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How To HM09 “Add to your e-portfolio”                                                                               

	Add to your e-portfolio


	Your e-portfolio is the part of your personal My Place that you can make accessible to other users.  You can add and share your own files, and also add interactive elements, such as blogs or wikis, which you can add information to and which you perhaps want other users to view and to contribute to.  Only those users to whom you assign access will be able to see your portfolio. 

Your e-portfolio includes three basic elements as standard – a Noticeboard page containing the Web Links and Picture web parts, a Shared Files document library and a blog. This help sheet will give you information on adding elements to your e-portfolio, and what the different parts of your e-portfolio can do.  It is entirely up to you and your establishment what sorts of information and types of content should be included in your e-portfolio. You or your students could include work in progress that you’d like selected others to review, your best pieces of work or examples of work that show key improvements you’ve made. 

For guidance on sharing your e-portfolio with other members of your school community please refer to the How To “Change your e-portfolio settings”.
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	Adding to your e-portfolio Noticeboard using the default layout

This is essentially the “home” page of your e‑portfolio. You can add text and pictures to this page to introduce your e-portfolio to other teachers and students.

By default the Noticeboard has two content areas you can add to:

· A Picture area – click the link to add a picture of your own choice.

· A Web links section – click to add useful web links. These could be to external web sites or other Places you have access to within SWGfL Merlin.

	[image: image2.jpg]



[image: image3.jpg]



	Adding other content to your e-portfolio Noticeboard

Your e-portfolio Noticeboard is a content page like any other in Merlin – it is personal to you. If you want to add other text, pictures or items to your e-portfolio Noticeboard you will need to “customise” the page. 

· Click Edit to add text, pictures etc. to your Noticeboard “Page Content” areas. 

· Click Publish to save your changes.

For more information about this please see the How Tos “Modify a page (Personal or Shared)”, “Add formatted text and tables” and all the associated How To guides that give advice on adding and using different types of Web part content.

For more information on personalising and changing the settings of your e-portfolio please refer to the How To “Change your e-portfolio settings”
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	Using the Shared Files area

This is the area to save files which you might wish another user to be able to view.  You can create a folder structure within your shared files.  For example you may wish to have folders for different classes or subjects.  You can also assign different users access to some of these folders, but not others.  

· To add a folder to your shared files you should select the ‘New’ button and then ‘New folder’ from the drop down list.

· To add a file to this area you should select the ‘Upload’ button and then ‘Upload document’ from the drop down list.  (You can also upload multiple documents if you have MS Office 2003 or later)

The Shared Files area is a document library like any other, but personal to you. For more information on document libraries see the How To “Add and use a document library”. 
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	Using your blog 

Your blog can be used for a range of different purposes.  To publish information, to record a learning journal or to get feedback from other members of the school community.

To add to or manage your blogs use the ‘Admin links’ panel on the right hand side of the screen. Using these tools you can add entries and manage your posts and comments.

· Start your blog by clicking on the ‘create a post’ link from the Admin links section. 

· Enter the title and text of your post.

· You can also use this standard text editor to add pictures, links or other elements as you wish.

· Then either save a draft to return to later or publish your post. Note that publishing does not make the blog public. Teachers by default have access to students’ e-portfolios and blogs.

· Organise your blogs into different categories. You can add to or change the categories in your categories list. The categories list appears in the Place Content navigation bar on the left-hand side.

· Use the Manage posts link to see a list of your posts by date and category.  As you add more posts this will become a useful way to find specific posts, and comments (if you have shared your blog).

For more information on managing your blogs see the How To “Add and use blogs”
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	Adding other elements to your e‑portfolio You can also add other elements to your e‑portfolio for sharing with others. To add an element click the [image: image8.jpg]Add Content




 button and choose the appropriate template from the list of content types that will be displayed. Examples include: 

· Blank  page      

· Picture Library

· Survey
· Discussion board

· Wiki or document library
· Links 
· Record of Achievement 

Please refer to the collection of How To documents, in particular “Add content pages to a Place”, or the online help for more guidance.
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  Create Place


	Add shared working Places (“Our Places”) to your e-portfolio

You can even add a full Place to your e-portfolio using the Create Place [image: image11.png]


 icon. This behaves in a similar way to an Our Place. Unlike the rest of your shared e-portfolio you can allow other users to contribute or even share control of any Our Place you create here. 

See the How To “Create a New Our Place” for further details on this.

However, it is worth remembering that any content added will use up your personal file quota. If creating any of the above items for collaboration, you should consider if it is better to create an Our Place within the Our Places area.



	Hints & Tips …

· Do not overpopulate your e-portfolio area with extra pages, as it will soon become hard to manage.  If it is a large Place it may be better to create an Our Place in the main School site. If you do not have the appropriate permissions to do this contact your Merlin administrator. 

· You can add elements to your existing e-portfolio main page, such as pictures, video or slideshows for others to see.

· Remember that your e-portfolio can be accessed from any computer with Internet access. Why not add useful links and files to your e-portfolio?  This will mean that you can access them from school and from home.
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