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UPLOADING ACADEMIC MATERIAL
TO THE ENGLISH WRITING
PROGRAM ASSESSMENT
ePORTFOLIO PAGE (EWPAP)

This tutorial will teach you how to upload material to your Writing Program Assessment
Portfolio page.

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

This process involves four main steps:

1) “Friend” the PLV English group

2) Copy the default EWPAP to your ePortfolio
3) Upload content to your new EWPAP

4) Share your page with your teacher.

1. “Friend” the PLV English group.
A. After logging in to ePortfolio, click the Groups tab in the top-left.

B. Click the Find friends tab under Groups.

7op\tfc,'lo

PACE UNIVERSIT .\
Dashboard | My ePortfolio

My groups  Find groups My friends w Institution membership  Topics

Find friends °
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Ensure “Everyone” is selected from the first (left) drop-down menu.

-~

D. Type “PLV English” in the search textbox and hit the Search button. PLV English will display
under the Find friends search area.

Find friends “

PLV English Search |

Everyone -

0 PLV English (plvenglish)

E. Click the “Add to Friends” button.

F. You should see a notice that you added PLV English to your friends list.
@ Added PLV English to your friends list

2. Copy the default EWPAP to your ePortfolio.

A. Click “My ePortfolio” at the top of the page.

/\7 John Blackwes.. My ePortfolio Content | Groups | Logout

c\ortfolio

PACE UNIVERSITY

B. Click “Copy a page”.

BEELLLETGE My ePortfolio JefeLICT IS E 1T 1

Shared with me

Pages  Colectons  Shared by me Export  Import

| Copyapage )
|~

Create page

Pages

C. Type “writing program” in the, Search pages: field and then click the “Go” button.
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tyo Copy 3s a starting point for making a new pag

have found the page you wisI\g copy, click the esponding "Copy page” button to make a copy and begin
page belongs to by clicking the qyresponding "Cop llection™ button

Search pages{_writing program‘ Go earch owners: Go ’

D. After the, Writing Program Assessment Portfolio page is present, click the “Copy page”
button.

Collection title Page name Owner

Writing Program Assessment Portfolio PLV Eagish

E. Change the title by removing, “Copy of” before clicking the “Save” button at the bottom.

Edit title and description Edit layout Edit col

Page title * riting Program /

3. Upload content to your new EWPAP.

Edt dtle and descnphon  Edd youl  Edit content  Dsplay pages »  Share pags »
" Ted box
o — L N B & |=
. English 110 English 120 English 201
L Media
& Journais Initial Writer's Self-Portrait @&'1 Initial Writer's Self-Portrait £+ B Initial Writer's Self-Portrait £+ | &
7 Initial Writer's Reflective -Portrai ™ Initial Writer's Reflective Self-Portralt N Initial Writer's Reflective Self-Portran
General (110 and 120).pat ~ (110 and 120).pat ~ (201).pdt
@ Personal info ‘ o y ) Redbctvd Self

[ External
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Click the “gear” button in the area in which you want to edit and/or add content.

B. If there is a default file (e.g., Initial Writer’s...10 and 120).pdf), remove it by clicking
“Remove”.

Description

C. After the default file has been removed, upload your own file by checking the “Yes” checkbox
and then click the “Browse” button.

D. Search your computer for the file you wish to upload and then select it by double-clicking it
or by clicking once and then “open”.

lobe ' met - Microsoft Word Dr
U Favorites u 0 KB m e
B Desktop

HelpDeskWishlList1 2.1
# Downloads Mic )

[ f1

414 .docx sw| . JB_January_Interses:
ment u on_center 12.9.xlsx

Remote Support via
12.12.14.docx

&, Recent Places

John's Initial Writer's
Self-Portrait.pdf

Adobe Acrobat Document

~u Libranies

+ Documents

J) Music ~—. i v . 4. Stepsto create a gr¢
) = Microsoft cument - Outlook.docx
e Pictures 527 KB - Microsoft Word De
E Videos
templates.docx mwl . travelReimbursemes
= Computer =l 1 KE 41
& Local Disk (C:) - Uploading Academic Material to
«s Removabie Disk | ~ m = the Writing Program Assessment ...

File name: John's Initial Writer's Seff-Portrait.pdf

E. Wait until the upload is finished, then click “Save” at the bottom of the page.

4. Share your page with your teacher.
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A. While editing the EWPAP page, click “Share page”.

Edit title and description = Edit layout = Edit content Display page »

B. You will see who has access to your pages. Check the checkbox next to the EWPAP page.

Pages Selectall Selectnone —

[] Monday's fun s...
Share with gy
|| Public Nobody besides y

|k | Logged-in users
\=k | Friends

Share with my institutions
|| Pace
|

Share with my groups

|| All my groups

s 2
< 2 Share with other users and groups >

> Advanced options

C. Click the “Plus” button next to the group with which you wish to share your page.

D. You may also expand the “Share with other users and groups” area to search for specific
individuals or groups. Your teacher may have created a group for your class.

E. After making your selection, enter access dates/times or leave it blank for access at all
times.
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Access start date/time

Logged-in users | &

F. Hit the “Save” button at the bottom.

G. Now the “Logged-in users” group has access to the EWPAP. Hit the “key” button to edit
access.

Writing Program Assessment Portfolio Lopged-in users e

My Notes:
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