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"HOW TO CREATE

This tutorial will show you how to create a plan to track your goals

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

1. After logging into ePortfolio, click the “Content” tab.

/e\%p\tfolio

PACE UNIVERSITY
ET L GENGE My ePortfolio  Content | Groups

@ You are logged in

Start Building Your ePortfolio in 2 Easy Steps:

e e \ | i | q s W
Create "' | Share
- -t ‘ ) - :,fj._._‘),",gk o

2. Click “Plans”.
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3. Click the blue “New Plan” button.

Dashboard LU G Content Groups

Profile  Profile pictures  Fles  Journals  Résumé  Plans  Notes

Plans

4. Enter the title of your plan. You may also enter in a description. When finished, click “Save
Plan”.
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New plan
Title * Maintain a high GPA (—

__} Description This semester, | plan on maintaining my high Grade
Point Average

Tags Show my tags

5. Now you may create a series of tasks, which represent smaller steps necessary to complete
your plan. Click the blue “New Task” button to add a task.

€ Pian saved successhully

Plan 'Sample Plan’ tasks. @

10 tasks yel Add one

6. Add a title, completion date and a description of the tasks needed to complete the plan. Click
“Save” when finished.
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New task
Title * Timeliness H——

he ttie will be used 10 display each task in the plans blocktype

Completion date * 2014/12/15 | £ ‘ h

1h at AAAAITT
g format YYY \

Description Complete every homework assignment on time,

—

Tags Show my tags

Completed

7. Repeat steps 5 and 6 whenever you wish to add a new task. To mark a task as completed, click
the grey pencil icon across from the task.

Plan 'Maintain a high GPA' tasks. [ New task |

Completion date Title Description Completed

mber 2014 T meiness Complete every homework assignment on tme @ =

8. Check the completed box, and then click “Save Task”.
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Editing task

Title * Timeliness

Completion date* 2014/12/15 o]
Description Complete every homework assignment on time
Tags Show my tags

Completed

9. Now a green check will appear next to the task.

Plan 'Maintain a high GPA' tasks. New task

Completion date Title Description Completed

15 Decamber 2014 Timeress Compiete every homework assignment on time % 2 B

Plan 'Maintain a high GPA' tasks.

Completion date Title Description Completed

1 September 2014 Timeiness Complete every homework assgnment on time [1] 2B
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Your plan will remain private until you choose to display it on one of your ePortfolio pages. To

do this, follow the instructions below:
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|

1. Under the “Portfolio” tab, click “Pages”. Select the grey pencil icon next to the page where you
wish to display your plan.

- -

Dashboard BUUICLLGGIE Content | Groups

Pages  Collections Shared by me Sharedwithme  Export Import
Pages(_ Create page Copy a page
Search: Téle cescription, fags | » Search
Dashboard page £

335NDOSNT Page 15 what you 586 on e NOMepage when you firs1 1og in Only you have ac0ess 10 it
Profile page [*] £
our profie page is winat omhers see whnen they ok on your name of profile pacture [
Academic Materials gty (7]
' % Text box @ ;
Co-curricular /Extracurricular Activities s N
Resumé lsa] Image s N
Showcase 7 |8
The Amanda Show % Media Y # B
Travel | Future Plans =5 Z |l
& Journals

General \

E5 Feedback

(<) Creative Commons
hicense

-

== Navigation

=Z Plans

™, Recent forum posts

2 Text box
G 2

EB Personal info

(4} External

2. Click on the “General” tab.

3. Select the “Plans” bar and drag it anywhere on your page.
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B2 Text box

4. A pop-up window will appear, listing all the plans you have created
would like to display, then click “Save”.
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. Click on the plan that you

Plans: Configure

Block title
Set a block titie

Plan to show

Become Certified
| plan on passing all four paris of the CPA exam upon graduation
Business Goals: Professionalism and Integrity
Communication Skills

e Maintain a high GPA h
This semester, | plan on maintaining my high Grade Point Average
Personal Effectiveness
Quality Focus & Workioad Management
Teamwork

Technical Skills

Retractable

Automatically retract
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5. Your plan will now appear on your page.

Maintain a high GPA €Emm—

Completion date Title Completed

Timeliness

17 December 2014

If you would like others to see this page with your plan, be sure to set the page permissions
under the “Share Page” tab. For instructions on posting a file on a page, please see the tutorial
titled “How to Share Pages and Collections” located in our ePortfolio toolkit.

My Notes:
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