Using your On-line Communication Arts Handbook
Creating the portfolio:

1. Click on the Internet Explorer icon on your desktop.  Go to http://oru.edu.
2. Click on “Academics”.

3. Click on “ePortfolio”.

4. Click on “ePortfolio Handbooks”.

5. Click on “Communication Arts Handbook HTML” link.
6. Click on your major. *This takes you to the major educational outcomes for your major.  Note that each outcome has a number assigned to it on the left side of the page.  These numbers are very important.  They will be discussed later.

7. Click anywhere on that page.  *This takes you to the list of classes in your major.  For each class listed there is an artifact shown to the right.  This is the assignment for that class that must be made a part of your portfolio if you are to get your grade for the class and graduate.  Whether you click on the name of the class, the number of the class or the name of the artifact, any of these will take you to the rubric that determines grading for that assignment.  
8. Click on a class number. *Notice that at the top of the rubric is the name of the assignment and the outcome number.  It is important to know the outcome number for the assignment because you will need that number to send the completed assignment to the instructor later.

9. Scroll down to the bottom of the page

10. Click the “e-Portfolio” tab at the bottom of the page. 
11. Enter your sign-in and password as you would to sign on and get into your General Education portfolio.  
12. Click “OK”.

13. Click the “Enter” button to the left of ePortfolio.

14. Click on “Profile” tab at the top of the page.

15.  Type “Communication Arts Portfolio” in the field under the “Create a New Portfolio”. 
16. Check “Communication Arts” (Be sure to leave “General Education” checked as well.)
17. Click on the “Save Changes” at the bottom of the page.  You should have both “General Education” & “Communication Arts” selected at this point.  If you have a double major, you will also select the appropriate department when you get your training from that department.

18. Look at the buttons on top of the page.  *This looks just like the pages for your General Education portfolio.  All the buttons work in the very same way.  This prompts the “Table of Contents” option.
19. Click on “Communication Arts” in the list.  
20. Click “Continue”.  This will take you into the theme selection screen, just like the “Theme” tab at the top of the page.
21. Click on the circle to the right of the theme you want to use for your portfolio. This page can be accessed and your theme changed at any time by clicking on the “Theme” tab at the top of the page.  Every portfolio you create can look different.
22. Click on the “Publish” tab at the top of the page.  It is publishing that saves all changes to the portfolio.  You need to do this every time you make a change to the portfolio.  It actually sets up a website for you.  A new window will appear that actually gives the URL for your new site, but you don’t need to write the address down unless you want to share it with someone you trust.  You can use the “share” option on the opening page to share the portfolio with someone without having to give them the URL address.
23. Close the screen by clicking on the red X in the extreme upper right corner of the screen.  This will take you back into your portfolio.
Installing an artifact in your artifact library:

24. Click on the “Artifact Library” tab at the top of the page.  This will take you to the same page that you are used to seeing in the General Education portfolio.  The process for adding an artifact is the same as for General Education, but we will go over it again just for practice.

25. Click on the “Adding New Artifact” tab at the top of the page.  This takes you down to the center of that screen.  Or you can simply scroll down to that section of the page.  
26. Find the box under the heading “Deposit it into the ePortfolio Artifact Repository” 
27. Click on the “Browse” button beside the box.  This will take you into your computer memory.  You can also pull files from other sources, like cds or flash drives.    

28. Double-click the file you want to insert into your artifact library. This will pull the file location into the window for you.
29. Click on the “Deposit File” button below the window. This will present you with the option to give the correct title to the artifact.  Give the artifact whatever name your professor has told you to call it.  You do not need to change the type or the folder drop downs.
30. Click on the “Register” button below the “Catalog a File on a Web Server”.  This will take you back to the Artifact Library page.

31. Click on the “Return” tab at the top of the page.

32. Find your Communication Arts portfolio.

33. Look at the buttons to the right of the Portfolio name.  These will allow you to maintain & use the portfolio for the next four years. “Edit”  allows you to make changes to the portfolio; “Share”  lets you give access to the portfolio to another person; “Assess” enables you to send your portfolio to your professor for assessment; “Delete” allows you to get rid of extra portfolios you have created and now want to “throw away.”  If you change your major, do not delete the portfolio for the department you have transferred out of until you have graduated.  You might change your mind again!  
34. Click on the “Edit” button beside the new portfolio.  This will take you into your new portfolio.
Placing an artifact in your portfolio:

35. Click on your major.  *Remember that the list of departmental outcomes referred to in #6 above?  This step is why that number is so important.

36. Find the outcome that your assignment is geared to assess.

37. Click the “edit” link beside the outcome you have chosen. 
38. Find the drop-down box below the name of the selected outcome that shows the list of items in your artifact library.  (You use the same steps to put any item in your Communication Arts portfolio artifact library that you would use for General Education.  That process is identical. But when you deposit an artifact in the library, you should name it the name by which that the assignment is known.  This makes it easier on everyone later.  If you have deposited it in your artifact library under the wrong name, you can rename it.)
39. Click on the dropdown box.

40. Click on the artifact you want to submit for assessment.  Once you have clicked on the artifact, it will appear above the dropdown box.  This shows that you have selected that artifact. *You will notice that there is a check mark beside it.  That means it will be part of the portfolio the next time you publish.  If for some reason you make a mistake and put something in the wrong place, you can click on the checkmark to “uncheck” it.  Then when you publish the next time, it will be deleted from that position in your portfolio.
41. Click “Publish” on top of the screen as you would for the General Education portfolio.
42. Click on the red “X” at the top of the URL screen.

43. Click the “Return” button at the top of the page. 
Submitting an artifact for assessment:

44. Click on the “Assess” button beside the Communication Arts portfolio.  This process works just as it does for General Education.  This may generate a pop-up asking if you want to open insecure file.  The top half of the page is to allow you to check out the artifact to be sure it is in the right place and can be opened.  

45. Click “yes” on the pop up box if it appears.
46. Click on your major.  This will take you to the screen for outcome selection.
47. Click on the outcome for which the artifact is designated.  This will take you to the page the professor will see.  Your artifact link will be shown on the screen with the “@” symbol beside it.

48. Click on the link to the artifact.  This will generate a pop up asking if you want to open or save the artifact.  

49. Click “open.”  This will open exactly what your professor will see.  This is how you check to be sure you have sent the right artifact and done it correctly. You must check out your artifact to see that it is accessible to your professor before you can submit the portfolio for assessment.
50. Click on the red X in the upper right corner of the opened document to close it.
51. Click “Submit Portfolio” at the bottom of the screen if everything is correct. The first time that you do this you may be asked to complete a survey.  Answer honestly, especially in the sections dealing with your proficiency at any skill.  We are trying to get honest data. This will take you to the outcome screen. 
52. Find your major on the “Select Section” screen.
53. Click on the box beside the outcome for which you are submitting your artifact.

54. Click “OK” at the bottom of the page. The assignment you are submitting will show at the top of the page.  
55. Click the name of the instructor to whom you want to send the artifact.

56. Click “Submit for Assessment”.  

57. Click on the pale green “ePortfolio” in the lower left hand corner of the screen.  This will return you to your home page.  

Checking Assessments 

58. Click the “Check Assessment” button at the top of the page.  This will bring up the page showing the artifacts you have submitted for assessment.  You can check if a teacher as assessed your work by looking at this screen. (If you click on “Work” it will show you exactly what your teacher will see.  It is a good idea after submitting something for assessment to go into this screen and make sure that it can be opened and looks right.  If not, you might need to resubmit the artifact.)  Clicking on “Details” (displayed under “Work”) will give you the scores if your teacher has already assessed the work.  

59. Click the “Return to ePortfolio” link at the bottom of the page to return to your home page.

60. Click the red “X” at the upper right hand corner of the page to exit your portfolio.

Other Pertinent Information:
Essentially the Communication Arts portfolio works just like the General Education portfolio; it just looks a little different. 

It would probably be a good idea to keep any documents related to Communication Arts classes in your artifact library even if you are not majoring in that area. You might change your major later, and it would be a good idea to have access to that information.  
If you are having problems uploading artifacts, contact your instructor immediately!  If they cannot help you, they will refer you on to me.  Call me and I will help.  (Ext. 6858)
Be sure that you keep and upload your General Education artifacts in your General Education portfolio and your Communication Arts artifacts in your Communication Arts portfolio.

Good luck – you’re going to do great!

