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USING THE RESUME FEATURE

This tutorial will show you how to create a resume that you can embed on your ePortfolio
pages.
You will need:
e Your resume (for reference)
http://www.help.pace.edu PLV:914 773 3338 NYC: 212 346 1583

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

@%Rtfolio

PACE UNIVERSITY
Dashboard K- lge (ol | Content | Groups

€ You are logged in
Start Building Your ePortfolio in 2 Easy Steps:

I S 3 i M
by l
| \\ P CL = s

2. Click “Resume”.

@%Rtfolio

PACE UNIVERSITY
Dashboard A My ePortfolio J:;iC 18 Groups

Profile Profile pictures  Files  Journals @ Plans  Notes

Profile @

About me Contactinformation Messaging General

Please goto ir Profile page to arrange the information you wis
Enter your real first and last name here. If you want to show a diffg
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3. You can edit your cover letter and personal information in this first section.

Dashboard | My ePortfolio 11113 m

Profile  Profdepictures Files Jourmals Résumé  Plans  Notes
. . 9
Resume

Introduction Education and employment Achievements Goals and skils  Interests
Cover letter ©
El<—

[Personal information \
Date of birth 1992/11128 =
Place of birth Bronx. New York
Citizenship USA
Visa status ®
Geader (Not specied) @ Female Male
Marital status Single

4. You will notice a series of tabs. You will be able to add items to these sections by clicking on
each tab.

Résumé °

Introduction Education and employment | Achievements Goals and skills | Interests

Résumé °

Introduction Education and employment Achievemenlis Goals and skilis Interests

Education history @

Employment history @

Add
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5. Once you have completed filling out each section, always click “Save”.
Employment history @

Start date * September 2014 o
End date
Employer * Pace University

Employer address
Job title * Academic Technology Graduate Assistant

Position description

Attach file

ViBirowse, No file selected

6. Once saved, the resume can be put on any of your ePortfolio pages by first going to the “My
ePortfolio” tab and clicking the grey pencil icon next to the page where you would like to
display your resume.

Pages
Search Title, description, tags [»! | Search

Dashboard page P

Your dashboard page Is what see on ihe homepage when you first fog in. Onl

Profile page £

Your profile page Is what others 5@ en May ol n r o e

Academic Materials £ B
Co-curricular (Extracurricular Activities £ B
Copy of Academic Materials 2 &
Copy of Co-curricular /Extracurricular Activities 2 |8
Copy of Resumé £ W
Copy of Showcase FANE |
Copy of The Amanda Show s B
Copy of Travel / Future Plans 7z |8
= < @ 1]
Showcase s 0
The Amanda Show < B
Travel / Future Plans AN

7. Once in edit mode, select “Personal Info” from the content block.
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Edit layout Edit content Display page »

s D

B% Text box
[sa] Image My pagq
Academig
E Media
Co-currig
2
& Journals ResSUMé
@ General Showcas
The Amari
> | < e rsonai oo
Travel / F]
(4 External

8. Now you will be able to drag and drop your entire resume or select sections.

®

% Text box
4] Image
) Media
& Journals

General

f& Personal info \

E2 My entire résumé

9 Profile information

G One résume field )

(4 External
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9. Be sure to click “Save” when you are finished.

My entire réesumé: Configure x

Block title

My entire résume

Retractable

Automatically retract

My entire résumé
Interests

olunteer, tra andle emergency situations

anned goods and monetar

Personal information

Date of birth 24 June 1692
Gender Female
Marital status Single
History

Employment history

Position

Audit Intern: KPMG 0
June 9. 2014 - August 8, 2014

ePortfolio Intern: Pace University Academic Technology 0
January 2012

Front Desk Associate: Pace University Fitness Center 0
November 2011 - May 2012

Server: Ottos Sea Grill 0
May 2011 - August 2012

Server: Mermrick Mall Diner

September 2007 - June 2010

Counterperson: Cravings Dell )

June 2007 - September 2007

My Notes:
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