Preparing the Electronic Portfolio

Step One:  Preparing a folder for your portfolio

1.  Right mouse click on an open space in your desktop and select New – Folder
2.  Rename the New Folder: Portfolio
Step Two:  Copy the Portfolio Template

1.  Go to [in Internet Explorer]:   http://www.homepages.dsu.edu/wikend
2.  Click on Portfolio files
3.  Right click on main.htm, then save target as to the portfolio folder you just created on your   

     desktop.

4.  Do the same for sidemenu.htm, banner.htm, template.htm and Preparing the 

     Electronic Portfolio.

5.  You should now have the portfolio folder on your desktop with sidemenu.htm, banner.htm, main.htm, template.htm and Preparing the Electronic Portfolio (the file you are now reading).

6.  In the portfolio folder, click on the template.htm file. You should see the generic portfolio.
Step Three:  Open SharePointDesigner to your homepage [http://www.students.dsu.edu/login]

1. If you have a webpage started already, skip the next step.

2. Open a new page and type “Homepage Under Construction” at the top.

3. On the left side of the paper type “Portfolio.”

4. Save as:  default.htm
5.    Click on URL on the navigation pane at the left of your screen.
Step Four:  Import portfolio folder to your web page

1.  Pull down the File menu / select Import
2.  Select file
3.  From the dropdown menu select add folder
4.  From the desktop select Portfolio
5.  The list of files in the Portfolio folder should appear on the drop down menu
6.  Click OK.
Step Five:  Import files to your homepage [http://www.students.dsu.edu/login]
1.  Pull down the File menu / select Import
2.  Select file
3.  Select add file on the drop down menu 

4.  From the files on your computer select appropriate document, e.g., your picture or other required documents
5.  The document should appear on the drop down menu. 

6.   Select add file if you desire to bring in more than one file.

7.  When you have all the desired files, click OK
Step Six:  Link your pages to your sidemenu

1.  Highlight  EDFN 338 Essay
2. Right click
2.  Select the insert hyperlink icon

3.  Select appropriate document from Portfolio folder
4.  Repeat these steps for other links on the sidemenu

5.  Save

Start your browser and open [http://www.students.dsu.edu/login] 

1.  Your webpage should come up automatically.
