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              HA01 “How to create and use a showcase”


	How to Create and use Showcases


	The advanced E-Portfolio allows students and staff members to set up multiple showcases to publish examples of their best work. Each showcase item consists of a title, an optional area to add an outline description and personal reflection, as well as a file containing evidence of the work. By default all users of the Merlin (including teachers, students and parents) have contributor access to the showcases of other users and can see and make comments on them. This access can be controlled by the owner of the showcase if they wish. A showcase may be exported as an archive file and teachers can include items from a student’s showcase as evidence of achieving a target.
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	Creating a new showcase
· Navigate to the e-portfolio area of your My Place.
· Click the Add Content icon [image: image2.png]


  in the left-hand navigation bar.
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	• Choose the Showcase option under Libraries. This will enable you to create a new showcase.
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	Choose a title
· On the Create Showcase screen enter a name for your Showcase (e.g. My best Maths work) and an optional description of the Showcase.

· Click OK. 
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	Add items to your new Showcase
· Your new empty showcase, with its description, is now displayed. 
· Click on Add Showcase Item
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	· First type a description of the work you are adding and also a personal reflection, for example what you enjoyed about the work. These entries are optional but help others understand your reasons for creating this Showcase.

· Click on Next to continue.
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	Add Evidence Files to Showcase Items
· You may now choose evidence to attach to your showcase item. This could be a word document, a photo, video, presentation or other form of digital content file.
· Click on Browse to select a file from your computer hard-drive or network. Once you have found it, click on Open to return to the Showcase.
· Click on OK to finish adding your Showcase item.
· You can only add one evidence file to each showcase item, so if you have a number of evidence files you want to add, you need to create a separate item for each one.
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	Open and view a Showcase 
· Showcases appear as content items in the left-hand navigation bar, within a user’s e-portfolio.

· Click the Showcase title in the left-hand navigation bar to open it. 
· Click on the items within the Showcase to view the comments and evidence.
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	Edit Showcase details

· Click the Showcase title in the left-hand navigation bar open it. 
· Click on the Edit Space Settings [image: image10.png]


 button in the left-hand navigation bar. The Site Settings administration screen is displayed.

· To change the title and description click on Title, description and icon from the Look and Feel column.
· On the screen that follows make the required changes to the title or description and click OK. 
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	Edit or Delete Showcase Items

· Open your chosen showcase, find the showcase item you wish to change, and click Edit.

· Make changes to the title, description, and personal reflections as required. 

· To replace the evidence file, click ‘update evidence file’, browse to the file you wish to add and then click OK. If you are replacing a file of the same name – tick the Overwrite existing files box.
· To delete a showcase item click Delete.

	[image: image12.png]My Best Maths Work - Microsoft Internet Explorer provided by Information Systems

0O - Er

prsons .. ca sl fsss35-523m-4050-53 1 Becsadesce e partoboysestvathaorcetaut v | £ | (49 % | [

Fie Edt View Favories Toos Hel

% & (o8] [omysestvatsviok x| @ranng s embecng (@ Trsiing znd enbeddng

Parktown Secondary School

My Best Maths Work

This folder contains the work that I am proud of in Maths

Use a showcase to share examples of your best work and invite comments from other users. You can attach an evidence file such
as 2 document or video to each showcase item.

This was an assessment that we had to do at the end of ou
Personal reflections.

1 was really pleased with my Mark (75%) becasue I have ot always found Maths easy!

aths Ass

Show ta

@ imeret 00 -

My Best Maths Work Kaleidos Learning Pl




	Delete a Showcase

· Navigate to your chosen showcase and open it.
· To delete the whole showcase click on Delete (name of showcase) in the navigation bar.
· You will receive a warning, then click Delete.
· If you wish to export the showcase to use at a later date then click Export before you delete the showcase.
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	How to Export a Showcase

· Navigate to the showcase you wish to export and click Export.
· Choose whether to open as a Compressed (zipped) folder or save it to your computer or network. 
· The exported folder will contain an HTML [image: image14.png]


file called showcase htm, a cascading stylesheet file called RM-Showcase.css, plus each of the evidence files that you have added to the showcase. 
· To view an exported showcase, extract the files in the archive file to a location of your choice, then open the Showcase.htm file in your browser. The easiest way to do this is to double-click on the Showcase.htm file in Windows Explorer or the Finder on an Apple Mac; the showcase will open in your default browser.
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	Viewing Comments

The Showcase allows permitted users to post comments about the work presented. 

· Navigate to the showcase you wish to look at in your e-portfolio.

· Find the relevant showcase item and click Comments. Any comments added are displayed. You can see who made the comments and when, and respond by adding a comment of your own. 

· As the owner of the showcase cannot edit or delete comments made by others, it is important that you manage carefully who has access to your showcases.
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	Find and View Another User’s Showcase

· Click the Search tab from any portal page

· Click on Browse for users
· Use the filter to find the user you wish to use and click on E-Portfolio next to their name.
· Alternatively teachers are able to view their own students’ E-portfolios and Showcases via the Students Page in their My Place.
· If you have been granted the appropriate rights you will now be able to view any Showcases and add comments – see the document “How to change your e-portfolio settings”.
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	Commenting on another user’s Showcase

· Click on the showcase name in the left-hand navigation bar of the e‑portfolio.

· Scroll down to the showcase item you wish to view and click Comments
· This shows any existing comments. If you have permission you can edit or delete your own comments.

· To post a comment click Post a Comment. Type your comment, then click Add. Your comment will be displayed.



	Hints and Tips…

· Your showcases will inherit permissions from the e-portfolio, but if you wish you can set the permissions for your Showcase to be different. Modify the permissions for your showcase by opening it and using the Change Space Membership button to open the membership manager.
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