Setting up your ePortfolio

IMPORTANT NOTE: These instructions will help you set up your ePortfolio the first time you access it.  Once you have set up your General Education ePortfolio, you will not need to perform these actions again until you begin an ePortfolio for your major.  To perform any other actions in your ePortfolio, see “Instructions for Students Using ePortfolio” in the General Education ePortfolio Handbook.
1. Open Internet Explorer, and go to http://www.oru.edu.

2. Click on ACADEMICS.

3. Click on EPORTFOLIO.

4. Click on ENTER EPORTFOLIO.

5. Under EXISTING SUBSCRIBERS, type your user id (Z-number) and password (“mercury” until you change it) and click the box next to “Allow session to continue without timeout.”
6. Click OK.

7. Find EPORTFOLIO.

8. Click on the ENTER button adjacent to it.

9. Click on the PROFILE button at the top of the page.

10. Choose GENERAL EDUCATION.

11. Click on SAVE CHANGES.

12. Highlight (NEW PORTFOLIO NAME).

13. Type “General Education.”

14. Click on CREATE.
15. Go to the drop-down box that says, “Choose an existing Table of Contents.”

16. Choose GENERAL EDUCATION OUTCOMES.

17. Click on CONTINUE.

18. Choose a theme for your ePortfolio by clicking on the radio button (the little circle) beside the theme you want. The blue theme, second row on the far left, looks great and keeps the Table of Contents on the left side of the screen.

19. Click on the PUBLISH button at the top of the page.

20. “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).
21. Click on RETURN in the top left-hand corner of your remaining ePortfolio page.
CONGRATULATIONS!  You have successfully set up your ePortfolio.  To begin the process of uploading artifacts, see the “Instructions for Honor Code Reflection Paper” on the next page.
Instructions for Honor Code Reflection Paper
BEFORE YOU BEGIN: Make sure that you have sent your Honor Code Reflection Paper to yourself as an email attachment (or that you have it with you on a diskette or jump drive).  The instructions below describe how to upload the Honor Code Reflection Paper (Freshman) artifact.  This is a required artifact for all freshmen and sophomores enrolled in GEN 099.
When you upload other artifacts in the future, pay careful attention to where the artifact belongs.  In other words, look at the “General Education ePortfolio Artifact Checklist” on pp. 39-42 of the General Education ePortfolio Handbook to determine (1) the outcome and (2) the proficiency under which your artifact is listed.  For example, the Honor Code Reflection Paper (Freshman) is listed under the outcome of “Spiritually Alive” and the proficiency of “Ethical Behavior.”
Uploading an Artifact to your Artifact Library

1. Open Internet Explorer, and log in to your email account.

2. Open the email you sent yourself containing your Honor Code Reflection Paper.
3. Open the attached paper using Microsoft Word.

4. Choose “File,” then “Save As.”  
5. Click on the “Desktop” button on the left-hand side of the “Save As” box.

6. Make sure the paper is appropriately named, and then click “Save.”
7. Log out of your email account.  (If you are already logged in to your ePortfolio in another Internet window, please skip to step #15.)
8. Go to http://www.oru.edu.

9. Click on ACADEMICS.

10. Click on EPORTFOLIO.

11. Click on ENTER EPORTFOLIO.
12. Login with user id (Z-number) and password (“mercury” until you change it), and click in the box next to “Allow session to continue without timeout.”
13. Find EPORTFOLIO.

14. Click on the ENTER button adjacent to it.
15. Click on the ARTIFACT LIBRARY button at the top of the page.

16. Click the ADD NEW ARTIFACT button at the top of the page.
17. Click the BROWSE button.

18. Choose “Desktop.”
19. Peruse the list until you find the desired (.doc) file.

20. Double-click on the item.

21. Click on the DEPOSIT FILE button.

22. In the TITLE box, type the name of the artifact [e.g., “Honor Code Reflection Paper (Freshman)”] or use the automatically generated file name.  It is very important that you name your artifact in such a way that it communicates what your paper is.  In the future, you will sometimes have multiple artifacts in the same section of your ePortfolio, and your professor will need to be able to tell at a glance which paper belongs to which course.
23. Click on the TYPE drop-down box.

24. Choose OTHER.  [Note: If your document is a web page, choose WEB PAGE (HTML).  If it has been scanned and saved as a PDF file, choose ACROBAT DOCUMENT.]

25. Ignore the FOLDER drop-down box for now.
26. Click on the REGISTER button.  (Your file should now show up under the “ARTIFACTS LIST” in the ARTIFACT LIBRARY.)

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

Inserting an Artifact From Your Artifact Library Into Your ePortfolio

1. Locate your General Education portfolio.  (This is the portfolio you created when you set up your ePortfolio.  If you do not have a General Education portfolio, see “Setting up your ePortfolio” on p. 1 of this handout.)

2. Next to your General Education portfolio, click on the EDIT button.

3. Click on “SPIRITUALLY ALIVE.”

4. Find “ETHICAL BEHAVIOR,” and click on EDIT next to it.  (It is ESSENTIAL that you place your artifact in the correct location.  If you place an artifact in the wrong section or subsection of your ePortfolio, your professor will not be able to assess your artifact.  For artifacts in future courses, refer to the “General Education ePortfolio Artifact Checklist.”)
5. Click on the drop-down box under the subsection heading “ETHICAL BEHAVIOR.”
6. In the drop-down box under the ETHICAL BEHAVIOR heading, you will see a list of all artifacts that you have saved in your Artifact Library.  Click on your HONOR CODE REFLECTION PAPER (FRESHMAN).  It should then pop up above the drop-down box.
7. Once your artifact appears with a check mark next to it, click on the PUBLISH button at the top of the page.  (Note: If you do not PUBLISH your portfolio, your changes will not be saved.)
8. “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).
9.  Click on the RETURN button at the top of your remaining ePortfolio page.
IMPORTANT NOTE: Never remove artifacts from your ePortfolio unless you are correcting an error.  You will need to keep all of your artifacts in your ePortfolio for the duration of your ORU career.
Sending Your Work to be Assessed

1. Find your General Education portfolio again.  (This is the portfolio you were just working with when you uploaded your artifact in the set of steps above.)

2. Next to this portfolio, click on the ASSESS button.  (Note: If the ASSESS button is not visible, click on PUBLISH, “Red X” out of the new page that pops up, and then the ASSESS button will appear.  If you still do not see it, click on the green REFRESH button at the very top toolbar of your screen.)

3. You should now see a split screen.  Under STEP 1, look at your ePortfolio to double check that all documents are readable and in the correct locations.  (In other words, click on SPIRITUALLY ALIVE, ETHICAL BEHAVIOR, and the link for your paper to make sure it opens correctly.)  What you see here is exactly what your professor will see.
4. Under STEP 2, click on the SUBMIT PORTFOLIO button.

5. Complete the DEMOGRAPHIC SURVEY and the STUDENT SURVEY.  (These surveys should only appear once a semester.)
6. When you get to the screen that says “SELECT SECTION,” locate SPIRITUALLY ALIVE.
7. Find the appropriate subsection where you attached your artifact; in this case, it is “ETHICAL BEHAVIOR.”  Click the box next to it.  (It is ESSENTIAL that you click the box with the same name as the spot where you placed your artifact.  If choose the wrong section of your ePortfolio, your professor will not be able to assess your artifact.  For artifacts in future courses, refer to the “General Education ePortfolio Artifact Checklist.”)
8. Click OK.

9. Choose the correct RUBRIC from the drop-down menu.  There will always be more than one choice, so look at the entire list before choosing one.  In this case, choose “HONOR CODE REFLECTION PAPER (FRESHMAN) (GEN 099: EPORTFOLIO: JOURNEY TO A TRANSFORMED LIFE) (1D).”

10. Type the LAST NAME ONLY of the designated ASSESSOR for your artifact.  If you are male, type “Men.”  If you are female, type “Women.”  This will send your paper to either the Dean of Men or the Dean of Women.
11.  Click the SUBMIT FOR ASSESSMENT button at the bottom of the page.

12. Click on RETURN TO EPORTFOLIO. 
13. To verify that your artifact was sent correctly, click CHECK ASSESSMENT.  Once your professor has assessed your artifact, the assessment score and comments will also appear on this screen.

14. When you have finished, you can exit by clicking on the faint green LOG OUT link at the top of the page.

CONGRATULATIONS!  You have successfully uploaded and submitted an ePortfolio artifact.  If you have further questions about this process, visit the ePortfolio website at http://eportfolio.oru.edu.
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