How to Add Artifacts to ePortfolio Springboard! Quick Reference | V9.4

Adding an Artifact - Upload a File

1. Select ePortfolio from the Navbar.

| <] ePortfolio () Dashboard

ﬂa My Items
2. ePortfolio opens to the Dashboard display. Select My Items from the .-
ePortfolio Areas options in the upper left-hand corner of the window. & Explore

¥ Sharing Groups

ji Import / Export

3. Select Upload. My Items
4. You can upload a file from your (T New Upload ~ |
Computer, or from a Locker. Select File from computer

File from computer from the pull- [ File from locker

down menu. ) ¥ Course results

Filter by: hta

2% Import package

5. Browse to find the desired file, and select the Open button to enter your choice. Then select Upload.

Submit a File - - Springboard! - The University of

Akron

% My Computer Select the file(s) to upload from your computer:

18 My Locker (Browse... )
B Group Locker

Cancel Upload

Upload files from your computer.

6. Your uploaded file appears in the list. Select Next.

Add Artifact - Upload a File
*Upload File: |2 -HW1.doc|(34 KB) i

Cancel Next
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7. Optional: Artifact Details: This step allows you to Name the Artifact and provide a Description.

Add Artifact - Upload a File

—

Artifact Details

File: -HW1.doc (34 KB)

+*Name: -HW1

Description:

Tags
Tags:
What are tags?

Cancel

/

4

Back || Add and New || Add &

8. Select Add. Optional: Select Add and New to repeat the process and upload another file.

Adding an Artifact - Create A Link

1. In My Items of ePortfolio, select New.

2. From the pull-down menu, select Link.

3. Enter the Artifact Details.
a. Enter the Name for the link, as you
want it to be stored.
Enter the URL for the link.
c. Optional: Enter a Description.

4. When done, select Add.
a. Optional: Select Add and New to
complete this link and repeat the
procedure for another new link.

My Items

*TJ New ¥ ] |@Upload b4 ‘

] HTML File

&3 Link

[} Form Response s
) Reflection

& Collection

] Presentation

Prese|

Add Artifact - Create a Link

Artifact Details

+ Name:
+URL:

Description:

Tags
Tags:

What are tags?

| cancel

http://

ﬁ Add and New A!’d
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Adding an Artifact - T Creating an HTML File

1. In My Items of ePortfolio, select New.

2. From the pull-down menu, select HTML File.

My Items

U] New ¥ ‘ [@Upload A ‘
7] HTML File
& Link

[] Form Response s Prese|
) Reflection

& Collection

2 presentation

3. Enter the file Name as you want it to be stored. Use the HTML Editor to add your content.

Note: This HTML file can contain formatted text, images, links to videos, links to audio files, and

links to content in Springboard!

Add Artifact - Create a File

« File Name: — tml
Content: Basic || Advanced |
¥IB Il U|EE=
|
&E

Cancel

—> Next

4. When done - select Next.

5. Artifact Details: This step allows you to Name the Artifact and provide a Description.

Add Artifact - Create a File
Artifact Details s/
File: file 1.htm! (O Bytes)

«Name: file 1

Description:

Tags
Tags:
What are tags?

‘ Cancel

é___—_

Back ‘Add and New \Addf

6. When done, select Add.

a. Optional: Select Add and New to complete this file and repeat the process to add another

HTML file.
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Adding an Artifact - Import Course Results

1. Inthe My Items section of ePortfolio, select Upload.
My Items

[ 7 New ¥ l [0 Upload

@ File from computer

2. From the pull-down menu, select Course results. O ™% M 5 Fie from locker

—tTTEr By i Course results

3% Import package

3. Find the name of the course you wish to import results from. Select it from the list of course
names.

Add Artifact - Import Course Results

Select the course you want to import results from.

Search For: Search | Show Search Options
Page: (1of2 %) » (20 [5) per page
Course Name Course Code
1 PLS 5400 475 675 PLS_5400_475_675

Integrating & Implementing Technology 800 5150_638_800_4121
605: Adv Sys Dsgn:Needs As&Evl 800 5400_605_800_4121
New Media Production 001 7600_517_001_4121

Training Jillian_Training
Quality Matters in Online Course Design (cohort 7) Oct. 2011 Quality Matters in Online Course Design (cohort 7)
Copy of Quality Matters in Online Course Design Copy of Quality Matters in Online Course Design
Quality Matters in Online Course Design (cohort 6) Sept. 2011 Quality Matters in Online Course Design cohort 6
Masters Problem-Thesis 698/699 800 5400_698_699_800_4117
Demo Course A15 Demo Course A15
475/675 Instructional Practice Seminar 5400_475_675_801_4117
Quality Matters in Online Course Design - Master QM_Master
Quality Matters in Online Course Design (June 2011) QM(June 2011)

4. Select the item or items from the Results list that you want to import.

Add Artifact - Import Course Results

Select Course Results

Select the results that you want to import as artifacts into your ePortfolio
Course: Quality Matters in Online Course Design - Master

=

Results Type
m 4. My Competency Results Competencies
. My Grades Results Grades

=

Cancel Back \M(

5. Select Next.

6. Enter a Name.
a. Optional: Enter a Description for the item.
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Add Artifact - Import Course Results

Artifact Details

'Apply Tags to All Artifacts

My Grades Results

Name: My Grades Results

Description:
4
Tags:
What are tags?
Cancel

Back | Add and New \K

7. Select Add.

a. Optional: Select Add and New to complete this file and repeat the process to import

another course result.

Adding an Artifact - Fill Out a Form Response

1. From the My Items section of ePortfolio, select New.

2. From the pull-down menu, select Form Response. \

3. Select the name of the form you want to complete.

My Items

%New'”@Upload"

7 HTML File

&2 Link

Form Response
@ Reflection
& Collection
Presentation

s Prese|

Add Artifact - Fill Out a Form

Search For: Search | Show Search Options

Name.

information

please include the following information in this form
Course: Desire2Learn Training Version 9.0

Introduce Yourself

This is a form that users can complete to introduce themselves to reviewers of their ePortfolio.

Course: Springboard! - The University of Akron

Cancel

(20 T5) per page

Preview

4. Complete the form.
5. Inthe Artifacts Detail area, provide a Name.

a. Optional: Enter a Description that is unique to your form entry.
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Add Artifact - Fill Out a Form

Form Contents

First Name: Joel

Last Name: Mellor /
+address: é

4

Artifact Details

Description:

Tags
Tags:
What are tags?

‘ Cancel

«Name: &

Back Ads and New || Add /

6. Select Add.

a. Optional: Select Add and New to complete the current form and repeat the process for

another form response entry.
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