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Work toward greatness. greatness.

TUTORIAL

CREATING AND DISPLAYING A
JOURNAL.

This tutorial will show you how to create a journal and display it on a page where
others can view it.

How to Create a Journal

1. After logging into ePortfolio, click “Settings” in the upper right hand corner.

5 - 4 £ Setting 0 #» Logo
2. Click “yes” on the box “Multiple journals.”
Multiple journals Ye: @
By default, you have one journal. If you would like to keep more than one journal, turn this option on
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3. To create a journal, click the “Content” tab and then click on the journal tab.
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4. Click “Create Journal” to start a new journal.

Journals @

+ Create journal
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5. Title your journal, give it a description (optional) and click “Create journal”.

New journal: Journal settings
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6. This journal will now appear in your “Journals” section. Click, “New Entry” to add an
entry to your journal.

Ll

TESTJOURNAL MO EMTRIES YET. 2>

LA
I
I
3]
I

This is & sample descriptien of this journal.

F New entry

¢ Note: Your journal will remain private until you display it on at least one of your
ePortfolio pages.
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How to Display a Journal

7. Click “My ePortfolio”, then click “Pages.”

Work toward greatness.

DASHBOARD ‘ MY EPORTFOLIO ‘ CONTENT

o lECTIons shared by me shared with me CEport M PGt

GROUPS

8. Under the “Pages” sub-tab, select the grey pencil icon, next to the desired page

where you wish to display your journal.

Your dashboard page is what you see on the homepage when you first login. Only you have access to it
Profile page
Your profile page is what others see when they click on your name or profile picture.

Academic Materials
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9. Click the “Journals” tab from the menu on the left. Note the four different ways to
display your journal.

The “Journal” tab will display one entire Journal of your choice.
The “Journal Entry” tab will display one Journal entry of your choice.

“Recent Journal Entries” will display the most recent entries from a Journal of your
choice.

“Tagged Journal Entries” will display all Journal entries with a specific tag.

Drag and drop your chosen icon onto your page.

A Tex
+ [aa] Image
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w # Journals

# Journa
E Jeurnal entry
Recent journal entrie:

W Tagged journal entries
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i
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10. Select the journal you wish to place on your page and click “Save.”

T you leave Inis old e €0y Ife Journai w DE e
Journal
Browse Sea

@ Test Journal

hiziza s3mp ece::"F'.':' :'-'.":":1.": i

@ Umme Kazmis Journal

ORE OPTIONS
Block copy permission Skip this block entirely when copying the page =
Ifyou allow other users to copy this page, you may choose how this block will be copied
Retractable Mo T

Select to allow this block to be retracted when the header is elicked

Save Remove
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