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March 31, 2015

This tutorial serves as a guide for setting up the Tenure and Promotion (TAP) eDossier
Template page and files.
You will need:

e Your TAP files (ex. CV, Teaching Portfolio, etc.)

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

Part I: Copying the TAP Template

1. Login and click the “My ePortfolio” tab.
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Start Bullding Your ePortiolio In 2 Easy Steps:

2. Under Pages, Click “Copy a Page”.
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3. Search for the page titled “Tenure and Promotion (TAP) eDossier TEMPLATE” by the Academic
Portfolio Workshop.

Dashboard RIFEULLICILE Content  Groups

Pagus  Colleclons  Sharsdbyme  Sharedwilkme  Lxporl  loport

Copy a page or collection

[ Smarch peges Go I Search ownecs:
Collection tle Page name Owner
cIswW 1. Rubrics . Sr Larner Copy codechen | | Capy page
cIsw 2 Showcase . owier Cogy obeztor Cogy pege

Academic Materials Po0e Uity ¢Pent Caury page

Unaergraduate Work Academic Materials ﬂ Sarmaria tpay Copy cutextor Cooy page
General Portfolio Academic Materials I Amands Vieveesce Copy codector Crv szt

4. Once you find the page, select the “Copy Page” button.
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Copy a page or collection

Searchpoges:  (TAP) eDessier TEMPLATE | Go | Search owness Go

Collection title Page name Owner
Tenure and Promotion {TAP) eDossier TEMPLATE Acsdinic tortisi Vit

5. Before you save the page into your ePortfolio, you may delete the words “Copy of” in in the
page title. Click save.

Copy of Tenure and Promotion (TAP) eDossier TEMPLATE
(D Copiaa T tiacks ane 13 antetacts ham Tenure 390 Promuson (T4 aDsssier TEMPLATE
Edit title and descripion  Edk syoul Edeconlent  Osplay page s Sharepaze »

Page ste* é'u'-; ard Promats

Paje descroten BIUA-Y-EZAR(—F %Y -
=i o Xa

FontFandy ~ | FatSe * | Paagaph

[~ B =
L

Patip

Name dspiay format ' Cesplar name [imands Yaecency) (v

6. Once the page is saved, you will be taken to the editing mode of your TAP page. There you will
see a list of empty folders. To populate these folders with your files, follow the instructions
below.
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Part ll: Populating the Folders

1. Click on the ePortfolio icon to be taken back to the Homepage
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Start Building Your ePortfolio in 2 Easy Steps:
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3. Under Content, select “Files”.

@%p\tfolio

PACE UNIVERSITY

Dashboard = My ePortfolio Re-ITNIE Groups
Prodk  Pretie peties | s | Joumals  misund  Pens  Metes

% v Madmum Uk e 96 IU8

Drop files here to upload

Credn boadet

4. Asyou scroll down the “Files” page you will see all of your files and folder. Select the

“Viewfiles” folder, this is the folder where your TAP subfolders are located.

Acadtech@pace.edu
www.pace.edu/digitaltoolkit
914 773-3333 (ITS Help Desk)

914 773-3664 (Office)


http://www.pace.edu/digitaltoolkit
http://www.pace.edu/digitaltoolkit
http://www.pace.edu/digitaltoolkit
http://www.pace.edu/digitaltoolkit
http://www.pace.edu/digitaltoolkit
http://www.pace.edu/digitaltoolkit
http://www.pace.edu/digitaltoolkit
http://www.pace.edu/digitaltoolkit
http://www.pace.edu/digitaltoolkit
http://www.pace.edu/digitaltoolkit
http://www.pace.edu/digitaltoolkit
http://www.pace.edu/digitaltoolkit
mailto:Acadtech@pace.edu
file:///C:/Users/lf72881n/Documents/DT/www.pace.edu/digitaltoolkit
http://www.pace.edu/digitaltoolkit
http://www.pace.edu/digitaltoolkit
http://www.pace.edu/digitaltoolkit
http://www.pace.edu/digitaltoolkit
http://www.pace.edu/digitaltoolkit
http://www.pace.edu/digitaltoolkit
http://www.pace.edu/digitaltoolkit
http://www.pace.edu/digitaltoolkit
http://www.pace.edu/digitaltoolkit
http://www.pace.edu/digitaltoolkit
http://www.pace.edu/digitaltoolkit
http://www.pace.edu/digitaltoolkit
http://www.pace.edu/digitaltoolkit
http://www.pace.edu/digitaltoolkit
http://www.pace.edu/digitaltoolkit
http://www.pace.edu/digitaltoolkit
http://www.pace.edu/digitaltoolkit
http://www.pace.edu/digitaltoolkit
http://www.pace.edu/digitaltoolkit
http://www.pace.edu/digitaltoolkit
http://www.pace.edu/digitaltoolkit
http://www.pace.edu/digitaltoolkit
http://www.pace.edu/digitaltoolkit
http://www.pace.edu/digitaltoolkit

Y BiR S L2y

r N JEPORTFOLIO

P AjC E U N

|

TOOLKIT
¢ 2 i
” _‘;“T" FYE
CLICK A I
HERE! !

Home
Name Description Size Date
m Aol Fiam - Fal 2011
s Engdsh Essays $022012 £ B
Grad Fies Da01¢ 2 B
Lmaming Commmrety - Fab 2000 MR 2201 Z |8
Pcsires FONZ01¢ 7 .
m Prodk mages H0N2016 7 |5
. Usoergrad Fikes 1NN 14 7 |
Videos 7 | W
| T 2 1§ )
e P -
s ”
- 7 =
s |\l
Z B
’ 2 @

5. Within “Viewfiles” there will be another subfolder with a 6 digit number with the description
“Files copied from Tenure and Promotion (TAP) eDossier TEMPLATE.” Click the title of the
folder.

Files °

Uphoad She ws The Me | am abemptng to teioad Is mry ow Foyos SIDreaS DAITAASION 10 Saproduce Andor distsbts 1his em By ye of this Bis doe

Jrop files here to upload

oe 0
% Home / viewfiles
Ha—w Description $ize Date
ey FEes copled Yom Tarure and § o8 (TAPS sOcs tler TEMPLATE e = G

6. You can now see your list of TAP folders. Here you can populate each folder with files from your
computer of flash drive. For example, to upload a document in the Executive Summary folder,
click the title of the folder.
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M Home | viewfiles | 173877

(N:mc \ Description Size Date

Aot 1400
1 Curncubim Vites (CV) ot s B
% Z Executive Summary Ja V20t Z B
= ) Teachng Portfolo A0 P S

4. ScholarshipRescarch Portiolio V204 7 B

l' 5. Service Portfolo ‘) avants 7 R
O d L o A W4 ‘/ F

0NV 14 7 1
Version Mahara 1.9.1; Updated September 2014

m 7. AdOensum

7. To upload a file, select the box next to “Yes” and browse your computer for the file.

e
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Drop files here ipload
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% Home / viewfiles / 173877 / 2. Executive Summary
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8. Once the file is done uploading it will be highlighted on the bottom of the page, within the
folder.

Files ®

l@ Lipioad of 17_ePGu00-Samn - TAP Parmisaans 00010 2 EXecutve Sommay oo me ]

Uptnad e VioYes The S | am a8emztng 1o corad 1s my swn o | Raes SGIEES 2e0Ts1en 3 reprosuce andr 3 ebioate s ¢
r
iin Browse
Drop files here to upload

Creatm lakier

@ Home | viewfiles | 173877 1 2. Executive Summary

Name Oescnpbon Size Date

9. Now when you go onto your TAP page, your file will automatically be on the page underneath
the subheading. Repeat steps 6-8 for each folder.
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