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 Sharing ePortfolio Items 

1. Go to ePortfolio.  
 

Click on Artifact, Reflection, Collection, or 
Presentation.  

 

2. Open Edit Page for the Artifact, Reflection, 
Collection, or Presentation you want to share.  

  

3. Select Permissions from the top tool menu.  
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 Sharing ePortfolio Items with Internal Springboard! Users  

4. Select when you want users to be able to see the item 
on the General Availability tab of the Permissions 
Page. 

 
Once you have determined the availability of your 
item, click on the Internal Users tab. 

 

5. Click Add Users under Individual Users. 
 

A New window will open. 
 
 

 

 

6. Select the course the user or users you want to add 
belong to. 

 
Click Next. 
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7. Select the user or users you want to add permissions 
for. 

 
Click Next. 

  

8. Select the permissions you want the user or users to 
have: 

 
View (V) – Allows selected user/s to see your 
ePortfolio item in their Explore area. 
 
See comments from others (C) – Allows selected 
user/s to see the comments others have left on your 
ePortfolio item. NOTE: You must enable Add 
Comments also. 
 
Add Comments (+C) – Allows user/s to add 
comments on your ePortfolio items. 
 
See assessments from others (A) – Allows selected 
user/s to see rubric assessments other users have left 
on your ePortfolio item. NOTE: You must enable 
assessments for the item and select a rubric. 
 
Add assessments (+A) – Allows selected user/s to 
evaluate your ePortfolio item. NOTE: You must enable 
assessments for the item and select a rubric. 
 
Edit (E) – Allows selected user/s to make changes to 
your ePortfolio item. NOTE: Changes are tracked in 
the item’s Change Log. 
 
Click Add and Send Invite. 
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9. A new window will open with the name/s of the 
invitees where you include a Subject for your invite 
and a Message. 

 
Click Send. 

  

10. You will return to the Internal Users tab with the 
selected Users listed with the Permissions granted. 
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 Sharing ePortfolio Items with External Users 

1. Go to ePortfolio.  
 

Click on Artifact, Reflection, Collection, or 
Presentation.  

 

2. Open Edit Page for the Artifact, Reflection, 
Collection, or Presentation you want to share.  

  

3. Select Permissions from the top tool menu.  

 

4. Select when you want users to be able to see the 
item on the General Availability tab of the 
Permissions Page. 

 
Once you have determined the availability of your 
item, click on the External Users tab. 
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5. You may choose to make your Presentation 

available through a public URL. Users can only 
view your Presentation they cannot see or add 
comments or assessments, or edit the 
presentation. 

 
If this is your preference, select Allow 
presentation to be viewed publically without a 
username or password. 

 
Otherwise, click Add Users. 

  

6. Enter the Email Address of the External User. 
 

Select the Permissions you want the user or 
users to have. 
 
Click Add and Send Invite. 

 

  

7. You will return to the External Users tab with the 
selected User’s Email Address listed with the 
Permissions granted. 

 

 


