ACADEMIC TECHNOLOGIES (ITS) Rﬁnes:l;

Work toward greatness.

TUTORIAL
ADDING CONTENT

How to add different types of content to your ePortfolio.

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

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

s

C\oRrtfolio

PACE UNIVERSITY

Login 0
Pace username: *

vg56582p

Password: *

For help, email acadtech@pace.edu or
contact the ITS Helpdesk at

i pacehelpdesk@pace.edu or
Juhi Laungani, Junior Arts and Entertainment Management 914-773-3333.
mMajor; Spring 2014 Contest Winner
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2. Click My ePortfolio

@%Rtfolio

PACE UNIVERSITY

Dashboard I My ePortfolic = Content = Groups

° You are logged in

Start Building Your ePortfolio in 2 Easy Steps:

Tutorials »

3. Under the Pages sub-tab, select the gray pencil icon next to the page where you wish to add
content.

Dashboard RUZCILTGGI Content | Groups

Pages  Collections Sharedbyme Sharedwithme Export Import
Pages ° (=
Search: Title, description, tags j Sort by: j | Search
Dashboard page £
Your dashboard page is what you see on the homepage when you first log in. Only you have access to it.
Profile page L’ ‘
Your profile page is what others see when they click on your name or profile picture. p—
Academic Materials 4 |
Co-curricular /[Extracurricular Activities 7\ ﬁ‘
Experience as an eTern ,l" | T@
Introduction 2 @
Pace Path < |
The Pace Path combines intentional co-curricular opportunities with the academic experience to enable stude...
Professinial Proparaion/ 7| (@
Recommendations PARL)
Rubrics i‘ Lﬂ
Showcase #) |m]
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4. From the menu on the right, choose a content block. Content block types include files, images

and videos.
Edit layout = Edit content  Display page »
| [#]
(.. Y
[1% Text box
l:A] Image My pagq
Academid
L Media
Co-currig
e
& Journals ResUME
General ) Showcas
The Amar
EB Personal info
Travel [ F|
E External )
- J

5. Dragand drop the icon you chose onto your page.

Edit layout  Edit content Display page »

=
B Text box . )
Drag any of these icons
[:4] Image

B media

1, File{s) to download
& Folder

-

S Image gallery

T Some HTML

4] Image

[£] Embedded media

= INTO THIS SPACE!

# Journals
[E) seneral

EB Personal info

[#) External
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6. Each content box will prompt you to either enter information (such as text or a URL) or upload a
document such as a photo, paper, or presentation:
a. Enter the title under Box Title
b. Check the Yes box for the copyright disclaimer
c. Browse for a file in your computer to upload or choose from files previously uploaded in your
files section
d. Check Retractable box if you want this block to be retractable on the page.
e. Remember to click Save at the bottom!

File(s) to download: Configure X
Block title
File(s) to downlcad _-\
Hies
No files found
Myfiles  Groupfies Instiutionfles  She fies
B Upload fie s T pyrrec e parmiccion to ranmaducs andin derade s itom My uze of i file doaa ned Beaach anv loral coovratt leaieiation Thie file
pload fie Ye aIpress permission b reproduce andior dsindute his item. My use of his file does nof breach any local copyngnt legisiation. This file
: alsoa
Fie (‘_ { | | 2)
# Home
Name Description Tags
B vodejpo £ | Seect
B Fin: X ifac P arole this } y Soiact
Download folder content as a zip file
Retractable I\
i
lomancady retra
Lid
My Notes:
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