Instructions Inserting a Picture into Your ePortfolio
I. Uploading a picture to your Artifact Library

1. If the picture is on the Internet and not already saved as a .gif, .jpg,or other file format on your computer, diskette, or CD, etc., then right click on the picture. (If it is already accessible, skip to Number 3 below.)

2. Choose SAVE PICTURE AS and save it to the desktop.

3. In your ePortfolio, click on the ARTIFACT LIBRARY button at the top of the page.
4. Click the ADD NEW ARTIFACT button at the top of the page.

5. Click the BROWSE button.
6. Peruse the list until you find the desired (.gif or .jpg) file.

7. Double-click on the item.

8. Click on the DEPOSIT FILE button.

9. In the TITLE box, type the name of the artifact [e.g., “My Graduation Picture”] or use the automatically generated file name.

10. Click on the TYPE drop-down box.

11. Choose IMAGE. 

12. Click on the REGISTER button.  (Your file should now show up under the “ARTIFACTS LIST” in the ARTIFACT LIBRARY.)

13. Click on the RETURN button at the top of the page.

II. Inserting Picture From Your Artifact Library Into Your ePortfolio

1. Choose the portfolio into which you wish to place the picture.
2. Next to this portfolio, click on the EDIT button.

3. Look for an existing picture you wish to replace with your own.
4. Click on the drop-down box under the picture.
5. Click on the title of the picture you are placing into the ePortfolio.
6. Once your picture appears, click on the PUBLISH button at the top of the page.  (Note: If you do not publish your portfolio, it will not save your changes.)
7. “Red X” out of the page that pops up (close the page by clicking the red X in the upper right-hand corner of the page).

Congratulations—you have successfully loaded the picture.






