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ePortfolio –  Creating a Reflection 

1. Go to ePortfolio. Click  Reflection under 
Common Tasks – Add or Create. 

 

2. Give your Reflection a title. Compose your 
Reflection in the HTML Editor. 

 
Tags:  Tags are keywords or descriptive labels that 
can be attached to items to categorize them. For 
example, users can tag items with course codes, 
topics, years, or status. 
 
When a user creates a tag, an auto-complete 
dropdown displays other tags created within 
Springboard!  
 
Add any tags you want the Reflection to have. 
 
Click Save. 
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ePortfolio –  Associating a Reflection with Artifacts, Collections or Presentations 

1. Create a Reflection as outlined in steps 1 and 2 
above.  

 
If you have already created a reflection and now 
want to associate it with an artifact, collection or 
presentation, click the pencil icon to the right of 
the Reflection name to Edit. 

 

2. Click Add button which appears next to 
Associated Items. 
 
 

 

3. Select whether you want to associate the 
Reflection with an Artifact, a Collection, or a 
Presentation. 

 
Select the appropriate item from the list of items 
that appear. 

 
Click Add. 
 
Click Save. 

  

  

 


