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About This Guide

This guide is produced by the Office of Student Engagement for your use. If you have any
specific questions that cannot be answered by this guide, please contact Kelly Stevens, Associate
Director for the Ithaca Center for Student Leadership & Involvement, at kestevens@ithaca.edu
or 607-274-3222. You can also visit the office at 319 Egbert Hall. Kristen Leising ‘07,
Student Leadership Consultant for the Office of Student Engagement, authored this guide.

What is an ePortfolio and why is it important?

e Program available to IC students
e Allows your to professionally represent yourself on the world wide web

e Provides the opportunity to represent yourself to people with whom you are not
co-located

e Valuable resource when applying for internships and jobs
e Provides as space to articulate experiences you have had
e Awesome opportunity that should be taken advantage of!

e More information on the uses of ePortfolio and what to put into your ePortfolio to best
represent yourself can be found at http://www.ithaca.edu/computing/eportfolio/

An Item of Note

The ePortfolio program is a template that asks you to input and upload information. It will
place that information on a page in a pre-determined location. You cannot control where
photos are placed on the page or the location of sidebars. You can upload photos within a

sidebar and within an additional page, but you cannot determine the location of the photo
within that page or sidebar.
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Getting Started
e Go to: www.ithaca.edu/computing/eportfolio/
e C(lick the “Create” tab

e Click the link: “Go to the Ithaca College Web Profile Manager at
www.ithaca.edu:8888/profiles/

e Log in to the web profile manager using your Ithaca College email username and
password

e Your log in screen will look like Example A

This log in process can also be used to access your ePortfolio after it has been created.
Or you can directly connect by clicking the link listed in the third bullet.

2l Ithaca College: The Web Profile Manager - Microsoft Internet Explorer

File Edit View Favorites Tools Help

eBack = \J \ﬂ @ _-_h /'__\J Search \;‘\L‘(Favorltes @ E_-':v :\,' lﬂ < _J ﬂ & 'ﬁ

Address \Q https: fuiw. thaca,edurasa9/proflesfindex. php v \ Go  Links ™
Google [Cl+ v coo @ B~ O% bookmarksw Eh0blocked TSP Check v - ¥ s Send tow () settings~
~
The Web Profile Manager
Welcome, Kristen. (Log Out)
PROFILES NAYIGATION = - = Aen i i
ePartfolio: Kristen Leising By LY eTETo e
1+ Kristen Leising Main
wiglcome to the thaca College Weh Profile Manager . On the left-hand menu you will see items that will et you =
SETTINGS work with various components of your profile;s) W2n Help TOpiCS
») Viewing Rights It you are newy to the system, you might want to look through the help topics on the right to get a solid N
understanding of all the tools it offers & NEW Using the Sidebar Feature
¥ Themes
= ® Cluick Start Crverview
— & Description of Content Types
MANAGE CONTERT &, Announcements
») Intro Page
ey — e Small Change Related to Access Rights
= Mew WYSIWYG Editor
| *| Photo Gall
= Fhete Balenes o Mew Festure: Image Captions
L [DEEHOEE * Mew Feature: Sidebar!
» Mew Gallery Features
DISk QUOTA
= Impodant Information for Tabhed Browser Users
You are using $.0 MB {0%) of your « Supported Browsers
25.0 MB for thiz profile. } ;
e Using the Microsof Word-Like Java Editor
Request a quota increase
TALK BACK
» CommentsFeedhack
* Submit & Bug Report L
M

& S mtemet

& E-Portfolio ) Guid. .. gl € & 2:149PM

Example A: Log-In Screen
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Choosing a Theme

The left sidebar on the ePortfolio creation homepage will help
you create your site. This side bar looks like Example B.

Select a template or theme for your eFortfolio
e Go to “Settings”
e Click “Themes”
e Choose a theme — these are the only theme options
provided by ePortfolio
e Save your settings!

View your eFortfolio with theme
Themes will not show up in your regular preview window listed
on the homepage. To preview your ePorfolio with the chosen
theme choose “View Live Profile
in a New Window” at the top
right hand corner of your screen.

View Live Profile
In a new window

FPROFILES MAWIGATION

¥ | Hristen Leizing Main

SETTIRGS

¥ Wiewwing Right=

| *| Themes

MM AGE COMTEMT
¥ Intro Page

¥ Custam Sectionsz
¥ Photo Galleries

. *| Documents

DSk @UoTA,

You are uzing 0.0 MEB (0%} of wour
25.0 MEB for thiz profile.

Request a quota Increase

TALK BACK

¥ | Commentz/Fesdback

¥ Submit 2 Bug Report

Example B:
Left sidebar
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.I.rEtOI:OOOP.aQ'g.e...................................................................
Your intro page is basically the homepage for your ePortfolio. To edit it go to:
e “Manage Content”
e “Intro Page”
e Once you click this link, you are given four choices for altering the intro page. They
are:
o Preview
o Edit
o Set image
o Sidebar
e Each choice offers a different function which will be explained next.

) Ithaca College: The Web Profile Manager - Mozilla Firefox

File Edit Vew Go Bookmarks Tools Help

@-op- g 9 @] [0 https: ffuwn.ithaca.edu:3388profies index.php?a <intro B¢ @6 G, |

5 Latest Headlines W Juno Internet Service... ™ Ithaca Callege -Login ™ Facebook | Welcome ... O CNN.com - Breaking ... 4 WebCT Login Page [¥] Gmail - Inbox (2018) |G| Google »

The Web Profile Manager

‘Welcome, Kristen. (Log Out)

PROFLES HAavIEATION [ ePortfolic: Kristen Leising il
| Kristen Leiging Main
SIS HOME / INTRO PAGE

* Viewing Rights
L,
(*| Themes Home | Intro Page Content

MANAGE CONTENT

113
1
a
™|

o
@

Edit Set Imsge Sidebar

Intre Page
Custom Sections

i3}
i3}
\»| Photo Galleries
I3}

Documents

DISK QUOTA

You are using 0.1 MB (0%) of your
25.0 MB for this profile.

Request a quota increase
TALK BACK
»| Comments/Feedback
]

| Submit & Bug Report

Done

www.ithaca.edu:8889 (=)

Example C: Manage Content: Intro Page
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Preview
The preview function allows you to see your ePortfolio as a viewer would. This opens in a
separate window and allows you to see what you’ve completed thus far. Please see Example C.

) hitps://www.ithaca.edu:8889 - Preview - Mozilla Firefox

File

Edit

View Go

Kristen Leising's ePortfolio

Welcome to my ePortfolio page! I'm so excited to have
you here. Please click around and enjoy my site.

Contact Info
email: KristenLeising@grmail.com

phone: 607-277-3222

Bookmarks  Tools

Help

Dione

2
Example C:
CAMPUS INVOLVEMENTS w P . d
www.ithaca.edu:8889 [ review mode

Edit

This function allows you to alter the information on your intro page. It is set up like a word
document. Type and format the information you’d like to display and be sure to save your
work. You can preview the changes you’ve made in the preview mode previously mentioned.

In the edit mode you can only type plain text — no photos or sidebars can be added here. See
Example D.

Example D:
Edit mode

2 Ithaca College: The Web Profile Manager - Mozilla Firefox

File Edt Vew Go Bookmarks Took Help
-
@-op- Ig O @ [ https: fuww. ithacs.edu:885profils index. php?a=introsda=edit 8% © e |G, |
[ Latest Headines W Juno Internet Service... I Ithaca College - Login "/ Facebook | Welcome ... @M CMM.com -Breaking ... & WebCT Login Page [™] Gmail - Inbox (2918) (G| Google »
~
The Web Profile Manager
Welcome, Kristen. {Log Out}
PROFILES NAVIGATION TR i i i
[ ePortfolio: Kristen Leising L O aE
in a new window
1¥) Kristen Leising Main
T EDIT HOME / INTRO PAGE CONTENT
(2 Viewing Rights
[¥] Themes Edit Current Contant || Rollback to Previous Varsion
o AT Note about copying and pasting: You can copy and paste text into this area, but because of the limitations of Web technologies, you need to click on the
’ “Copy” or “Paste” buttons on the bution bar below, or right-ciick and choose "Copy” or “Paste.”
[+ intro Page
I you wish to start typing on the next iine, hold down the shift key and press the “return” key. The defautt behavior on the Web is to skip a line between
(% Custom Sections paragraphs.
L FImEDETED Edt View Insert Format Tools
1+, Documents siheadig V] B £ | % B B[00 | 8% =
~
DISK QUOTA =
. PR .
ou are using 0.1 MB (0%) of your Kristen Melﬂn 5 &EQKQ:QJLQ
25.0 MB for this profie.
Request a quota increase
Welcome to my gPortfolio page! ['m eo excited to have you here. Please click around and enjoy my site,
TALK BACK -
1>/ Comments/Feedback
Contact Info
(% Submit a Bug Report
el Kristenleising@amail com
phone: 607-277-3222
v
Applet content_elj started www. ithaca,=du:8889 (7
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Sef image
This function allows you to upload a photo or image to the intro page. Simply choose the
photos you’d like to share by browsing and opening the file. You can write a short description

that will be displayed when the image is rolled over. (This is helpful to viewers whose Internet
may not be able to download the full photo due to capacity). See Example D.

) Ithaca College: The Web Profile Manager - Mozilla Firefox

Fle Edt Vew Go Bookmarks Tools Help

@'L{)'@'_‘@ML ith i _id=ntra B © = [l ]
[ Latest Headines W Juno Internet Service... ¥ Tthaca College ~Login ™ Facebook | Welcome ... ©N CNM.com -Breaking ... 4§, WebCT Login Page [¥] Gmail - Inbox (2918) [G] Geogle

~
= . -
The Web Profile Manager

Welcome, Kristen. (Log Out)

FROPLES NAVISATION [&] ePortfolio: Kristen Leising e ranCeErorle
(%) Kristen Leising Main

SETTNGS SET IMAGE FOR HOME / INTRO PAGE

(¥ Viewing Rights
Current Image

(2] Themes

MANAGE CONTENT E ALT Tag: Professional Photo %] [ @
Freview EditALT Delete

[+ Intro Page

[+ Custom Sections.
(> Photo Galleries e o—
(»/ Documents
YoU do not nesd to delets the mage above before selecting ts replacement, it wil be deletsd automatically,

DISK QUOTA. Select an image from your computer:
Image must be in JFEG, PNG, GIF, or BMP format, 10MB or less
You are using 0.1 MB (0%) of your

25.0 MB for this profiie I [ Browse
Request a quota increase ALT Tag
eoueahr soss cxsongtinof s et e
TALK BACK ‘ |

‘Show ALT tag as a caption below photo?
(> Comments/Feedback e -

Upload and Save Your Image

[+ Submit a Bug Report

Example E:
Set Image mode

v
. ithaca.edu:8889 ()

Done

Sidebar

This function allows you to create a sidebar on your intro page. To do so, click “Create a New
Call Out Box” (a callout box is also known as a sidebar). After you create a sidebar you can

edit it, upload an image inside the sidebar, and remove or delete it if you’ve changed your
mind. See Example F.

%2 ithaca College: The Web Profile Manager - Mozilla Firefax

Ble (dt Yew Go Qoomerds Took Heb

A 3] -y "

L 2 - & Ba) | L) httpec i thaca.ed:888% broles fndex chp?a msdeher Atype sintro B 06 G

[ Latest Headines W Juno tntemet Service.... 7 fthaca Colege -Logn " Facebook | Welcome ... 0% (hoom - Bresing ... | WebCT Login Fape 11 Gmad - inbox (2918 (] Googe

E

he Web Profile Manager

81 ePortfolio: Kristen Lelsing g

SIDEBAR ITEMS FOR HOME / INTRO PAGE

o 8.4 MB [0%) of your
25.0 MB f2r thia zecfie
I

Hequest & quots increase

Example F:
Sidebar mode

Done oo thaca. edet8ms |
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Custom Sections

This section allows you to create pages that branch off of your main intro page. To access this
section go to:

e “Manage Content”
e “Custom Sections”

e Any photo uploads, side bars, or information you enter in this area will be contained on
a page separate from your intro page

e Pages will be grouped by specific “Custom Content Sections” so that you can group
information when you enter it (see Example G)

3 |thaca College: The Web Profile Manager - Mozilla Firefox

File Edit WVew Go Bookmarks Tools Help

<ZI - [_:/\; - @ I:I @ ||_| https: fjwww.ithaca.edu:8889 fprofiles findex. php?a=sections =3 V| D@ o “Q, |

h_;l Latest Headlines ! Juno Internet Service... F? Ithaca College - Login 77 Facebook | Welcome ... @N CNMN.com - Breaking ... & WebCT Login Page %] Gmail - Inbox (2918) Google »

The Web Profile Manager

Welcome, Kristen. (Log Qut)

PROFILES NAVIGATION @ ePortfolic: Kristen Leising - View .ﬁ'."ﬁf‘iﬂﬁ"?
| *| Kristen Leising Main
SETTINGS CUSTOM CONTENT SECTIONS

Wiewing Rights

]
L
Ly
[»| Themes About Me M

MANAGE CONTENT

M (=" —
[N 3%

2 Intro Page My Reflection | [_1 @

|| Custom Sections Edit Set Image Sidebar Delste

*| Photo Galleriss

»| Documents

I
A ew Content Secti LI_/FD A ew Off-Ste Menu Link
DISK QUOTA E—I dd a New Content Section Y dd a New Off-Site Menu Link

You are using 0.1 MB (0%) of your
25.0 MB for this profile.

Request a quota increase

TALK BACK

| Comments/Feedback

(Ld
»| Submit a Bug Report

Done

www .ithaca.edu:8889 (=

Example G:
Custom Content Sections
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Photo Galleries

This function is for uploading a group of photos — not an individual photo. To upload an
individual photo, go to:

o “Set Image”

e “Intro Page” or “Custom Sections”

All galleries will be linked off your main page and will be grouped together on one page. To
upload a gallery, go to:
e “Manage Content”
e “Photo Galleries” (see Example H)
e This will allow you to
Select an image
Title the image
Provide a caption
Save and upload
Repeat to create a gallery

OO0 O OO0

2 Ithaca College: The Web Profile Manager - Microsoft Internet Explorer

File Edit “ew Favorites Tools Help

eBack - e - Iﬂ I@ _-7;\_| /__" Search ‘-l_}f‘\'(’Favorites e} [_':v :\4 J ﬂ ({,%) ‘:’i

Address |@ https:{ fiww.ithaca, edu: 8859/ profiles/index . php? a=galeryido=edit_image&gallery_id=994 hd ‘ Go Links *
Google G+ viGoo5) By v 9 Bookmarksw Ehoblocked P Check v - s Send to~ () Settings=
(= i
The Web Profile Manager
wWelzome, Kristen. (Log Out)
PROFILES RANIGATION .. . A—p z i 1
] ePortfolio: Kristen Leising bl
¥ | Kristen Leising Main
SETTINGS FHOTO GALLERIES
¥ | Wiewing Rights
Add New Image
¥ | Themes
Select new image
MANAGE CONTENT Image must be in JFEG, PNG, GIF, ar BMP format, 10MB o less.
| #) Irtro Page | “ Browse..
¥ Custom Sections Image Title
| *| Photo Galleries | |
¥ Documents ALT Tag (required)
tequired for accessibility: a brief description of the phote for the wisually impaired)
DIZK QUOTA | |
O are using 0.2 MB (0%) of your Image Caption:
25.0 MB for this profile
1 Edit Wiew Insert Format  Took
Request a quota increase . - — P
Eubheading viB I YA o a4 == o (| o
TALK BACK A
|»| CommentsiFeedback
¥ | Submit & Buy Report
b

@ Applet image_caption_elj starked

é 0 Inkernet

Example H:
Photo Galleries
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Documents

This is where you would upload a resume if you wanted it to appear as a separate document,
not on the intro or custom content pages. All documents will be linked off your main page and
will be grouped together on one page titled “Documents.” Go to:

e “Manage Content”

e “Documents”

First you must create a folder for your documents. After a folder is created, you can upload
documents to that folder (see Example I: Documents). You can create multiple folders to group
your documents by choosing “Add Document.”

<} Ithaca College: The Web Profile Manager - Microsoft Internet Explorer

File Edit ‘ew Favorites Tools Help i
. X A ) L. ; e E! £ T
e Back </ Iﬂ Iﬁ _,lj 7 ) Search ‘-l},\(’ Favotites e} [_-__\v = J ﬂ ({,%) ‘i
Address |@ hittps:f fesan, ithaca, edu: 5559/ profiles/index  php?a=docsémessage=Your+new-+folder+has+been+saved. v‘ Go Links *
Google G+ vicoo5) By v €9 Bookmarksw Ehoblocked %P Check v v [ob Sendto () settings=
A

The Web Profile Manager

wWelcome, Kristen. (Log Cut)

PROFILES MANIGATION A 8 en g ! 7
] ePortfolio: Kristen Leising il

| ¥ | Hristen Leising Main

— DOCUMENTS

lenoRonts Your new folder has been saved.

Themes Thiz profile festure allows you to upload various types of documents that you would like to make svailable to your ste vistors. Currently, the following
documert formats are supported: JPEG, GIF, PG and TIFF images; POF (Acrobat) documerts, M Word, Excel and Povwerpoint documents; Zip archives,
MP3 audio files, and Guicktime, Windows Media, 2%, and Flash movie files.

MBNAGE COMTEMT

*fou are uzing 0.2 MB (0%} of your
25.0 MB for this profils.

Request a quota increase
TALK BACK

| CommentsiFeedback

(La
|») Submit 5 Bug Report

| #) Irtro Page o
- 2 E Documents ‘E |
¥ Custom Sections néa néa Add Subfolder  Add Document
|| Photo Galleties - — s
= Professional Documents (professional) E @

|»| Documents S Empty |

Edit  Delete  r/a  Add Subfolder Add Document
DISK QUCTA

|€

&

é 0 Inkernet

Example I:
Documents
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Sharing your ePortfolio

Your ePortfolio is considered private until you grant rights for others to access it. If you do not

specifically provide access to others, only you will be able to view it. To grant or deny access
20 to:

o “Settings”

o  “Viewing Rights” See Example J
e Choose the appropriate boxes

e It will save automatically

Remember that if you do not make your ePortfolio public you will have to add people as you
share your ePortfolio. If the person you’d like to share with is not a member of the Ithaca
College community, you can create a username and password for that person.

) Ithaca College: The Web Profile Manager - Mozilla Firefox

Fle Edit W¥iew Go Bookmarks Tools Help

<le - LL:’ - @ |:| @ ||_| https: {fwww.ithaca.edu: 8889 /profiles findex. php?a=rights = V| ® co H@, |

l;;.' Latest Headlines ! Juno Internet Service... ') Ithaca College - Login | Facebook | Welcome ... @M CMM.com - Breaking ... & WebCT Login Page [*] Gmail - Inbox (2918) Google

The Web Profile Manager 1

Welcome, Kristen. (Log Out)

PROFILES NAVIGATION - = —r - . -
@ ePortfolio: Kristen Leising SN View Live Profile
in a new window
| *| Kristen Leizing Main
SETTINGS VIEW EPCRTFOLIO RIGHTS
|*| Viewing Rights
O No Access — only | can see my ePortfolio
|*| Themes
@ Limited Access — the following groups and individuals can view my ePortfolio
MANAGE CONTENT
>/ Intro Page Ithaca College Groups
|*| Custom Sections |:| Faculty
| *| Photo Galleries s
|*| Documents 0l SH=D
Individuals
DISK QUOTA
Name E-mail

“You are using 0.1 MB (0%) of your . i &
R e B ey stevens kestevens@ithaca.edu ®

{2 Add a new IC person
Reguest a quota increase T :g‘ ;

TALK BACK
Name Pass phrase
*| Comments/Feedback —.
¥ Linda Mom (3]
|*| Submi a Bug Report

L;:g Create a new non-IC user account (username/pass phrase)

O Public - allow anyone in the world to view my full ePortfolio =

www.ithaca.edu:3889 (&

Done

Example J: Granting Access
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Frequently Asked Questions (FAQs)

SoHowDol...

e Insert an image?
o See “Set Image” on page 7.

e Add my resume as text within the site?
o To add on your intro page, see “Intro Page” on page 5.
o To add to a separate page see “Custom Section” on page 8.

e Add my resume as a separate document?
o See “Documents” on page 10.

e Add photos?
o To add photos to your intro page see “Intro Page — Set Image” on page 7.
o To add photos to a side bar on your intro page, see “Intro Page — Sidebar” on
page 7.
o To add photos to a side page, see “Custom Section” on page 8.
o To add a photo gallery, see “Photo Galleries” on page 9.

e Upload MP3 or video files?
o Upload MP3 or video files as if they were documents. See “Documents” on
page 10.

e Share my ePortfolio with others?
o See “Sharing Your ePortfolio” on page 11.

e Scan photos?
o Come to the Center for Student Leadership at 319 Egbert Hall and the
Administrative Assistant will help you.
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