ACADEMIC TECHNOLOGIES (ITS) PACE

UNIVERSITY

Work toward greatness.

TUTORIAL
COPYING A PAGE/COLLECTION

This tutorial will demonstrate how to copy a page, or collection of pages, from a Pace
ePortfolio user. If you are in the PLV English program, this tutorial applies to you.

http://www.help.pace.edu PLV: 09147733338 NYC: 2123461583

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

@%Rtfolio

PACE UNIVERSITY

sk08542n
Password: *

For help, email acadtech@pace.edu or
contact the TS Helpdesk at
pacehelpdesk@pace.edu or
914-773-3333.

2. Click the My ePortfolio button.

(/é\\%Rtfolio Sarah Koppalakonda | Settings 3 | & 0 | Help | Logout
PACE UNIVERSITY

[BELLLGENG My ePortfolio | Content | Groups
Sarah Koppalakonda E

Online users (Last 10 minutes)

Start Building Your ePortfolio in 2 Easy Steps:

— i Sarah Koppalakonda
HW Show all online users
T i
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3. Click Copy a Page.

/Q\%Rtfolio

PACE UNIVERSITY
Dashboard R LTGGIGE Content | Groups  Administration

Pages  Collections  Sharedbyme  Sharedwithme  Export Import

S Ega

Create page Copy a page

Pages

search; | Title, description. t3gs |» | | Search

Dashboard page &
Your dashboard page s whal you s o0 the homepage when you st log in. Only you have access ol

Profile page r
Your profile page i3 whal others ses when hey click o

4. Scroll through the list of available pages and collections, or search for the desired page or
collection.

Pages Collections Shared by me Shared with me Export Import

Copy a page or collection
Here you can search through the pages that you are allowed to copy as a starting point for making a new page. You can see a preview of each page by clicking on its name. Once you

have found the page you wish to copy, click the corresponding "Copy page” button to make a copy and begin customising it. You may also choose to copy the entire collection that the
page belongs to by clicking the corresponding "Copy collection” button

Search: ‘E‘

lection title Page name Owner

Megan Burke A. Introduction E Megan Burke | Copy collection | | Copy page |
Academic Materials ezl G E | copy page |
Undergraduate Work Academic Materials Samantha Egan | Copy collection | | Copy page |
Academic Materials pil Ansiey Adams | Copy page |
Academic Materials AL Derek Fields | Copy page |
My Pages Academic Materials K] Heatner askidsen Copy coliction | | Copy page |
Academic Materials AL Watthew Stein | Copy page |
Academic Materials AL Daniel Pires | Copy page |
Academic Materials AL Lindsey Liungquist | copy page |
Academic Materials AL Kathryn A, Trujilo | copy page |

1.2 3.5 .7 ..9. 1.1 - =

126 pages
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5. Select the Copy page button or the Copy collection button next to the page or
collection you intend to copy.

Copy a page or collection

Here you can sexrch through the pages that you are allowed % Opy 25 a starting poinl for making a new page You can see a preview of each page by clicking on its name

' the tt a cop r LY 3 ) th 1) at th

pag pandie dica™ buttor

Search pages Go | Search owners Go

Coliection titie Page name Owner

CiISw 1. Rubrics h Or Lawler (n:-;y cobecton | | Copy ;49»\

Cisw 2. Showcase . Or Lawler Copy colecton Czpy page
Academic Maternals Face Usiveraly efertfold Cepy page

Undergraduate Work Academic Materials ﬂ Samarmha Lgan Copy cobestion | | Cepy page

General Portfolio Academic Materials l Amanda Viavicenco Copy cotecton | | Copy page
Academic Matenals o 4nsey Acars Capy page
Academic Materals Derek Fieids Cepy page
Academic Materials Weched Bomero Copy page
Academic Materials A, Danisl Pres Copy page
Academic Matenals Lindsey Linggquist Capy page

6. You can rename the page and add a description. Be sure to click Save when done.

@ Copied 12 blocks and 0 artefacts from Academic Matenals
Edit title and description Edil layoul Edit conlent Display page » Share page »
Page title * Copy of Academic Materials <-—
Page description BZI Jax A-D-EESEE|—0 Y wine 3
=8 = ls ‘ A a3
Font Family * | FontSize v | Paragraph v
Path: p
Tags Show mytags
o
Name display format*  Display name (Amanda Villavicencio) T‘;
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7. The copied page will now be available on your list of pages under the My ePortfolio

tab.
pages
Sparch; Tre, dascnphan, 1ags | = | | Ssarch
Dashboard page F
Your dashboard page is whal you See on the homepage when you first log in Only you hawe socess o i
Protile page 5
Yaur profila page |5 what others see whan fiey cick on your nams or profle plcturs
Academic Materials Al |
Co-curricular Extracurricular Activities ra _I'j
Copy of Academic Materials - AR
My Notes:
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