Creating a Portfolio 1n
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Blackboard

You can create a personal portfolio in Blackboard that is an electronic
version of your educational portfolio. It’s easy!

Step 1: Adding Content to the My Content container.

1. Log in to Blackboard with your user name and password.

4 Blackboard Lear ning System T (Release 6) - Microsoft Internet Explorer

2. From the Welcome screen, click on the black
Content System tab. This will take you Quwr O W B G P Srrens @) (- B3 .
to the Content System page in Blackboard. e el R

Uinks @] USC Home Page ] USCCollege of Education 4] USC Search (€] University Librari

ies-USC @] Google (&) Dogple €] Blackboard ] VIP

Content System: My Content

3. The first window displayed is the
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. &R brownmh2 ®n web Folder < tem @ Folder Bz Copy % Move o Remove
My Content window. ). Institution Cortent Locaion fusers/brownmh
institution ——— -
Sy oo 0 W nens ARSI g g i
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multimedia files you want to display in your G T e
portfolio.
4. To help organize your Content, you should create six folders. These folders will hold
the files for each of the six buttons that you will create on your first portfolio.
A Blackboar d Learning System Th (Release 6) - Microsoft Internet Explorer FEX
To create a folder: % or S R R 2
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& Add Folder

Location: fusers/hrownmh?2

b. Type in the name of the first folder you
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want to create. It should be named: BT | [ Folder nformation
nstitution " Folder Name  welcorne|
Welcome. ey L @ cuaopions
=& eReseres The quata limits the size of the falder's contents. This quota cannat be larger than the quota for the parent
My Portfali folder. If unspecified, the folder will inherit the same gquota as the parent folder.
. l_’op { Available Quota 13.69M (E8.49%)
'ortfolio Creation -
c. Scroll down to the [Submit| button at the . [——

5 Received Portfolios Inherited Quota 20,000

bottom of the page and click on it. © Lock optons
ThiS Will Create the fO lder and place it in ATTTT— Ifthe folder is locked, only the person who locked it may unlock it. Select the type of Lock for this folder.

Lock Type
P Bookmarks ype  ©No Locks
© Lock this folder

you’re My Content list. Booolosion | ot Chor s et :

&l 8 @ nemet

d. Repeat this process to create five more folders named: Standards, Service, Resume,
About Me, and Contact Me.
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5. You are now ready to add files to your My Content area. To add a document or

picture file:

a. Click on the folder to which
you want to add a file.

b. Click on the Item button on

the toolbar. This will open
the Add Item wizard

Choose file

Look in: [ e Thawspace T:) -1 c¥ E-
y [E2Ecipse
L [CDLPL Software
My Fecent  [Blackboard Portfolio Instructions
Documents — BWcih1_4_2_10-nb-d_t-win-ml
Fr 8 Mike voung
5 setup-LPL-2_4-Update
Deskiop I handout Sproé
My Documents
9
My Computer
s
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Flaces
Files of type [aFiles ) 1 L]
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SLibrary Content BT Sorees Faie i o . -
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g Eoriillos @ Lock Options
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Locked  Cves @M
€ Comment Options

& Porifolio Creation
5 iy Portfalios

5 Received Portfolios
If comments are Shared, users with Read permission may view and add comments

Comments @ Private
O Shared

B Warkflow Activities
# Bookmarks
) Go to Location

@O Submit
Click Submit to finish. Click Cancel to quit,

S B mtemet

c. Under number 1. File Information, click on

.

the Browse button. This will open a file
browser. Browse to the location of the file
you wish to add to the folder.

Click on the file once to highlight it, then

click on the button. This will insert
the file name into the box in the Add Item
wizard.

Scroll to the bottom of the Add Item wizard
and click on the Submit button. This will
add the file to the Content system.

6. When you have finished adding files to that folder, locate the My Content listing on
the left side of the screen. Under it should be a listing of your login name. Click on
your login name to be returned to the main My Content window.

You may now select another folder to add content.

7. When you have finished adding files to the My Content area, you can begin creating

your portfolio.
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Step 2: Creating the Portfolio

1. On the left hand side of your screen, locate

the My Portfolios section.

Click on the listing for Portfolio Creation. This

will open the Portfolio Creation wizard.

2 https:Hblackboard.sc.edu - Portfolio Creation - Microsoft Internet Explorer

8 Wslcom B Welcome to the Portfolio Creation Wizard
@ Portfolio Information

© Portfolio Design

@ Portfolio Welcome
© Add Content

@ Add Links

@ Add ltems

Welcomel This wizard walks you through a simpls step-by-step process ta set up a Portfalio
After the first step, all subsequent steps are spiional and you may select Finish at any time.
Portfalies are stored and managed in My Portfalios and may be modified at any time

@ Portfolio Availability
@ Portfolio Comments

& Completion

Example: Portfalio

To begin, click Mext

@ Cancel | Next (@D

€] Dane
==

3 @ et

3. The first step in creating the portfolio is to
give it an identifying name. Type the
name of your portfolio in the first box, and
then a short description in the lower box.

When you have finished, click on the
button at the bottom of the wizard.
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The Portfolio Creation wizard will step
you through the basic sections of
creating a portfolio.

Once the portfolio is created, you can modify it to
make it more personal.

To start the creation process, click on the
button at the bottom of the wizard.

2} https:Hblackboard.sc.edu - Portfolio Creation - Microsoft Internet Explorer

© Welcome
@ Portfolio Information
@ Portfolio Design

Portfolio Information
Provide a name, for example, My Resume, and description for the Portfolio

@ Portfolio Welcome

@ Add Content

@ Add Links

“THe [y FroksendPotos |

Description |This is the portfolio I will use for

@ Add Items |prospective employers.|

@ Portfolio Availability

@ Portfolio Comments

@ Completion " indicates required field

@ Cancel | Step1of8 | Next (Z)

3 @ et
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4 fancy portfolio - Microsoft Internet Explorer Q\E\@
Bl Edt View Favertes Took Help i

D W RG] Ot o @R B ®-[JE S
acdess [@ Sopid= 1371 VB @ @

Links 4] USC Home Page  &] USCCallege of Education & USC Search & University Libraries - USC €] Google @] Dogpile ] Blackboard
Welcome to My Portfolic

4. The wizard will present you with options for
Menu links that will appear on the sidebar of
your portfolio. — I A s e s Y B A Y

If you would like a solid band of color with a text i
menu, use the Text choice.

| & Done. 3 @ Internet

A hitps: /fblackboard.sc.edu - Portfolio Creation - Microsoft Internet Explorer.

EQ Portfolio Design

RS A T e 1 P G o 00 B You can choose different colors by clicking on the Pick
@ Add Content

o W syies O Butons © T buttons next to the color swatches. This will open a

& Add ltems
e I | color grid. Click on a new color.
A Menu Text Color: I:‘

@ Portfolio Availabili

Remember to pick different colors for the background
and foreground. The colors should be different enough
so that the text can be seen against the background.

@ Cancel | @ Back | Step20f6 | Next @ | Finish @

2 fancy portfolio - Microsoft Internet Explorer. EEX
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) Y A @ e ! (| 2
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Links @] USCHome Page ] USCCollege of Education ] USC Search & University Libraries - USC &) Google @] Dogpie  &] Blackboard

. . . - Weloome to My Portfolio
If you would like buttons on your portfolio, click on the QIR 1 i e iy oS Casn. sl e o s o

. m portfolio. I have many examples of my academic and professional work here
Buttons choice.

Comments

€] Dore 2 @ Intermet

A hitps: /fblackboard.sc.edu - Portfolio Creation - Microsoft Internet Explorer.

© Welcome Bodtiiile Desi

© Portfolio Information Bl Portfolio cean

© Portfolio Desi
offolls Deslah “The Portfolio Menu, which provides a list of Partfalio content, may be displayed as either

@ Portfolio Welcome buttens or text.

wikshs @i e The default settings let you select a color of button that
o e you like, as well as the shape.

@ Portfolio Comments Bution Shape &) Rounged Comers © Rectangular © Rounded Ends

@ Completion Butten Style ~
Elue Teal 3

© Add Content
@ Add Li
& Add
@ Portfol

To see a full selection of buttons, you can click on the
Gallery of Buttons link that is under the sample button.

@ Cancel | @ Back | Step20f6 | Next @ | Finish @

€] Dore 2 @ Intermet

Once you have selected the type of Menu link you would like, click on the button at the
bottom of the wizard.
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5. You can now create a Portfolio
Welcome page. This will page
appears first when someone visits
your portfolio. It will also
automatically display a link to your
email (your default email listed in
Blackboard).

To create the Welcome page, type in a title
in the top box, and then a message in the
lower box.

When you have finished, click on the
button at the bottom of the wizard.

| hitps:/iblackboard.sc.edu - Portfolio Creation - Microsoft Internet Explorer

8 Welcome
8 Portfolio Information
@ Portfolio Design
8 Portfolio Welcome
Add Content
% Add Links
5 Add ems
Portfolio Availability
Portfolic Comments

» Completion

&

Portfolio Welcome Page (Optional)

You may create a message {o welcome Partfalio users

Title:

“Welcome

Welcome [geicome to my portfolio. o]
Message:

I em & student at the University of South Carolina,
majoring in Education.

In this portfolio, I have many examples of my
academic and professional career, as well as some L
personal information.| v

@ Cancel | (@) Back | Step3 of 8 | Next (B2) | Finish @

S B Internet

You should skip the next two pages in the Portfolio Creation wizard — Add

Content, and Add Links.

You can move through them by clicking on the button at the bottom of the wizard.

Stop at the Add Items page.

6. The Add Items page allows you to create Menu links that will appear on the left side

of your portfolio.

The wizard has already created a Welcome link for you. You must now create the five basic

links for your portfolio. These links are:
e Standards

Service

Resume

About Me

Contact Me

To create a new link:
a. In the Menu Link Name, type in the name
of the menu link you want to create.

b. You can access a template list for your
page by clicking on the arrow E next to
the Templates box.

A template will insert a form on the portfolio

A hitps:ilblackboard.sc.edu - Portfolio Creation - Microsoft Internet Explorer

0 Welcome

@ Portfolio Information
8 Portfolio Design
8 Portfolio Welcome
8 Add Content
8 Add Links
8 Add Items
Portfelio Availability
Portfelic Comments

Completion

&

23 Add Items (Optional)

You may create items to add to the Pertfalio, You may choose to add either a blank item or
start with a Template. ltems may be modified after the Wizard is complete.

Menu Link Name [Siandards
Suggested Maximu 18 sharsctars

Template

Blank ftem v
Blank fem
Activities =)

Awards Honors
Current Men career Plan
Cerfifications
Community Service
Course Plan
Education
Experience
Grants
Lesson Plan
Personal Interests
Portfolio Test Template
i

There are currently n

Research
Pesume

Skills Matrix
Strengths
Student Resume

back | StepB of8 | Next (Ga) | Finish @

B @ Internet

page that you can fill in later. If you wish to create your own portfolio page, select Blank Item.
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2 https://blackboard.sc.edu - Portfolio Creation - Microsoft Internet Explorer

c. When you have made your Template
selection, click on the [Add button to
the right. This will add the Menu Link
item to the list in the lower portion of
the wizard.

d. Create your next menu link item and
click on the @ button.

When you have finished adding all five Menu
links, click on the button at the bottom of
the wizard.

a2 https:#iblackboard.sc.edu - Portfolio Creation - Microsoft Internet Explorer

© Welcome

Portfolio Information
Portfolio Design
Portfolio Welcome
Add Content

Add Links

Add tems

& Portfolio Availability
# Portfolio Comments

® Completion

3 Add Items (Optional)

You may create terms 10 add to the Portfolio. You may chaose ta add either a blank item or
start with a Template. hems may be modified after the Wizard is complete

WMenu Link Name [ Contact viel
S ————
Template Blank ltem I

Add

Current Menu Links in Portfolio

k] Standards Remove
k] Senice Remove
k] Resume Remove
b AboutMe Remove

@ Cancel | (& Back | Step6of8 | Next (B | Finish @

&

3 mntemer

© Welcome SorEidiio Aicaliagii
© Portfolio Information Bl Portfolio Avallabi ity
© Portfolio Design

Making this Portfolio available allows you to share it with other users.
© Portfolio Welcome

© Add Content Available? & Yes, this Portfalio is available
© Add Li © No, this Pertfalio s not available.

Ad
P bility
Portfolio Comments
Completion
@ Cancel | @ Back | Step7 of6 | Next @ | Finish @
& S @ Internet

7. You must now make your portfolio available to
be shared. This will allow you to grant others
to view your portfolio — such as your professor
or a prospective employer.

People can only view your portfolio if you share it with
them. Until that time, your portfolio is private and cannot

be seen by others.

On the Portfolio Availability page, leave the default Yes

checked.

To continue, click on the button at the bottom of the wizard.

8. The Portfolio Comments page will allow you to turn on the Comments feature.

This allows others you share your portfolio with to

post comments.

Only people who you have granted shared access to
the portfolio will be able to post comments — such
as your professor or a prospective employer.

On the Portfolio Comments page, leave the default

Yes checked.

R Portfolio Comments

Sharing comments allows Portfolio users to view and add comments.

© Portfolio Welcome

© Add Content Shared? @ Yes, share comments
© Add Links © Mo, do nat share comments,
Add ltems

© Portfolio Availability
© Portfolio Comments

Completion

@ Cancel | (&) Back | Step8 of8 | Finish @

2 https://blackboard.sc.edu - Portfolio Creation - Microsoft Internet Explorer
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9. You have now completed the last step in creating your portfolio.

Click the button to close the Portfolio Creation Microsoft Internet Explorer [X]

wizard. 9
\_.{) Create Portfolio?

A message will ask if you wish to create the portfolio.
Click on the [OK] button. | ok || cancel |

Blackboard will return you to the My Portfolios list page. Your new portfolio should be listed.

Step 3: Adding content to Your Portfolio
You can now customize your portfolio pages with personalized content. All content that you wish
to include in your portfolio MUST be saved to the My Content area of Blackboard.

Let’s start by adding a picture to your Welcome page.

1. From the Content System page, locate the My Portfolios section on the left side of the
screen.

. 2l Blackboard Learning System TM (Release 6) - Microsoft Internet Explorer E]E]Ef
. . . . File Edt View Favortes Tools Help "
Click on My Portfolios. A listing of your Q- O W @ Q] Dows foroens @3- 5 W - LA B
new pOI'th 110 Wlll be ShOWl’l. Address !}QJ https: iblarkbioard.sc edujwebappsiportaliframeset sprtah_id= 112 1 bl > 3 ¢ @ T @snagtt

Links @] USC Home Page ] USCCollege of Education & USC Search @] University Libraries - USC @] Google & Dogpile &) Blackboard

There are several ways to view, change, and [f z o5

e Help Logout

manage your portfolio:

Courses Libraries Content System WIP Cammunity PRS

o S [T ¢ = Wy Portfolios 5
CthIng on the hlghllghted name Ofthe E %frfwnmh? i Portfolio Creation Wizard (5 Portfolio B9 Copy Mo Remove
portfolio allows you to Preview your full [ insituton Contert - .

: HInstitution [] My First Portfolin " is created using the e Contents Manane
pOfthllO. o Librar Contenttab n Blackboard I
* SLibrary Content
@ & eResenes r»;‘f_ Select Al ¥ 5o]
Clicking on the highlighted Manage link T
By Portfolio Creation 2
allows you to change features of the 9 My Poriios E‘] J
. 5 Received Portfolios =
portfolio, such as the name, buttons, and - v L . .
€] Done Internet

who you want to share it with.
Clicking on the highlighted Contents link allows you to change the contents of individual pages
in the portfolio.

2. Click on the Contents link. A listing of your portfolio pages will be displayed.

Clicking on the highlighted name of the page will allow you to Preview it.
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Clicking on the Modify link will allow you to
change how the page looks by adding or
removing text and content.

Clicking on the Remove button will allow you

to remove that page (and its menu item) from
the portfolio.

On the menu bar are three options for adding
pages or buttons directly to the portfolio.

e Content allows you to add content
directly to the menu items.

e Link allows you to add an Internet link
to the menu items.

e Item allows you to create a new
portfolio page (and a menu link button).

JE B

B

rsity Libraries - USC ] Google ] Dogplle ] Blackboard €] V1P

[CEE

2l Blackboard Learning System TM (Release &) - Microsoft Internet Explorer
File Edt View Favorites Tools Help

Qo -

Address ,.'é] https:fiblackboard.sc.edujwebappsfportaliframeset jsp?tab_id=_112_1

DER
,JJr

ﬂ @ 7;] 7 search \;';:,_*Favurites &4 LJE 3

¥ Be @ T @oneg

Unks (@] USCHome Page @] USCCollege of Education ] USC Search  (&] University Libraries - USC (8] Google ] Dogpile ] Blackboard

UNIVERSITY OF [ g
M OUTH CAROLINA fig © @

ome Halp Logout

Libraries

2 aPortfolio: My First Portfolio
G Content @3 Link [0 tem

£ Users
= S brownmh2

.~/ Institution Content
HInstitution

- Library
& Library Content
¥ eResenes

| Yes ModifyRetove
Yes  ModifyRemove
Yes  MWodifvRermnove
Yes WodifyRemove
Yes  MWodifyRamove
Yes  ModityRemove

My Portfolios

B Portfolio Creation
(=] My Portfolios

{5 Raceivad Portfolios

oK )
v

=& Users
gbrownmh2

~/ Institution Content

& Partfolia Creation
5 My Portfolios

[ Modify Item

@ Menu item Name

" Menu Item Name  [\aicome

institution Suggested himum 19 charmeters
= WLibrary

S 8fLibrary Content @ craztalitan

w8 eResenves Page [Nomal v |[3 v|[TmesNewRoman v| B 7 0 = = ==
My Portfalios

TRY BRR v e@d s VX €5 <himl= Preview

Thm AR DL

o2

5 Received Portfolios

B worklow Activities
& Bookmarks

8 Go to Location

@ Search Content

Welcome to My Portfolio

welcome ta my portfalio. T am a student at the USC Callege of Education. In this

portfalio you wil find @ number of interesting things about my academic and
professional career,

For more information about this Portfolia, plaase contact Jana i, Studant
[=] ¥
@ el %@

S
53

@ Dniornet

4. To add a picture, click on the Attach Image icon in the
last row of the toolbars. This will open the Insert Image

window.

To locate the image you want in the Content container, click
on the button. This will open the My Content
window and allow you to select an item from one of the

folders.

S @ Internet

3. Locate the highlighted Modify link next
to the Welcome page listing, and click on

it. This will open the modify window for
the Welcome page.

Notice that there is an editing toolbar above
the page.

Passing your cursor over an icon on the

toolbar will display information about what
the icon does.

These icons can be used to change the text
and objects in the editing window. It works
in much the same way as Microsoft Word.

2 https:/fblackboard.sc.edu - Insert Image - Microsoft Internet Explorer, []=1]E3]
EQ Insert Image

@ Selectimage
Itis nat possitle to upload comtent directly to this area. It is possible to link to a file in the
Cantent System or enter a URL ta link to a file
Link from Content System |
or Specify URL [
@ Image Options
SetWidth g9 |
SetHeight [1p |
Border [Nane ¥
Alt Text
© Submit

Click Submit ta finish. Click Cancel ta quit

Gancel ) | _Submit

€] Dore

2 @ Intemet
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A hitps:ifblackboard.sc.edu - Blackboard Content System™ - Microsoft Internet Explorer 3
a

[m [l Select File or Folder
U
& Qshe,fwnmhz R web Folder <3 tem (33 Folder
: : © Location: fusers/brownmh2
5. From the My Content list, click on the folder e
you created for the Welcome page. Ny © @ Douens MBS
. . . . =¥ eReserves © & picures i 2l Al 1.70Mb
This will open the folder and list the items - e
. . & o —— 423,30 M
Jan 26, 2006
lnSIde. o \é\zrlu::k?% © Qoo 04126 P .4
@850 10 Location © B Ec ternplate.doc o mane ke or 0
£l Fleming session pdf - 2E60Mb - Off 0
8 Search Content [e] S e
i3] © & MHBrown - CV oo ‘éa;;;‘ ZP'?VIDE s6KkB OF
& Jan 19, 2006
R © ] Reading Grosshers doc Sl 33KB  OF 0
Jan 24, 2008
@ Shortcut View © & mbrown jng e 157k8 o
O 8 mikelJre e 03B O
© I8 supsbrmp J;;;;’S‘ZP'LDE 138Mh  OF ]
© B tabis 1ad0c ‘éaz”nwfs‘ ZP'?VIDE 28KB  Of 0
-
&1 & @ Intermet

4 https:Hblackboard.sc.edu - Blackboard Content System™ - Microsoft Internet Explorer

[m [ Select File or Folder

=¥ Users
-8 brownmh2 B8 webFolder <F ltem B Folder

O Losation tsarsrormmizPriues 6. Select the item you wish to insert into your

insttution S — . . . .
E'ug{._i.y . N e portfolio page and click on the circle next to it.
ibrary Content — . . . .
= Qoreseres O B o s Bhoisss EIIB g ox This will place a dot in the circle.
O B Nanewlre 332”5_7236‘ ém S0KB off
?;Wurkﬂuw Files © B gavannan & Atianta (21) JPG #aznajzga‘ ﬁfa 674KB  OFF 0
Buokmarks . .
ot Lot O B sass mtiao e or Click on the [Submit| button at the bottom of the
Q Search Cortent O B koreacrpd ipy ;az”;daﬁ ZPUMUE 758 Off

I=) page. This will insert the file into the window of

[2) Refiesh  tems perpage: (25| 60

the insert page.
@ Shartcut View

Cancel ) ' Submit )

& B ® Internst

2 hitps:Miblackboard.sc.edu - Insert Image - Microsoft Internet Explorer =]

Insert Image

@ Selectimage

It s not pussible to upload content directly ta this area. It is possible to link to a file in the
Content System or enter a URL tu link to a file

. . . . . Link from Content System }Mpswﬂmmardsggdu/bmswe
7. In the Image Options section, there is a listing for Alt — e
Text. In that box type a short description of the @ image Options

SetWidth 19

. . ]
picture (such as My Picture). —

Border @
Click on the Submit button to load the picture into the o S
edltlng SyStem, Click Submit to finish. Click Cancel to quit
Cancel Submic )
QDUHE é 'Intemet
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8. A preview of the image will be shown, along
with a message about how to reposition it in

the editing window.

Click on the Submit button to insert the picture into the editing

window.

e G Vew Favortes Lok tep i
Q- © )| P Ferons @R B La s
dhess ] hetps:folackboard sc edujwebappsiportalirameset. fspitab_id=_112_1 v B @ o i

usc E]ooge &) ogple €] Blackboxd &]VIP

[ wooen B BRY 4 R@ 0o @O 2 AT @ b beew B &
= "tmARds

5 Qorowny
-/ Institution Content
Qinsttution

Welcome to My Portfolio

= QUibrary Welcome to my portfolo. 1 am a student at ths USC Collags of Education, In this
QLibrary Contort

iorary Content portfalio you will fieg a nurgber of interesting things about my academic and
QeResenes

My Portfolios:

& Parfolio Creation

3wy Porilios professional careery

5 Received Porfolios

For more information abaut thiz Portolio, plasse contact Jane &, Studert

@ Workflow Activties
P Bookmarks
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You can move the picture to a different location by
holding down your mouse button and dragging the
picture to the area of the editing window you want.
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9. The editing window will be displayed with the
picture inserted.

You can change the size and position of the picture by
placing your cursor over it and clicking on it. This will
place a sizing box around it.
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Welcome to my portfolio. I am a student at the USC Callege of Education. In this
portfolio you will find a number of interesting things about my academic and
professional career.
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You can change the size of the picture by placing your
cursor on one of the corners until a double arrow
appears.

Hold down the mouse button and drag the corner of
the picture. The picture will get larger or smaller, and
you can adjust its size.

10. When you have repositioned and resized the
image, you must save the modified portfolio page.
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Some Tips to Remember in Creating Your Portfolio

e Information placed in your portfolio will be seen by instructors and prospective
employers.

e In selecting content for your on-line portfolio, choose a few of the best items from
your physical portfolio, academic work, and professional examples.

e Use your content to highlight your best efforts.
e Keep descriptions and text short and to the point.

e Balance information with visual materials.
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