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The original French version of this Guide was written by André Boily, a Master of Education student at
the Université de Montréal.

English translation by Margaret McKyes.
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Portfolio Management

The latest version of Eduportfolio allows you to design your website using showcases for easier
portfolio management. If you want to build a professional portfolio and still keep your student
portfolio, simply create a new showcase, include some content from your current portfolio, and add
new content. Your portfolio will contain a number of showcases designed for different visitors and
different needs.

Page Summary

Open this page to access the My Showcases list.

To return to this page, click on
upper left corner.

You are in Manage Portfolio mode

Showcase

Sh mar tools are on the Manage Portfolio page. Each tool is represented by an icon located under the showcase in
the My Showcases section. The tools are also accessible from the top right corner of each showcase banner.

n\ Open Showcase & Edit Showcase Content ‘ﬂ Edit Showcase Parameters
EJ Duplicate Showcase

You can sort your showcases by title, creation date,

Page 1 of 1, showing records 1-2 of 2 H
Sort by: Title, Creation Date, Last Edit or IaSt Ed It'

Create New Showcase AZEEX 6 AlzaE& 6

Vi v2
Created: 2010-10-27 14:00:54 Created: 2010-12-03 13:30:26
Last edit: 2010-12-03 13:29:56 Last edit: 2010-12-03 13:30:26




Management Tools

The Portfolio Management function includes six Showcase Management tools. These are represented
by the six icons in each showcase in the My Showcases page. These icons also appear in the upper
right corner of the banner in each showcase.

S Exit Help

You are in Manage Portfolio mode

Showcase
[

Sh mar 1ttools are available on the Manage Portfolio page. Each tool is represented by an icon located under the showcase in
the My Showcases section. The tools are also accessible from the top right corner of each showcase banner.

B open showcase [ Edit Showcase Content 1<\ Edit Showcase Parameters

I%l Duplicate Showcase !- Download Showcase 13 Delete Showcase

Use Open Showcase to view the showcase
summary as visitors will see it.

Use Edit Showcase Content to edit the showcase
structure and content (add or delete sections,
documents, My News, Showcase Map, Menu, and
so on).

Use Edit Showcase Parameters to make general AZEES 5
changes to the showcase (title, URL, appearance, V2
Created: 2010-12-03 13:30:26

protected content access code, visitor access, add Last edit: 2010-12-03 133026
comments).

Use Duplicate Showcase to create a copy of the
showcase.

Use Download Showcase to download a static
copy of the showcase for saving or for presenting
your portfolio offline.

Use Delete Showcase to permanently delete the
showcase.




Create New Showcase

Exit' Help

You are in Manage Portfolio mode

Showcase

Showcase management tools are available on the Manage Portfolio page. Each tool is represented by an icon located under the showcase in
the My Showcases section. The tools are also accessible from the top right corner of each showcase banner.

al Open Showcase [4 Edit Showcase Content 1<l Edit Showcase Parameters
[%l Duplicate Showcase ;« Download Showcase I3 Delete Showcase

Page 1 of 1, showing records 1-2 of 2 To create a new showcase, click on the
Sort bx]"n_lg,Creahon Date, Last Edit X )

icon. A dialog page opens where
you can edit the parameters of your new
showcase.

= _9
Create New Showcase AZEBx 6 AlZzaE& 6
Vi V2
Created: 2010-10-27 14:00:54 Created: 2010-12-03 13:30:26

Last edit: 2010-12-03 13:29:56 Last edit: 2010-12-03 13:30:26




Showcase Parameters

Create New Showcase automatically takes you to the Showcase Parameters dialog box. You can choose
the parameters for your new showcase.

Sh ) You can name this showcase the Main Showcase.
[~ NOWCase parameters/ This is the default showcase that appears when anyone
This is your default showcase consults your portfolio without using the specific

address of a particular showcase.

URL shortcut name (http:/fedu-portfolio.org/16/)

| — _
The Short URL allows you to name your showcase as it
Language appears in your list. This name is also a
[ English \ URL address that links directly to the showcase.
Choose a password for the protectedeantent of this showcase ]

| ~ 3

Set the presentation language for your portfolio by
To confirm, please 6BRGE password again selecting a language from the drop-down menu.

| N

N =
‘V

Who can access this showcase? The Protected Content Access Code is a global
( Anyone (public) password that you can provide to certain visitors. Select

this security option to grant access to an entire
Fosiiosio Ses showcase or to certain sections of the showcase, or to
My Portfolio \ authorize certain individuals to post comments. The

\ access code must contain three unaccented letters and

Parsonal name foemat numbers (no spaces or punctuation symbols).

I: First name and family name \

Who can submit a comment?

( Only guests knowing this showcase's protected content
- Use the menu to

manage which visitors can consult this showcase.
Select from No Visitors (private), All Visitors (public),

Receive a copy of each comment by email?

I: Yes

Colleagues Only, or Visitors with a Protected Content
Edit Portfolio Style Access Code Only.
Retro Blue




Showcase Parameters (continued)

Use the
menu to edit the title of
your portfolio. This title

appears in the top banner.

Select Yes
from the

drop-
down menu to
receive an
emailed copy
of all
comments.

Use the

menu to
change the
appearance
of your
portfolio.

Who ¢

Use the drop-down

menu to add your first
name and family name in
the order you choose.

n access this showcase?

[ Anyo

e (public)

Portfolio title /

l My Portfolio I

Personal name format / /

[ First name and family name ¥ /

\ho can submit a comment? /

[ Myone (public) -

Recei

a copy of each comment by email?

Use the

menu to
manage which visitors can
post comments on this
showcase. Select from No
Visitors (private), All Visitors
(public), Colleagues Only, or
Visitors with a Protected
Content Access Code Only.
In all cases, to prevent
inappropriate comments,
you must approve all
comments that can be
viewed by visitors.

| Yes

dit Portfolio Style
Retro Blue

Use this image for section titles.

I Choose File ) no file selected

Paosition Thumbnail

| Right

Thumbnail's size

| Large

When you have finished creating
your showcase, click on

You can choose a
Thumbnail to accompany the
titles of showcases. Click on
the button in the

textbox. Choose images from
your computer or an online
source. You can also change
the position and format of
the image.




Edit Showcase Content

Showcase

You are in Manage Portfolio mode

> [ (& vo)

ilabl

the Manage Each tool i ted by an icon located under in

from the

the My The tool
. 0pen Showcase

%1 buplcate Showease

Page 1 of 1, showing records 1-2 of 2
Sortby: Ttle, Creation Date, Last Edit

(4 et Showcase Content
. Download Showsase

——

Click on Open Showcase.

The dialog
page displays.

Create New Showcase

OQutline

My News

test

AZEBXE
vi

Last edit: 2010-12-03 13:29:56

Section 1

This s the first section

Section 2

This is the 5620nd 505800,

Section 3

This is the third secten.

Created: 2010-10-27 14:00:54 Created: 2010-12-03 1330226
Last edit: 2010-12-03 13:3026

To edit the content of
your showcase, click on the

- icon in the tools icons in the
top right corner of the
banner.

0 Use Pe Sructrw S 1 #01 showcase fema (hecsona. My Coeaguet. My Newa, Outice, Mans. ok ) Use e Frevew and £at Conmntad 1o
951 secion content
va
ot T owests O \
. |
Q search * 3
5
ookmn |
2L $) Outline %
1 34y N 1 3ty News Py
6 My Callengu
ofie
Deapay oy ®
B NewBiogrephy 8 NewSoction & New Docwment ox
. ox
2 ox
pS—




Edit Showcase Content (continued)

Click on the Structure Content or the Preview and Edit Content tab, depending on what you want to
change.

Showcase Management Tools

P.\ 1N l_C 2- o

Use the tab to edit (add,
delete, rearrange, etc.) showcase the items.
You can edit My Colleagues, My News, My
Showcases, Menu, and so on.

se the Preview and Edit Content

Use the tab to

preview and edit the content of this showcase
only. Click on the content you want to edit.

Q_ search Box Q_ search Box b 4
[# Menu (& Menu b 4
[# Outline [# Outline

5 My News 5 My News b4
i, My Colleagues i, My Colleagues »®

Display by: Showcsse ltem @ & Biography »®
& New Biography = New Secti  New D t | Section 1 o X
— " I IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIiiiiT
_.INequdeo |% Section 2 o X




Structure Content

The right column in the Structure Content tab contains the Item Bank. Choose the items to include in
your showcase:

- In the top banner: a Search box and/ or the showcase Menu

- In the left column: an Outline of your showcase and/or My News and/or your Colleagues List

- In the Main Content of your showcase: the items that are already in your portfolio (documents,
sections, biography, etc.) and New Items (new documents, sections, biography, etc.)

Structure || Preview and Edit Content | &

To add an item to your showcase, drag it
s from the left column ( ) and drop it
into the right column ( )

Q Search Box x
(& Mmenu b 4
Edit items to display in the left column

[# Outline [+ Outline
5 My News & My News »®
i, My Colleagues i My Colleagues ®
Display by: Showcsse ltem To delete an item from your ™%
inhbiciut Al  showcase, click on the m icon to the fod
=] New Video : : R
right of the item.
“ Section 30 b4
« Section2 0

Before closing the tab,

always save your changes so they will apply to
this showcase.

10




O Add an Item to the Top Banner

To add an item to the top banner of your showcase, drag
the item from the left column ( ) and drop it into the

right column (

Q Search Box

Q_ search Box
[F Menu lg Menu -E Menu -E Menu .E Menu

@1] Menu

To delete an item from your showcase, click on the m icon to

the right of the item.

Before exiting, remember to save your changes.

Save Changes

Use the Search Box to search the content of one or more showcases.

Use the Menu to navigate between the sections and
subsections displayed in the upper banner.

11



O Add an Item to the Left Banner

To add an item to the left banner, drag it from the left column

) and drop it into the right column ( ).

[ a__ [ . a__ !
[#] Outiine 4 outine  §|outine  § Outine 5 Outine (3] Outiine
EJ My News EJ My News

i, My Colleagues i, My Colleagues

To delete an item from your showcase, click on

the m icon to the right of the item.

Before exiting, remember to save your changes.

Save Changes

fbeipimimaieedllE Use the Outline to navigate between sections and

ST ek subsections.
P =
=oen
|59~ =10
=l

Display new headings and items in the
page

Displays new colleagues in the
page

12



O Add a Biography, Document, Video, or Section to the Main Content

All biographies, documents, videos, and sections contained in your showcases are displayed in the left
column of the Modify Showcase Content function.

To add an item to your showcase, drag it
from the left column (
into the right column (

You can organize your items by showcase or ) and drop it

by item (type, name, etc.)

R

\ Edit Structure of the Main Content of this showcase

Display by: Showcase‘lte_m @ &b Biograpl x
&b New Biography = New Section @ New Document “ Section 1 oR
| New Video -
=) 5 “4Section 2 [loR
# ion 3 0 i ;

Section 30 Section 4 ions [ oR
“ Section2© [ .
“ Section2 o 4

. [}

“ Section 1, Section 1

To delete an item from the showcase,

click on the ﬂ icon to the right of the item.

[ To rearrange the items, drag and drop

& Biography them into the desired order.

“ Section 1

“ Section 2 e o
&b Biography b &

“ Section 3 “ Section 3 BECR <
“ Section 1 o R
| Section 2 o R

Before exiting, remember to save your changes.

Save Changes

13



O Add a Biography, Document, Video, or Section to the Main Content (continued)

To add an item to your showcase, drag it from the left
) and drop it into the right column

column (

( )

To delete an item from your showcase, click

on the icon to the right of the item.

Before exiting, remember to save your changes.

Save Changes

I Edit Structure of the Main Content of this showcase

Display by: Showcase ltem l =] &b Biography x
& New Biography < New Section @ New Document g | “| Section 1 o R
) ) @ New Document  __ 9
=] New Video | # Document

4| section 30 “| section 2 | 9%

“| Section 2% “| section 3 g%
| Section2 ©

« Section1
{1 Dinmranhia M

14



O Add a Biography, Document, Video, or Section to the Main Content (continued)

If you select New Biography, a dialog box opens.

You can include your email address.

~Add a biograph — =
graphy \1" Please note
Email address (optional)
The portrait must be less than 30 MB in size.

* Biography content

You can enter your biography directly.

You can include your portrait. Click on the
button and select an image from your

B 7 A~ x x = i ;
HAM QT xx 7 - computer or an external source.
| 7
Use this portrait
Aucun fichier choisi . q .
You can include an instant video. To

Beairoeaze: record the video, click on the link
OK Mplonc s viceo i . A connection will set up to your

Choisissez un fichier | Aucun fichier choisi

Add the biography

webcam and microphone (required
equipment). To begin recording, click on the

I left icon. Once the recording is complete,
save it by clicking on the right icon (disk).
You can als]o upload a previously recorded

p video. Click on the button and select
a video from your computer or an external
source.

15



O Add a Biography, Document, Video, or Section to the Main Content (continued)

If you choose to Add a New Section or Subsection, a dialog box opens.

Enter the title of the new section or

subsection.

8-
| New saction —
- /
Create a nww
':-,' Picase note

* Saction titie
A zection and its content are public by
gaftaue. They can be viewed by all guests,

Section gascription
1ra
or contant 20 which you would Hiice 20 restrict
Bccess, B is recommendad ta protect it and
10 give tha accass Code to autharized

You can enter the description of your

section or subsection directly.

J
| C—

g=ci=|

B I U s A-|6 xx

Sections are public by default. All visitors may consult its content. If the section contains confidential
information or restricted-access content, we recommend that you protect it by providing a Protected

Content Access Code to authorized visitors.

16



O Add a Biography, Document, Video, or Section to the Main Content (continued)

If you choose to Create a new document, a dialog box opens.

You can enter
the description of To add a file (audio clip, video clip,

your new document image, text, etc.), select File from

, then click on the
button. Select a file from your computer or
® Create a new/document an external source. Files must be less than
¥ Document title 100 Mo. in size.

Enter the title of
your new document.

directly.

a audio, video, Iext, =lc.jora i oa
saction or subsaction. To add a file, s=l=ct the
File option from the Document Type saction
and click Choose File. Select a file from your
computer, USB device, =tc.

Document description

To add a hypertext link as a document,

select Link from . Enter
the site address (URL) in the text field.

You must add video or audio files as
documents. In the Preview and Edit
Content tab, click on Convert an audio ora
video file into Flash (.fiv). Then edit the
thumbnail (Change Icon) and select to option
to 284 the file directly to the page.

B 7 U & A~

Document type
€ |File (100 MB maximum)

ik ondy fao Shumbuai] You can choose a thumbnail to represent each
You can choose a thumbnail to represent your document: section of your showcase. You can use the default
@) Display the default icon for the document type .
- icon for the document type ( ). To
/:‘Display an image to represent the document Choose your own image, CIiCk on the

Choisissez un fichier | Aucun fichier choisi button. Select an image from your computer or an
external source. You can also display just the link
with no thumbnail image.

(7) Do not display an image (only link to the document)

Add this document

Click on

If you want to add an audio clip or a video clip to your portfolio, you must add it as a document. In the
Preview and Edit Content tab, click on Convert an audio or a video document into Flash (.FLV), then

Change Icon and choose the option to display the clip directly on the page.

17




O Add a biography, document, video, or section to the Main Content (continued)

If you choose to Create a new video, a dialog box opens.

Enter the title of You can enter a
the new video. description of the

video directly.

To record the video, click on the link
*a new video . A connection sets up to
your webcam and microphone (required
equipment). To begin recording, click on
the left icon. Once the recording is
complete, save it by clicking on the right
icon (disk).

e o Taeies

o oaa DWW TNE VIDSD Wikl D8 Insa
in the portlio. The vidao can be insarted

When you record a video directly, you
can integrate it directly into your showcase.
e Otherwise, you can select a thumbnail to
(@) trart tne vico n the sage (0 trumsnsn) represent the title of each showcase
section. You can use the default icon for
the document type ( ). You can
also choose your own image. Click on the

button. Select an image from your

(7) Snow a scrasn capturs of tha video

() Show an imaga of my chaice

| 5 Pacoute..

(7 Lnk amy [no thumonan)

computer or an external source. You can

— also display the video as a link with no
E thumbnail image.

18



O Change the Protection Status of a Section or Subsection

To change the protection status of a section or subsection, click on the
of this item icon (to the left of X) in the

Display by: Showcase ltem

&b New Biography “ New Section #» New Document
=] New Video

“ Section3 7,
“ section2% G e PPV !

“ Section 3
“ Section2®
“ Section 1,
£ Dinnranhia M o x
—This section's protection
@ (@) Mawa thiz saction public. —
- '/ Please note
(7)) Maka this saction avaliadie to my collkagues.
- Sy dataut, all the slaments addad to your
portiolio are displayed publicly and can b
47 Maka this section avaliabia to users of 3 group of which 1 am a mamber. Salact Visw Dy all guasts.

- You can iimit accass to a saction of
&) Maica this saction avaiiadie to one or more Sduporttolio users. Salacs B 0 your

~ mambars of your GrouUps or anothar
Ecuportiolio USET. You £an al50 protact 3
Saction or subsaction’s contant with the

£ () Protégar catta section avec i code d'accas au contanu protégé global (spAcité cans ia rubrique

@ orwitha
Modifiar les paramétres de i3 vitrine™) password Spacific to that saction or
subsection.
® -
) Protact this saction with It —
© () Promact TNz sastion with 3 own sccess code. T - ~ ™
all guasts (aven thosa with the protactad
Py orthe
€ () ™is saction must ba archived (invisidia to all users excapt the gwner of tha portilia) 20 the saction). You can use an archived

Saction to write a ara®t bafore you pudlish it
or to archive content that is no longer usad
Dut that you'd lice t0 keap.

Apply the changes

Newly added elements to your portfolio are public by default (all visitors may consult them). You can
restrict access to a section or subsection to Colleagues Only, members of a Group, or other
Eduportfolio Members. You can also protect a section or subsection by assigning a Protected Content
Access Code to this section or subsection. The contents of an Archived section are hidden from all
visitors (including those with a Protected Content Access Code or an access code for a section of
subsection). This allows you to rework a draft document before publishing it, or to archive a section
that you are not using but still want to keep, for example.

19



Preview and Edit Content

O Edit Content

Use Preview to edit the content of your showcase. Click

on the items that you want to change, or click on the icon.

Biography

To contact me: Click to add your email address

‘ Biography|

When you have P

completed your editing,
. é ancel
C|ICk on tO apply To contact me: Click to add your email address

your changes.

=

O Accept or Refuse a Comment

Click on the You will see an icon to

indicating an event in the Comments section. Click on the icon. ﬁ
1 comment

Visitor comments
Comment

A visitor | March Sth, 2011

Change the comment | Delete the comment | Make the comment public

as desired.

20



Post or Receive Comments

Depending on your showcase parameters, visitors can post comments on your showcase. Use the appropriate

icons to post comments on your colleagues’ showcases. .

Entering your name is optional.

Your email address is optional, but you must
provide it if you want to receive a copy of the
comment by email. You can also send a copy of
“~Add a comment the comment to others by entering their
Your name addresses in the appropriate field. Each address

A visitor must be separated by a comma.

Your email address

CC addresses (comma-separated)

Enter your comment.

Your comments me

Comments may include an attached file.
Note that images that are deemed too heavy
will be automatically resized to reduce
download time from the Web page. If you have

B 7 U # A~ « x' X

i
e
11
bar
—I
(]

to downsize an excessively heavy image, place it
o | | in a Zip file first. All attached files must be less
than 100 Mo.

Your attached file

[ Parcounr_.
[:]Send me a copy of this comment by email.

Warning! By pressing the "Send" button below, you agre at your name and
comments may be displayed, in whole or in part, in this po iy Your email address
vill not be publicly displayed. -

To receive a copy of the comment by email,

m check the appropriate box.

21




My Colleagues

A Colleague is a fellow portfolio owner. You can Chat with your Colleagues online.

........................ Change your Avatar by clicking on

—— and selecting an image from your computer or

an external source.

Your colleagues 9

Replace My Avatar

‘  Choisissez un fichier | Aucun fichier choisi

To delete a colleague, click on the
button for that colleague in the
list.

To add a Colleague, click
on the

button. Enter the individual’s
Name, First Name, and
email Address. Individuals
with a portfolio will be listed
in the results.

Your colleagues | Search colieagues | Your avatar

—Search colleagues

\. Enter 2 sumams, ghen name or emzll 3odress

Click on the
link to add this
individual to your Page 1 0f 1, showing records 1-100f 10
list. Proposed

colleagues will receive an g
email informing them of
your request. They may S

agree or refuse to be added
to your list.

22



My Colleagues (continued)

Change your status:

® coleagues online: 0 Q Online
‘l’ @ Available
To chat with a colleague, click on the Away
link in the lower right corner of Not available
your browser and select the desired colleague. Dot diskith
9 Invisible
’ Offline

’ Colleagues online: 0

To change your status, click on the

icon in the lower right corner of your browser and
select the desired correspondent status.

23



My News

You can post your news in your showcase. To add or remove news from your showcase, go to Edit
Showcase Content. In the Content Structure tab, go to Edit items in the left column.

Add an item

To add a News Item to the

.......................................................................... list, you must first create a
section. To create a new section, click
on

7\

\J‘" Informations . .
Enter a title for your section

ms in your ¢ and select the
. to be posted in this

To add a news item to the/News section, y selitazoiny, Clliei e

You can display or hide news i

clicking on Adda  [“Adda section

Title
2. Enter a title for thg news category and s |

1. Create a category

3. After creating a/new category, youwillb | . isplay
button located’on the News page. |

4. To create ajiews item, choose a categc

When you create a new section, a new page

opens where you can create your News Item. To

ﬁ add a News Item to an existing section, go to the

page and click on

—Add a News Item

Place this News Item in the following Category:
I Section 1

Description

To create a News Item, select the section

where you want to place it, enter a description,
and add a URL link if applicable. Click on

Url
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Account Parameters

Use your Account Parameters to make overall changes to your portfolio.

Use your to change
the language of your portfolio, your email :
address, and your specific URLs. You can also e UR ontain at least 6
view the groups of which you are a member. aracte accented sma
dpPlld ed = = 0, DE
O SPaces Oor p dlio DO

Langusge | English / v

Change the email address sssociated with your portfolio

Your personalized URL

Groups you are 8 member of

Change your password

Delete your portfolio/account

This password gives you
Administrative Access to your
portfolio so you can make changes

If you delete your account, your

portfolio will be deleted at the same
time. This operation is irreversible.

to the structure and content. Do not
reveal this password to anyone. In
general, the password that was
initially provided to you is
sufficiently secure, but you are
strongly advised to change it.
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Twitter

We decided to be really innovative with Eduportfolio 2.0. With a few clicks, the people who are following you on

Twitter can find out about recent changes to your portfolio.

If you don’t have a Twitter account, create one at Twitter.com. Save

your Twitter username and password to your portfolio by clicking on the

link below the text.

Connect to Twitter

Message to send via Twitter (96 characters maximum - including spaces)

—  —

o | |37 3g 3 |

Validate

Each time you update your portfolio, you

can enter the information that you want to
share with your followers in your Twitter
Update Box. Remember that Twitter has a
140-character limit, and we use up 49 of
these to insert the link to your portfolio at
the end of your message.

Click on to keep

your followers up-to-date on
your latest changes.

26




	Table of Contents
	Portfolio Management
	Page Summary
	Management Tools
	Create New Showcase
	Showcase Parameters

	Edit Showcase Content
	Structure Content
	Add an Item to the Top Banner
	Add an Item to the Left Banner
	Add a Biography, Document, Video, or Section to the Main Content
	Change the Protection Status of a Section or Subsection

	Preview and Edit Content
	Edit Content
	Accept or Refuse a Comment


	Post or Receive Comments
	My Colleagues
	My News
	Account Parameters
	Twitter


