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Quick Overview of ePortfolio Creation
This document walks you through the three basic steps required for creating an ePortfolio.  The three steps are outlined below as “Create Pages”, “Assemble Pages”, and “View Portfolio”:
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Step 1: Create pages for your portfolio
Each page in your portfolio needs to be created individually.  To create pages, please complete the followings instructions:

1. Select “Matrices” from the cTools menu.
2. Click on “UROP Presentation 07-08”
3. Click into the green cell that represents the type of page you would like to work on (i.e. About the Project, Abstract, Methods, etc).
4. Click Add Form to start your new portfolio page.
5. IMPORTANT: Enter a meaningful display name so that you can identify your page later. 
6. Enter a Page Title for this portfolio page.  The page title will become the name of the link to the page once your portfolio is assembled.
7. Choose a theme for your portfolio.
8. Replace the instructional default text in the Page Content (dashed area) of the screen with your content.  
9. Click Save Changes.
10. Repeat steps 1 through 10 until you have created all of the pages you want to include in your portfolio.
Step 2:  Assemble your pages into a portfolio
After creating all of the pages for your portfolio, you are ready to assemble your portfolio.  To do so, please complete the followings instructions:

1. Select “Portfolios” from the CTools menu.
2. At the top of the page, click Add.
3. In the "Please select a template" dropdown, select "UROP Portfolio Template" and click Continue.
4. Enter a title for your portfolio. This will be the title that will display in the Portfolio area of CTools. Click Continue.
5. On the following page, enter your name or a pseudo name, the title for the portfolio, and select a theme. Click Save Changes.
6. Because you have created a "Leadership Portfolio", particular pages are expected in your portfolio (ie. Welcome page, Philosophy Statement, etc.). Use the dropdown menus to select your portfolio pages that best represent each type of page. Click Continue.
7. Optional: If you would like to share your portfolio, select the roles or individuals with whom you would like to share your portfolio. 
8. Optional:  If you would like to create a publicly accessible link to your portfolio, check the Public URL check box. 
9. Click Finish.
Step 3:  View your portfolio
After you have assembled your portfolio, you are ready to view it.  To do so, please complete the following instructions:

1. Select “Portfolios” from the CTools menu.
2. Find the portfolio you just created and click on its name.
3. Your portfolio will open in a new tab or window.
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