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USING THE FILE REPOSITORY
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This tutorial will show you how to store content in a private section of your ePortfolio that
can later be transferred on any page.

1. Login to https://eportfolio.pace.edu with your Pace username and password.

@%p\tfolio

PACE UNIVERSITY

Welcome to the Pace ePortfolio

Create. Share. Shine.

2. Click the Content button.

@%p\tfolio

PACE UNIVERSITY ESEEEN
BEEULLETG I My ePortfolio | Content | Groups

@ You arz logged In

Start Building Your ePortfolio in 2 Easy Steps:
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3. Click Files.

Dashboard | My ePortfolio Rl
Profile  Profile pictures @ Journals  Résumé  Plans  MNotes

Profile ©

About me Contactinformation Messaging General

4. To upload a file, check yes to the copyright disclaimer to verify that you own the file or have
permission to upload it. Then click Browse.

Files ®
Iplaad pour images, documents oF gther Bes for inclusion in pages. You can elec mulliple e 1o uplead |em al once. Drag and drop |e icons o move Nles bebveen habders
Ipdaai File Waao Thia Tle | am atempting to updoad is my own of | figve Sxpress peamitssion b reprodece andion distribube this iem. My use of Tis Sle doe s nod eeach an

File

’I-‘-‘;I copymight bagislation. This Al also adhsres o e terms and condiions cuined on this siks
O--’- fites salactad (Maxmum upload slze 23 SWB

Drop files here to upload

Creale lolder
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Favorites
Bl Desktop
8 Downloads
Recent Places
& SkyDrive

4 4 Libraries

£| Documents
J Music
i/ Pictures

B videos

4% Computer

&, Local Disk (C)
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Libraries

& Documents
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Pictures
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| AN Files (1)
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ynght legesialior

his hie also acheres 1o

File name: Academic Technology Fall 2014 Schedule.docx - >
o Cancel
6. A green check will indicate that your file has been uploaded correctly.
Files ©
Jpéoad your images. documents or othee les for inclu 1 In pages. You can select mulipie e 8 e e f atwee
pload of Academic Technology Fall 2014 Scheduse doox compiete
Upload e ¥l Yes The file | am attermpSng 10 ug i this item W f 1 sach ar

The file will be highlighted in yellow in your files section. Note that the files are listed alphabetically.

™ Home
Hame
= A of Film - Fall 2011

== Enghk=h Essays

== images

== Learning Community . Fall 2010
10%4_colgate-palmiolve-proory?

1298337 aee 1edE

Academic Techinolog

amandaFinalHW - Compubesmd

AmandaFinalZSsadicam 1. mov

13_0001__1.g¢

T_tumbir_ms4S1aySw1ghindiol

S80_B43BG0BE1TOT141_1840844885_njpg

g F...—

Description

a]a Tiles

00 00d arge gif

Jize Date
180X 2012 F |"l
ansaiz o |
H0a20 FinN
TRNZZD rAmn 1
54K 16zt 8] [
2K 1 FIar
54 2D |2 |
48.6¥ BM20 Z |l
15 zons 8 [
I zenl [ (@
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7. To create a folder, type the name of the folder in the text box below the browser button. Click
Create folder.

Files ©

Upload file Yes: The fle | am altermpling o upload is my own or | have espress permasion 1o reproduce andlor dafribute this ibem. My use of this file does nol bréach any

Dcal Sopynighl legislalion. This e alse Sdhefes ko e lerms snd condlions culined on e Sie

Fila X Ho files selected Maximum upload size 23.8MB

Drop files here to upload

8. To move files into this folder, drag them by the icon into the folder icon.

M Home
MName Description Size Date
Art of Film - Fall 2041 16022012 2] [N
English Essays 16022012 | 2 _I-I.
= images mage filez 29042012 !‘ E
== Leaming Community - Fall 2010 18022092 | » u
Sample Folder 1S0A2014 _,» ][
1024 _col gate-palmolive-procy 204 3_0001__1.gif 54K 16102013 (2 [
B 31308a3Taee1ed67_fumbir_ms48)TaySwlghansiol_500 ol arge. gif TIAZK 25092013 | @ n
g ZB2478_10150937451072341_1258871264_n.pg 13546 DGM22013 | 2 u
..... _BqupioG A 6k 1 r ][
Academic Technalogy Fall 2014 Schedule doo 328K a0 gl |l

**Note that your “Files” section is only accessible to you. However, you can share these files by
uploading them on any of your ePortfolio pages.

My Notes:
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