Searcix THe descriphion 1ags v | Search

Dashboard page s
f dasdboand ago it what yOu e On Ihe homepage when you Sirst log in Oaly you hie actessto it

Profile page '

Your peofie page Is wihat others see when they cick on your name or profie pacture

I. introduction E
Thes pape descrites who | at &3 2 person

II. Professional Preparation/Resumé Z B
Heve 13 2 page sitich noksdes my resume
. KPMG Audit Intermship Experience 7z B

3. Click “New entry” at the top of the journal.
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4. Title the new entry and type your entry in the box below and click “Save.” We strongly
recommend that you save a copy of each entry on your computer.

Dashboard My ePortfolio [-LICLIM Groups

Profile = Profile pictures  Files Journals Résumé Plans  Notes

New journal entry in journal "Test Journal 1"
Title * = Tast Entry

Entry * BIZI UM A--IESEE—CVERY v
9 == | PR =)
Font Familly |~ | Font Size » | Paragraph \d

This is a fest %

Path.p
Tags Show my tags
0
Attachments No files found
Add a file | ©
Draft 0
2 =,

Allow comments

5. Your entry will now be visible on the page.
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Test Journal 1

LNew entry I

aggription of this journal

Test Entry

This is a test

Comments (C)

1 entry

My Notes:
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