ACADEMIC TECHNOLOGIES (ITS) 1%/

UNIVERSITY

Work toward greatness.

TUTORIAL
MANAGING YOUR FILES

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

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

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

@%&tfol io

PACE UNIVERSITY

Welcome to the Pace ePortfolio
Pace Usermame:*

Create. Share. Shine. w24T5p

2. Click the Content button.

PACE UNIVI:RSI'IY
(s EEULLELG 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

(7

Content

Profile  Profile pictures

Journals

Profile ©

About me Contact information

Messaging General

Résumé  Plans

Hotes

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 ©

Upload pour images, documents of other ez for inclusion in pages. You can Select mulliple fies 1o upload T

Updaad file Yoz Thi Tis
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Drop files here to upload
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5. Select the file from your computer and click Open.
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File name:  Academic Technology Fall 2014 Schedule.docx

v | ANFiles ("1
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6. A green check will indicate that your file has been uploaded correctly.
Files ©

Jpéoad your images. documents or other lles for Nciusion in pages. You can select mulple t8es t
pload of Academic Technology Fall 2014 Scheoduse docx cormpiete
Upload file ¥l Yes wn of | hay

ocal copynght fe I\

The file | am atternpSng 10 upload

legesiation This file also ac

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

% Home
Hame Description Jize Date
= A of Film - Fall 2011 1602012 | 2 ]
== Enghk=h Essays TRN22012 & |i
= imajes mage fles H0a20 Z| |l
== Leaming Commumity - Fall 2090 T2 2] |
10:24_colgate-palmalive-prooy2013_0001__1.gd 4K vzt B i
I 31390a37aen 1edsT_umblr_ms48)1aySwighindo 1 _S00 modarge: g TIRIK 2809013 | el [
! 182478_10150937461072341_1258871264_n.jpg 135.4K A |l
n 536500_549860851707141_1840844885_n jpg 405K 0ERXRIY |4 |
—_ Acasemic Technolag r,:|_'-'.'.|c.--.;1.|¢.---.— 32 5K oS0 LA [
L AmandaFinaHW - Compubss maly 15T MH2203 ’* E
; AmandaFinalS8eadicam 1. mov 283b 1128013 & |-|.

To create a folder, type the name of the folder in the text box below the browser button.
Click Create folder.

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

% Home
Name Description Size Date
Art of Film - Fall 2011 18022012 [ 2] [
English Essays 16022012 [ 7 _I-I.
5 Imapes mage files 2oma2012 [ 2] (@
#= Leaming Community - Fall 2010 18022092 | » u
Sample Folder VSRR 14 .-l“' ]_[
1024_colgate-palmolve-proxy2093_0001__1.gif E 4K 16102013 [ 7 il
B 31358a3Tase ed67_fumbl_ms 48 TaySwlghantio1_500 xulange. gif TIAZK 25092013 [0 n
! JB2478_10150937461072341_1258871264_n.)pg 13546 DGM22013 | 2 u
I5500_549560 wek 06122013 (2] [
Academic Technalogy Fall 2014 Schedule. doox 32 8K IS0AZ014 [ 2 il

**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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