Student Directions for Portfolio
Use Mozilla Firefox to use hyperlinks to graphics.

You may use Internet Explorer to reshape graphics/picture and to create your account)

1.
Create a Google Account

2.
Copy the Education Portfolio Template to your site (Kachet can help)
3.
On the Home Page, click on “Edit page” and change “Your Name…” to (your name).
4.
Replace the picture with a professional picture of yourself

5.
Complete the demographics (directions are found on website and at the bottom of the Portfolio Home page)

6.
Write your letter to the review directly on this page.
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7.
Click on “Home” graphic at the bottom of the page to go to the Table of Contents

8.
DO NOT do anything to the Table of Contents page. Simply click on the button to go to the different sections of the portfolio.
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To Upload Documents as attachments and hyperlink to button:

1.
Click on “Edit Page” (Top right hand corner – see graphic above)

Delete all attachments except the instructions page. Then delete hyperlinks.

2.
Click on “Browse” or “Choose File” at the bottom of the page.

3.
Find file and click on “Open” (This will attach the page, not open it)

4.
You will see the attachment on the page.
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5.
Move cursor over “Download” and right click.

6.
Click on “Properties” or if in Firefox, click on “Copy Link Location.”
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Firefox:

“Copy Link Location” automatically copies the URL of the document, so you may continue on to 9.
Google Chrome:

“Copy Link Address” automatically copies the URL of the document, so you may continue on to 9.

Explorer
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7.
Go to the URL address and highlight the URL. (Begin at the http:// - Otherwise you might not get the entire URL.)
8.
Right click and copy the URL

9.
Click on either “OK” or “Cancel” – (If using Internet Explorer)

Click on the “X” (If using Firefox)

10.
Make sure you are in “Edit Page” and click on the appropriate button
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11.
Click on “Link”

12.
Click on “Web Address” and move cursor to box.

13.
Right click and paste the URL. Then click “OK”
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14.
Click on “Save” 
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To Upload and hyperlink a video using Screencast.com
1.
Set up a Screencast.com account. Follow the instructions from the site. (Hint: Use the same e-mail and password as the portfolio. It helps to not forget username and password for Screencast.com)

2.
This screen will appear. To upload a video, simply click on the “Upload Content” link.
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3.
This window will appear. If the video is LESS than 100 MB, click “Browse” and then find the file and double click. This will begin the upload.
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4.
This window will appear as the file is uploading. The bar under “Upload Progress” will expand to the right. This may take quite a while depending on the size of the video. File extensions must be either .MOV, or .WMV. Ask the Division Data Manager for help in converting your video.
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5.
A Checkmark will appear to the right of the Upload Progress button when the file upload is complete.
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6.
If the file is LARGER than 100MB, you must use the Desktop Uploader. Click on the Link and this screen will appear.
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7.
Click on “Windows Uploader” to download the program to your computer. This screen will appear. Click “Save File.” Then go and run it.
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8.
Find the downloaded .exe file by going to the start menu, Screencast.com folder, and open it. It is still associated with Screencast.com so anything you do here will appear in screencastcom.
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9.
This screen will appear when clicking on Desktop Uploader.
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10.
Then follow steps 3-5 above.

11.
The saved file will appear as shown below. 
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12.
This screen will appear. To play, click on the arrow. 
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13.
To hyperlink to Google Sites, simply right click on the video icon as shown in step 13 and copy the URL from the URL address window at the top of the page. 
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14.
Then go to Google Sites and paste the URL into the Web Page address to hyperlink, following steps #10-#14 in uploading documents and hyperlink.

To Save a file as .pdf 
1.
In a word document, add the worksheets, etc. to the file itself (if it doesn’t make the file too big). Then save the file as a .pdf. This can be done in two different ways.
a.
Prepare the document, then click on the start menu (or windows button), click on “Save As”, then click on “PDF”.
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b.
Prepare the document, then click on “File”, “Save As”, name the file, pull down the file format arrow and choose “PDF”
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To create external hyperlinks in .pdf

1.
Upload the document that is to be linked to the portfolio as an attachment.


(This is not the document where the hyperlink appears. It is the document that is linked to the original)

2.
Copy the URL for this document

3.
Create the Word document and insert an external hyperlink to a web address (URL) by pasting the URL in the hyperlink information.

DO NOT hyperlink to a picture, graphic, etc. Only hyperlink to text.

4.
Save file as a pdf through the above directions.

5.
Upload file to the portfolio and attach to appropriate button.

To upload graded papers with revisions

1.
Scan in the graded paper (if instructor wrote comments and grade on paper)

2.
Open an electronic copy of the paper before it was graded.

3.
Insert all scanned pages to the beginning of this document.

4.
If additional information is needed (such as an abstract), add this after the scanned components.

5.
Highlight revisions on the non-scanned portion of the document.

6.
Save as one file and upload.

Ex:
Submission Directions

1. Click on “More Actions”, then “Sharing and Permissions.”

2. 
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3. See your email address at the top of the box with “Is owner”. You must now give education access to the site as an owner. Click on “Add people” and type the email address of the person/division you wish to give access to, and pull down the menu on the right to click on “Is owner.” Then click “Share & save.”
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4. Click on “Close.”
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