

About Analytics

Desire2Learn Analytics is a supplementary data mining and reporting service available for the Desire2Learn Learning Suite. Analytics is available for hosted clients and an Analytics data warehousing solution is available for self-hosted clients. Contact your Desire2Learn Account Manager to arrange an Analytics solution for your institution.

Desire2Learn Analytics provides a rich, web-based interface for viewing, creating, and manipulating reporting data. With the ability to capture data from multiple components of your instance, Analytics provides enhanced insight into how users employ your eLearning Suite. It is a flexible solution that allows you to drill-down and compare data in an easy-to-use web interface, without having to extract raw data or understand Structured Query Language (SQL). Analytics allows you to capture data from different components of your instance, such as your production environment, Internet Information Services (IIS) logs, and event logs that are not captured in Learning Environment reports. While the Desire2Learn Reporting tool is contained in and records data specific to your Learning Environment, Analytics aggregates data on usage and runs reports from a separate Analytics environment. Therefore, running reports in Analytics does not affect the performance of your hosted Learning Environment.

Analytics is useful for administrators, steering committees, information technology personnel, system auditors, financial analysts, instructors, and student success counsellors (among others) who want to make informed organizational and cross-organizational decisions without purchasing expensive business intelligence software or hiring a team of business intelligence and database analysts. For example, you can use Analytics to monitor the success of your students and the success of the educational components. You can also use Analytics to analyze usage, enrollments, and withdrawals across organizations, departments, or courses, and then share the information with interested stakeholders.

The Desire2Learn Analytics tool can be used to:


	Search for reports and drill-down in data to see more specific information.

	Compare data for different org units, time periods, etc.

	Represent data using tables, charts, and crosstabs.

	Save frequently viewed reports to dashboards for continuous monitoring.

	Create custom reports using a simple drag-and-drop interface.

	Schedule, email, and export reports.

	View a subset of reports within Learning Environment.



Analytics help topics

Teaching


	Analytics Portal Tool




 







Analytics Portal Tool

The Analytics Portal displays reports from the Analytics environment directly inside Learning Environment. This integration provides several advantages over accessing Analytics directly:


	It allows instructors to access Analytics reports for their specific courses.

	It utilizes the security of Learning Environment to access Analytics.

	It incorporates Learning Environment-style navigation and filtering controls that are more familiar to instructors and administrators.

	It can be controlled and customized by an administrator to determine which reports are available to specific roles and/or specific users.



Granting access to Analytics Portal

Add role access to Analytics portal


	On My Home, click Roles and Permissions in the Security section of the Admin Tools widget or in the [image: ] Admin Tools menu on the navbar.

	On the Role List page, click on the role you want to edit permissions for.

	On the Edit Role Permissions page, select Analytics Reporting from the Filter by Tool drop-down list. To change which role you are assigning permissions for, select a role from the Filter by Role drop-down list. Click Apply.

	Select the check boxes for the organization or course offering org unit for:

	See Analytics Portal tool

	Can Manage Analytics Reports



[image: Edit role permissions for Analytics Portal]



Add the Analytics Portal link to a navbar


	Click [image: ] Edit Course on the navbar.

	Click [image: ] Navigation & Themes.

	Click the name of the navbar you want to add the [image: ] Analytics Portal link to.

	Click Add Links in the section of the navbar where you want to add the link.

	Select [image: ] Analytics Portal from the list of links and click Add.



Access the Analytics Portal Tool

Click [image: ] Analytics Portal on the navbar of your course homepage.

Note  Contact your system administrator or your Desire2Learn Account Manager if you do not have access to Analytics and believe that you should. Reports generated by Analytics can also be requested by instructors and other roles in your organization using the new Analytics Portal tool (available in the 1.2.0 release of Analytics).

Analytics Reporting

The Analytics Portal page displays the list of reports that are available according to a particular role (e.g., an administrator or an instructor), and/or specific users within Learning Environment. From this page, you can:


	View the report list

	Add a New Report

	Manage Categories

	Search For reports



Add a New Report


	Click New Report on the Analytics Portal page.

	On the New Report page, select a Report Definition Category to filter the available reports based on category.

	Select a Report Definition. This filter contains the list of available reports based on the applied Report Definition Category.

	Click Next.

	Enter a Display Name if you want to overwrite the default.

	Enter a Description if you want to overwrite the default.

	You can select an existing Category, or add a new category by selecting the Add New Category link beside the Category filter. New Categories require a Display Name and have an optional Description.

	Select Add Roles to make the report available to specific roles.

	Select Add Users to make the report available to specific users.

	Click Save to finish, or Cancel to exit the report without completing it.
[image: Create a personalized report using the New Reports function]

Registering a Report





Note  You can remove Roles and Users from accessing the report by clicking the [image: ] Remove icon beside their name.

Edit a Registered Report


	On the Analytics Portal page, select [image: ] Edit Report from the context menu of the report you wish to edit.

	Make your changes.

	Click Save.
[image: Edit your reports using the Edit Report function]

Editing a Report





Set a Default Report


	On the Analytics Portal page, click the arrow next to the report name.

	Select Set as Default.



Note   Only reports without filters associated to them can be set as default reports.

Change a Default Report


	On the Analytics Portal page, click the arrow next to the report name of the default report.

	Select Set as Not Default.



Edit a Report Category


	On the Analytics Portal page, click Manage Categories.

	On the Manage Categories page, click on a category Display Name or select Edit Category from the category's context menu.

	Make your changes, then click Save.
[image: Edit report categories using the Manage Categories function]

Editing a Report Category





Run a Report


	On the Analytics Portal page, click on the desired report's name.

	Use the Report Filters to make your selections.

	Click Run Report.



Note  The Report Filters and Report Description can be collapsed to make additional space on the screen for the report. This can be done by clicking the [image: ] Collapse icon beside the section you wish to collapse.

[image: When opened, the Analytics Portal displays a reports list.]
Report List Page

[image: An example of a run report.]
Individual Progress on Competencies Over Time Report

You can export reports in the following formats:


	PDF (includes graphical content and images)

	CSV (text only)

	Excel XLS (text only)

	Excel XLSX (text only)




 







About Capture

Capture is a webcasting tool. As a course participant, you can view media-rich, interactive CaptureCast™ events. Through Learning Environment, you can view these events in real time, and also access presentation archives on demand.

As a course designer, you can use Capture to stream, record, and publish your course events. CaptureCast presentations accommodate Rich Media - i.e., slides as well as an audiovisual view of the presenter - and are accessible to large audiences at one time.

You can record CaptureCast events using either Capture Station:


	The Capture Station 300 is a separate workstation that administrators can set up to record your course sessions automatically at pre-determined times and dates. You can also manually set up the workstation for recording through its graphic display, which is identical to Capture Station software.

	Capture Station Software lets you record CaptureCast events from your desktop using a webcam.

	Web Capture lets you record CaptureCast events from a web browser.



Access Capture


	To view CaptureCast events:

	

	On the course homepage, click [image: ] Content on the navbar.

	On the Table of Contents page, click the presentation.





	To access Capture software, see Installing and setting up Capture software.



Capture help topics


	Viewing a CaptureCast event

	Mobile playback of CaptureCast presentations

	
Teaching



	Installing and setting up Capture software

	Webcasting, recording, and publishing CaptureCast events

	Sharing CaptureCast presentations




 







Installing and setting up Capture software

Install Capture software


	Download your copy of the software.

	Launch the Capture Station installer and follow the installation wizard instructions.



Set up server access


	Run the Capture Station Software and enter a valid license key. The key must be unique for each instance of the software.

	Enter your Capture Portal URL, and your username and password.

	Click Save.



Capture Station Software remembers your server configuration the next time you launch the application.

See also


	Webcasting, recording and publishing CaptureCast events




 







Mobile playback of CaptureCast™ presentations

You can download and view on-demand CaptureCast presentations on the following devices: iPhone, iPad, Android device, and Blackberry.

Viewing a presentation on a mobile device

If you've been given access to your institution's or course's virtual CaptureCast portal, you can access and download MP3 and MP4 versions of an on-demand presentation to listen to or view offline. This is a less bandwidth-intensive, and therefore easier, method of taking your presentation "to-go".

Note  The mobile interface for the Capture Portal "flattens" the CaptureCast viewer, so that the playback displays as video and slides (or any other way presenter has configured the viewer) without the option to toggle between views.

[bookmark: viewing_presentation_mobile_device]Download an on-demand CaptureCast presentation to a mobile device


	Click the presentation on the portal's home page.

	On the presentation viewing page, click Download (MP4/480p) for video and audio, or Download (MP3) for just audio.



Note  Your administrator can enable or disable the ability to download or view CaptureCast presentations on different platforms. Therefore, if a presentation doesn't have the option to download available, or if you're having trouble viewing the mobile Capture Portal interface, contact your Administrator.

See also


	Sharing CaptureCast presentations







Sharing CaptureCast™ presentations

Inserting a CaptureCast presentation into course content

You can insert CaptureCast presentations into course content using the Insert Stuff button in the HTML Editor.

Insert a CaptureCast presention into course content


	From the course homepage, click [image: ] Content on the navbar.

	Click [image: ] New File from the Add Content button.

	On the New Topic - Create New File page, select a Parent Module from the drop-down menu. Choose a Title and File Name.

	Under Content, click [image: ] Insert Stuff in the tool bar of the HTML Editor.

	Click [image: ] Capture in the sidebar.

	On the Capture page, click Search to find all CaptureCast presentations you can insert into your course.

	Select your presentation, and click Next.

	Click Insert.

	Click Save to save changes to your topic, or Save and New to save changes and immediately create a new one.



Note  If you don't see your CaptureCast presentation in the list of presentations available to be inserted in a course, contact your administrator.

See also


	About the html editor

	Creating new modules

	Creating new topics

	Viewing a CaptureCast presentation




 







Viewing a CaptureCast™ event

CaptureCast events are either live or on-demand.

You can only view live events within their pre-determined time slots. If you try to view the live event outside of its time slot, the screen displays a "Stream not found" notice. Live events are usually programmed to take place on a predictable schedule, just like regular course sessions or lectures.

If your instructor later publishes the event, you can view it at your convenience "on-demand".

[image: The CaptureCast viewer interface is comprised of an Audio-visual view, a Slide view, a group of four Toggle view icons, a Chapter and slide timeline, and a Search and navigation menu.]

CaptureCast viewer interface


	Access a CaptureCast presentation

	Toggle views in your CaptureCast viewer

	Search and navigate presentation

	Toggle closed captioning in your CaptureCast viewer

	Interact during a live event

	Send a message to all participants

	Ask a general question

	Private message a participant



[bookmark: access_capturecast_presentation]Access a CaptureCast presentation in a course


	In your course, click [image: ] Content in the Course Homepage navbar.

	Click the [image: ] HTML file icon with the title of your event.



[bookmark: toggle_views]Toggle views in your CaptureCast viewer

Click the icons to change how the slides and video appear in your CaptureCast player:


	[image: ] Side-by-side

	[image: ] Fit to screen

	[image: ] Picture in picture

	[image: ] Swap video and slides



[bookmark: search_navigate]Search and navigate presentation

Click the [image: ] Search & Navigation icon to bring up a menu of chapters and slides, along with the times they appear in the presentation.


	Hover over the [image: ] thumbnail icon to see a thumbnail of the slide.

	Click on the slide or chapter title to navigate to its spot in the presentation

	Type a search query in the text box to search within the presentation.



[bookmark: toggle_closed_captioning]Toggle closed captioning in your CaptureCast viewer

If a presentation was equipped with closed captions, you might be able to toggle their display in the CaptureCast viewer.

Click the [image: ] Turn on/off subtitles icon to turn closed captions on or off.

[bookmark: interact_during_live_event]Interact with other viewers during a live event

[bookmark: send_message_to_participants]Send a message to all participants


	In the Chat tab, click the [image: ] Send a regular message icon.

	Type your message in the Enter your message... text box and press the Enter key.



[bookmark: ask_general_question]Ask a general question


	In the Chat tab, click the [image: ] Ask a question icon.

	Type your message in the Enter your message text box and press the Enter key. The administrator identifies your question using the [image: ] question mark tag and aggregates them for the instructor to address.



[bookmark: private_message_participant]Private message a participant

Double-click the participant's name in the list to open a separate tab listing your interactions with the selected participant. The tab also indicates the number of new messages you have received from the sender.


 







Webcasting, recording and publishing CaptureCast events


	Webcasting a live CaptureCast event

	Recording a CaptureCast event offline

	Publishing an on-demand webcast

	Webcasting using Web Capture



[bookmark: webcast_live_event]Webcasting a live CaptureCast event


	Run Capture Station Software on your computer.

	Click [image: ] Webcast on the home screen.

	Select one of the pre-scheduled events, or click the [image: ] Create a new event icon.

	In the layout field, select a webcast layout template:


	Template
	Contains



	[image: ] Rich Media
	Audio, video, and synchronized slides



	[image: ] Video Only
	Video only



	[image: ] Screencast
	Screen sharing and audio



	[image: ] Audiocast
	Audio and synchronized slides




If you do not want the chat feature enabled during your webcast, click the Chat Disabled check box.



	Click [image: ] Start Webcast.

	Choose what you'd like to share with your audience:


	To share
	Click
	Notes



	Powerpoint Slides
	[image: ] Add Media
	
Control the slides' advancement with the thumbnail bar at the bottom of the screen, or click the slide to go forward.

If you click the [image: ] Full Screen icon, you can control the slides with the arrow keys and space bar.

Note  Uploading a PowerPoint file might take a long time depending on its size. Upload the presentation before you start the live session.





	Desktop of a computer running Capture software
	[image: ] Share Desktop
	
Your screen appears to event participants in the Slide window on their webcast interface.

You have the option of sharing your screen as images or video. Images mode is good when presenting static content such as .ppt slides. Video mode is useful for presenting continuous animation or video clips.

Go to Options > Webcast, and select Images or Video (High Bandwidth). You may need to change the default bitrate settings to show high quality animation.

Note  Test this mode on the network connection you are webcasting from before using it in production situations. Sharing via Flash video on a machine with inadequate resources can cause problems in the recorded video stream.





	Desktop of an alternate computer, which is not running Capture software
	[image: ] Capture VGA
	
To use the Capture VGA option on your own computer, you must install and connect the VGA2USB grabber device.

The VGA Capture device is already installed on the Capture Station 300. In this mode, no action is required by the webcast operator.






Note  You should see a preview feed from your camera in the Encoder window. If your video doesn't appear, click Options, and [image: ] Devices. Select your video and audio sources.



	Once you are ready to begin your webcast, click [image: ] Start below the Encoder window.



[bookmark: recording_event_offline]Recording a CaptureCast presentation offline

You can record a CaptureCast™ presentation offline and store it in your computer's hard drive until you are ready to publish it.

Record a CaptureCast presentation offline


	Run Capture Station Software on your computer.

	Click [image: ] Record on the home screen.

	Enter a Title for your presentation and select a webcast layout template. See Webcasting a live CaptureCast event for your options.

	Click Continue.

	Choose what you'd like to share with your audience. See Webcasting a live CaptureCast event for your options.

	Once you are ready to begin recording, click [image: ] Start below the Encoder window.



[bookmark: publishing_ondemand_webcast]Publishing an on-demand CaptureCast presentation

Publishing is the process of uploading your presentation for on-demand web access. Whether you Webcast live or record your presentation offline, the Flash movie and Slide or Desktop images are stored on your computer's hard drive. Storing your webcast media locally ensures your capture session is successful even if your internet connection fails.

Publish an on-demand presentation


	Run Capture Station Software on your computer.

	Click [image: ] Publish on the home screen.

	Select the recorded presentation you want to publish from the drop-down menu.

	Check the Title and Presenter's name to ensure they are correct.

	In the Folder drop-down menu, select the target folder on the server you want to send your presentation to.

	Click [image: ] Publish.
Note  Once you publish a presentation to the Capture Server, your administrator must tag it with your course's org unit number to make it visible in the Learning Environment.





[bookmark: web_capture]Webcasting using Web Capture

If you've been given access to your institution's or course's virtual CaptureCast portal, you can webcast using a webcam and web-based Capture Software.

Webcast using web-based Capture software


	Login to the Capture portal and click Admin.

	Click Manage in the Archived section of the Manage Content heading group.

	On the Manage Live Events page, click Web Capture by the event name.

	Click Start Presenting.

	Once you are ready to begin recording, click [image: ] Start below the Encoder window.



See also


	Sharing CaptureCast presentations

	Installing and setting up Capture software




 






[bookmark: top]

Viewing items shared with you

There are various ways for you to discover, categorize, follow, and review content shared with you in ePortfolio.

Explore

The Explore page consolidates items others have shared with you or publically into one view. Others' shared ePortfolio items display in a list that you can sort by name or date modified, ascending or descending. Filters at the top of the list enable you to view content by item type.

From the Explore page you can:


	Browse items and depending on your sharing permissions, view and leave comments, assessments, and edit others' items.

	Click on a user's name to view all content shared from that user.

	Subscribe to an item or a user.

	Use the search field to find content. The search checks for matches within item titles, tags, descriptions, and owner names.



If you have permission to view comments or assessments on an item, the feedback activity icon appears beside items when there is comment and assessment activity.

Invites

Invites enable you to promote the content you're sharing with specific people. When you share an item with others, you also have the option to send an invite to those you're sharing your item with from the Sharing Settings dialog. See Sending Invites for more information.

An invite contains information about who shared the item, when it was shared, what type of item it is, and any description or tags that were added to it. The sender might also include a message letting you know why they shared the item.

When you receive an invite from another user to view an item in their ePortfolio, the invite displays in the Unread Invites area of your dashboard. You might also receive an email informing you of the invite. You can subscribe to the Invite RSS feed to receive updates about new invites.

[bookmark: subscriptions]Subscriptions

Subscriptions enable you to follow activity on items or from specific people that interest you. You can subscribe to user or item activity from your dashboard, the Explore page, or your invites.

Subscribe to an item by clicking Subscribe in the context menu of the item.

Subscribe to other users by toggling the [image: ] Subscribe icon beside their names.

Use the Subscriptions filter on your dashboard to view activity on items or from users you subscribed to.

Unsubscribe to items or users by toggling the [image: Unsubscribe] icon or click Unsubscribe.

Friends list

The Friends list filter on the dashboard enables you to view content shared with you or publically from friends in your pager list.

See also


	Sharing items




 







About ePortfolio

ePortfolio is a personal portfolio tool for storing, organizing, reflecting on and sharing items that represent your learning. You can include documents, graphics, audio files, videos, presentations, course work, etc. to demonstrate your improvement or mastery in a certain area. You decide what items you want to include in your portfolio, how you want to organize them, and who you want to share them with. When you share items with your peers, mentors, potential employers, etc. you can give them permission to view items, edit items, see or add comments and see or add assessments depending on what type of feedback you want.

Access ePortfolio

Click [image: ] ePortfolio on the navbar or in the My Settings widget.

ePortfolio help topics


Basics


	Using the Dashboard and other settings

	Understanding My Items

	Creating artifacts

	Creating reflections

	Creating collections

	Creating presentations

	Tagging your content

	Using learning objectives in ePortfolio






Sharing


	Viewing items shared with you

	Sharing items (setting permissions)

	Setting up sharing groups

	Setting up org unit sharing groups

	Removing sharing permissions








Assessment


	Allowing comments and rubric assessments on your content

	Submitting items to a dropbox folder for assessment

	Setting up rubrics for ePortfolio

	Assessing ePortfolio items






Import/Export


	Importing and exporting ePortfolio items

	Exporting presentations to HTML

	Pushing ePortfolio items to others








Administering ePortfolio


	Setting up forms in ePortfolio

	Administering learning objectives for ePortfolio






ePortfolio and other tools


	Using ePortfolio in a course

	Allowing certified Learning Environment artifacts

	Creating quicklinks to ePortfolio items






 







Administering learning objectives for ePortfolio

ePortfolio learning objectives provide learners with a personalized approach to learning outcome showcase and management. ePortfolio supports two configurations for facilitating learning objectives: a program-directed approach and an independent, self-directed approach.

In a program-directed approach, instructors and program administrators can push learning objectives (with associated items) into learner ePortfolios from the organization, department, program, or course offering level. Within this set up, learners can:


	share learning objective items with others to generate feedback

	associate learning objective items with artifacts, reflections, collections, and presentations that demonstrate their learning

	display learning objectives in presentations

	create public learning objective-based presentations to seek feedback from those external to the organization

	delete learning objectives that no longer align with their learning plan



The self-directed approach enables users to select learning objectives from Learning Environment to import as items in their ePortfolio. This model empowers learners to define their own learning plans in addition to the actions listed above.

 

 

 

Setting up Competencies for ePortfolio

Depending on the org level at which you have the Manage Competencies role permission, you can set up competency structures at the organization, department, or course offering level and make those structures available for ePortfolio.

Ensure the following settings in the Competencies tool are configured to make competency structures available for use in ePortfolio.

Note  If Independent Learning Objectives is selected on the Settings page in the Competencies tool, orphan learning objectives are available by default to users enrolled in the org unit they exist within.

Make competency structures available for ePortfolio


	On the Settings page in the Competencies tool, in the Display to User section, ensure the following check boxes are selected:

	Learning Objectives Required to make learning objectives available for ePortfolio

	Competencies Required if you want to make competencies available for use as learning objectives in ePortfolio

	Independent Learning Objectives Required if you want to make orphan learning objectives available for ePortfolio





	On the Competencies List page, click on the competency structure you want to make available for ePortfolio.

	Set the Status of the parent competency to "Approved". This makes its child learning objectives available for ePortfolio.
Note  If your institution has a review process for competency approval, ensure that you follow that process before selecting "Approved".



	Select Make competency and its children visible to users if you want to make the competency itself available for use as a learning objective in ePortfolio.
Note  If you or other users have the Manage Competencies permission, approved competencies appear as learning objectives in ePortfolio regardless of whether you select this setting or not.



	Click Save.



See also


	Using learning objectives in ePortfolio




 







[bookmark: XREF_Integrating_with_the_LE]Allowing certified Learning Environment artifacts

If your organization uses both ePortfolio and Learning Environment, you can allow users to import items from your course as learning artifacts in their portfolios. You can allow learning artifacts to be imported from the following tools:


	Quizzes

	Dropbox

	Grades

	Competencies



Learning Environment artifacts differ from other artifacts because they cannot be modified. They are certified artifacts that record a submission or achievement at a specific point in time. Learning Environment artifacts are not updated when items are changed in a course and users can only change their name, description, and tags. Users cannot modify the actual content.

Note  If a user imports quiz or dropbox folder results into their ePortfolio, learning objectives associated with the quiz or dropbox folder automatically import into the user's ePortfolio with an association to their corresponding artifact.

Allow quiz artifacts

Select the Allow users to add this quiz to their ePortfolio option on the appropriate New Quiz or Edit Quiz page in the Quizzes tool.

Allow dropbox artifacts

Select the Allow users to add this folder to their ePortfolio option on the appropriate New Folder or Edit Folder page in the Dropbox tool.

Allow grade artifacts

Select the Allow users to add their grades to their ePortfolio option on the Org Unit Display Options page in the Grades Setting area in the Grades tool.

Allow competency artifacts

Select the Allow users to add their competencies to their ePortfolio option on the Competency Settings page in the Competencies tool.

See also


	Creating artifacts - Import course content as an artifact




 







Allowing comments and rubric assessments on your content

Enabling comments on an artifact, collection, reflection, presentation, or learning objective allows users who are viewing the item to leave feedback. Use this feature to collaborate with peers so they may congratulate you on your work, provide constructive criticism, or point out additional resources.

Enabling assessments for an artifact, collection, reflection, presentation, or learning objective allows users with the appropriate permissions to evaluate the item using a rubric. You must select which rubric you want users to evaluate your work against from the list of rubrics provided by your organization.

When others comment and assess an item in your portfolio, their feedback becomes a part of the item. You can see it below the item's details when viewing the item, or through the feeds and widgets on your ePortfolio dashboard.

[bookmark: set_preferences_comments_assessments]Set your preferences so comments or assessments are enabled by default


	Click the Settings link from the top of any page in ePortfolio.

	Select Allow comments on reflections, artifacts, collections, presentations, and learning objectives by default or Allow assessments on artifacts, collections, presentations, and learning objectives by default.

	Click Save.



[bookmark: enable_comments]Enable comments


	Open the Edit page for the artifact, collection, reflection, presentation, or learning objective you want to enable comments for.

	Select Allow others to add/view comments if they have sufficient permission.

	Click Done.



Note  Selecting this check box allows users with the appropriate permissions to leave comments on the item. Click Share from an item's context menu to assign permissions to a user.

[bookmark: enable_assessments]Enable assessments


	Open the Edit page for the artifact, collection, reflection, or presentation you want to enable comments for.

	Select Allow others to add/view assessments if they have sufficient permission.

	Click Add Rubrics.

	Select the rubric you want to attach and click Add Selected.

	Click Done.



Note  Selecting this check box allows users with the appropriate permissions to leave assessments on the item. Click Share from an item's context menu to assign permissions to a user.

See also


	Sharing items




 







Assessing ePortfolio items

ePortfolios are quickly being recognized as important learning tools because they encourage users to track and share all of the work that goes into a project, instead of just the final result. They also encourage users to tweak and improve their work over time. This shift helps emphasize the importance of looking at the entire learning process, rather than the end results, and helps users build an attitude of life-long learning and continuous improvement.

ePortfolio enables you to monitor user progress and provide ongoing feedback and support through comments and assessments. It is also integrated with Learning Environment so that users can submit items to dropbox folders in specific courses where they can be assessed or graded using the Competencies and Grades tool. When an item is submitted to a dropbox it becomes a unique object and is not updated when changes are made to the item in ePortfolio. Thus, having users submit items to a dropbox allows you to evaluate their achievements at a specific point in time, while evaluating users through ePortfolio allows you to provide guidance so they can continue to improve their work.

Leave comments, assessments and edits in ePortfolio

You must have the appropriate permissions to leave comments, assessments, or annotations on an item in a user's ePortfolio. You can receive permissions to comment on, assess, or edit a user's work in one of two ways:


	The user gives you the appropriate permissions.

	You set up a forced sharing group for users in a particular course that gives you the appropriate permissions.



Encouraging users to give you permission to comment on and assess portfolio items that relate to course work is an excellent way to provide users with informal, intermittent feedback.

Assess and grade ePortfolio items submitted to a dropbox folder

ePortfolio items that are submitted to a dropbox folder are treated as unique objects that are not modified when the original item changes. This allows you to assess or grade assignments without worrying about users revising their work.

Dropbox folders can be associated with a competency or a grade book item in Learning Environment. You can also attach feedback or comments to specific submissions.

Tip  If you select the Allow users to add this folder to their ePortfolio option for a dropbox folder, users can add their submissions, including feedback, to their ePortfolios. This allows users to continue improving their work, while maintaining a copy of how the item appeared at the time of assessment.

See also


	Viewing items shared with you

	Allowing comments and rubric assessments

	Sharing items (setting permissions)

	Setting up org unit sharing groups

	Setting up rubrics for ePortfolio




 






[bookmark: top]

Creating artifacts

ePortfolio is a repository for digital artifacts that represent your learning. You may upload or create artifacts on any number of topics and at any stage of completion. An artifact may be a document, graphic, audio file, video file, presentation, or other form of digital media. You may upload files from a personal computer or storage device; import items from a course; link to a website; create an HTML file; fill out a form created by your institution; or record an audio file directly within ePortfolio.

Instead of viewing your artifacts as complete examples, consider them as ongoing projects and continuously revise them as you develop new skills and understandings. This way your portfolio is a true reflection of your skills and achievements.

Table of contents


	Upload a file

	Create an HTML file

	Link to a web address

	Import course content as an artifact

	Fill out a form

	Record audio



[bookmark: upload_a_file]Upload a file

Upload files from your computer, personal storage device, or Learning Environment locker area that demonstrate your improvement or mastery in an area of interest.


	Click File from computer from the Upload button.

	Browse for the file you want to add.

	Click Upload.

	Confirm that you selected the correct file, then click Next.

	Give the file a Name and Description.

	Add any tags you want the artifact to have.

	Click Save.



Tip  Consider compressing large media files before you upload them to save space in your ePortfolio. Full resolution files are not usually necessary for display on the web.

[bookmark: create_an_html_file]Create an HTML file

ePortfolio provides the option to create HTML artifacts using a simple HTML Editor. HTML files may contain formatted text, images, videos, audio files, and links to content in Learning Environment.


	Click HTML File from the New button.

	Enter the File Name you want the file to be stored as.

	Use the HTML Editor to add your content.

	Click Next.

	Enter the Name you want to display for the file and a Description.

	Add any tags you want the artifact to have.

	Click Save.



[bookmark: reference_a_web_address]Link to a web address

If you want to include an existing website as an artifact in your portfolio, you can reference the address (URL) for the site rather than uploading files.


	Click Link from the New button.

	Enter the Name you want the URL to be stored as.

	Enter the URL (web address).

	Enter a Description of the site or its significance.

	Add any tags you want the artifact to have.

	Click Save.



[bookmark: import_course_content_as_an_artifact]Import course content as an artifact

Track your progress over time by including your course work in your ePortfolio. You may then review your work at any point in the future and compare it to other assignments and courses. You can also add course content artifacts to your ePortfolio directly from your courses. Click Add to ePortfolio while viewing grades, competencies, quiz results, or dropbox folder feedback.

Note  If you import quiz or dropbox folder results into your ePortfolio, any learning objectives associated with the quiz or dropbox folder also import into your ePortfolio pre-associated with your course content artifacts.


	Click Course results from the Upload button.

	If you have more than one role in the system, select the role you want to import course results for from the Enrolled As drop-down list.

	Click the name of the course you want to import results from.

	Select the items you want to import, then click Next.

	Enter a Name and Description for each item.

	Add any tags you want the artifact to have.

	Click Save.



Tip  Click the Apply Tags to All Artifacts button to add a set of tags to all items on the page.

[bookmark: fill_out_a_form]Fill out a form

Forms are templates created by your institution or course leaders that you fill out. Forms collect information using a set of question fields.


	Click Form Response from the New button.

	Click the name of the form you want to fill out.

	Fill out the form.

	In the Artifact Details area, provide a Name and Description unique to this form entry.

	Add any tags you want the artifact to have.

	Click Save.



[bookmark: record_audio]Record audio

You can record audio directly within ePortfolio, rather than pre-recording audio on your computer and uploading it as a file.


	Click Audio Recording from the New button.

	Ensure your microphone is set up correctly and click Record. You can also:

	Click Flash Settings to make adjustments to your microphone selection and volume.

	Click Play to listen to your recording.

	Click Clear to erase your recording.





	Click Next.

	Give the file a Name and Description.

	Add any tags you want the artifact to have.

	Click Save.



See also


	Creating reflections

	Creating presentations

	Creating collections

	Tagging your content

	Allowing comments and rubric assessments

	Sharing items
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Creating collections

Collections are groups of artifacts, reflections, presentations, and learning objectives. They are like folders, except an item can belong to multiple collections at the same time. For example, you may add a short story you wrote to a collection called “Fiction” as well as a collection called “Creative Writing 101” and there will only be one copy of the story (artifact).

There are multiple ways to add items to a collection:


	Add items manually on the Edit Collection page

	Add multiple items at once by clicking [image: ] Add to Collection from the More Action button

	Select the Add to Collection option from the context menu of an item

	Create a list of tags on the Edit Collection page that defines which items to automatically include in a collection based on the tags that are associated with the item



Table of contents


	Create a collection

	Add an item to a collection from the Edit Collection page

	Add items to one or more collections from the My Items page

	Add an item to a collection using an item's context menu (drop-down)

	Create a tag a list that automatically populates a collection



[bookmark: create_a_collection]Create a collection


	Click Collection from the New button.

	Give the collection a Name and Description.

	Add any tags you want the collection to have.

	Click Save.

	Select the allow comments and assessments check boxes if you want to provide others the option to comment or assess your collection when you share it.



[bookmark: add_item_edit_collection_page]Add an item to a collection from the Edit Collection page


	Click [image: ] Edit from the context menu of the collection you want to add items to.

	Click Add to Collection.

	Click Artifacts, Presentations, Reflections, or Learning Objectives.

	Select the items you want to add.

	Click Add.



[bookmark: add_item_from_my_items]Add items to one or more collections from the My Items page


	Select the items you want to add to the collection from the My Items listing.

	Click [image: ] Add to Collection from the More Actions button.

	Select the collections you want to add the items to.

	Click Finish.



[bookmark: add_item_from_context_menu]Add an item to a collection using an item's context menu (drop-down)


	Open the context menu of the item you want to add.

	Click [image: ] Add to Collection.

	Select the collections you want to add the item to.

	Click Finish.



[bookmark: create_a_tag_list_that_automatically_populates_a_collection]Create a tag list that automatically populates a collection

Important  All items that use the tags that you specify in the tag list are automatically added to the collection. If you share the collection with other users you automatically share all of the items.


	Click [image: ] Edit from the context menu of the collection you want to add items to.

	Click Add to Collection.

	Click Tag list.

	Give your tag list a name.

	Enter the tags you want in the tag list.

	Click Save.



Tip  If you want to create an OR condition, where items tagged with either "x" or "y" are added to a collection, you can create multiple tag lists. For example, if you want all items tagged with the phrase "Science and Technology" and either "Green Energy" or "Solar Energy" to be added to a collection, you should create two tag lists. The first tag list should contain the phrases "Science and Technology" and "Green Energy", and the second tag list should contain "Science and Technology" and "Solar Energy."

See also


	Creating artifacts

	Creating reflections

	Creating presentations

	Tagging your content
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Creating presentations

Presentations let you compile portfolio items in a web project to showcase your achievements. Your presentations may have multiple pages and use different themes and layouts. Presentations provide a polished, professional medium to demonstrate your learning and accomplishments.

Table of contents


	Create a new presentation

	Adding items to presentations

	Modifying the layout of presentation pages

	Setting the presentation banner

	Selecting and modifying a theme

	Copying presentations



 

[bookmark: create_presentation]Create a new presentation


	Click [image: ] Presentation from the New button.

	Give the presentation a Name and Description.

	Add any tags you want the presentation to have.

	Select the allow comments and assessments check boxes if you want to provide others the option to review your presentation when you share it.

	Click Save.



[bookmark: add_items]Adding items to presentations

Use the Content/Layout tab to add items to your presentations. You may add items on a single page or create multiple pages.

Tip  Try to give each item a unique name. If you have multiple headings or items with the same name in a single presentation it may be difficult for people using screen readers and other non-visual assistive technologies to determine which item or section they are viewing.

Add items to a presentation


	Click the Content/Layout tab on the Edit Presentation page.

	Click Add Component in the content area you want to add an item to.

	Select the type of item you want to add.

	Select the item you want to add.

	Click Add.



Edit the display options for items in a presentation


	On the Content/Layout tab, open the context menu beside an item.

	Click Edit Display Options.

	Change the Title or Description of the item, if desired.
Note  This will only change the title or description within the presentation.



	Choose whether you want the artifact to display in-place or as a link (if applicable).

	Choose whether you want to auto-fit the artifact to the content area it is displayed in, or maintain its original size (if applicable).

	Select which reflections associated with the artifact to display in the presentation (if applicable).

	Select the appropriate options related to displaying comments and assessments.
Note  The following file types may be displayed in-place: HTML, AVI, BMP, Flash and Shockwave Flash, GIF, JPG, MP3, PNG, QuickTime, RealAudio, WAV and WMV.



	Click Save.



[bookmark: modify_layout]Modifying the layout of presentation pages

Use the Content/Layout tab to change where the navigation area appears on presentation pages and the arrangement of content.

Edit Presentation Navigation  Sets where the page naviagation appears. This is a presentation-level setting; you cannot select a different navigation position per presentation page.

Edit Page Layout  Sets the positioning of the content areas. This is a page-level setting; each page in your presentation can have different page layouts.

Item context menus enable you to move items to different content areas, change the order of items within a content area, and delete items from your presentation.

Use the Pages section of Content/Layout tab to add new pages to your presentation and reorder existing pages. If you have a large presentation, you can hide pages from the navigation by editing their Page Properties.

[bookmark: presentation_banner]Setting the presentation banner

A banner appears at the top of every page in a presentation. The presentation title usually appears in the banner, much like a header in a book. You can include additional text in the banner as a description.

On the Edit Presentation page, use the Banner tab to enter a banner title and description.

Note  The theme of the presentation controls the style of the banner, including the background and fonts used. Use the Theme tab to modify banner and presentation styles.

[bookmark: selecting_modifying_theme]Selecting and modifying a theme

Themes are default style templates that give your presentations a consistent look and feel. Themes are comprised of styles which control one aspect of the design. For example, there are separate styles that control the look of titles, links, dates and images.

Themes are provided by your organization, but you may be able to change some or all aspects of a theme.

Choose a theme


	On the Edit Presentation page, click the Theme tab.

	Click the Select button beside the theme you want to apply to your presentation.



Modify a theme


	Click the [image: ] Edit styles icon beside your current theme.

	Select the page element you want to modify.
Tip  Use the Filter drop-down list to view specific groupings of elements.



	Use the options that appear under the Preview area to edit the style.

	Repeat for remaining elements.

	Click Save.



[bookmark: copying_presentations]Copying presentations

On the My Items page, click [image: ] Copy from a presentation's context menu.

The following information is copied:


	the presentation’s description, tags, and comments and assessment properties

	the theme

	the banner title, description and appearance

	all pages, page layouts, page content, display options and display orders



The following information is not copied:


	permissions

	comments or assessments for the presentation

	reflections associated with the presentation



Note You can copy presentations only from your own portfolio.

See also


	Tagging your content

	Allowing comments and rubric assessments

	Sharing items




 







Creating quicklinks to ePortfolio items

Quicklinks to ePortfolio content are created the same way as other quicklinks. However, the person following the link must have that item shared with them. If you want to include quicklinks to ePortfolio items in your course content, ensure your course participants have permission to view the item.

Create a quicklink to an ePortfolio item


	Open the HTML Editor.

	Click the [image: ] Insert Quicklink button.

	Select ePortfolio Item from the Category drop-down list.

	Select whether you want to link to an item in your ePortfolio or another users’ ePortfolio from the Source drop-down list.

	Click Select Item.

	Click on the item you want to link to.

	Give your link a caption and choose where you want the ePortfolio item to open.

	Click Insert.

	Save the HTML file.



See also


	Creating content in Design view in the HTML Editor




 







Creating reflections

Use reflections to discuss items in your portfolio, record your thoughts on topics that interest you, set goals, and think critically about your learning.

Add a reflection


	Click Reflection from the New button.

	Give your reflection a Title.

	Enter your thoughts in the Reflection field.

	Add any tags you want the reflection to have.

	Select Allow others to add/view comments if they have sufficient permission if you want to provide others the option to comment on your reflection.

	Click Save.



Associating reflections with other items

Reflections may be independent ePortfolio items or associated with artifacts, learning objectives, collections, or presentations. Associating reflections with other items helps other users see the relationship between the items and makes it easier to revisit your goals and assumptions later.

Reflections are only visible to other users if you share them, associate them with an item, or add them to a collection or presentation.


	When you share a reflection that is associated with an item, users can only view the name of the associated item unless that item is also shared with them.

	Sharing an item associated with a reflection allows users to view the reflection as part of the item.

	If you include a reflection in a collection or presentation, it inherits the permissions of that collection or presentation.



See Inherited (cascading) permissions for more information about how associations affect sharing in ePortfolio.

Associate a reflection with an artifact, learning objective, collection, or presentation


	Click [image: ] Edit from the context menu of an existing reflection.

	Click the Add button in the Associated Items section.

	Select whether you want to associate the reflection with an Artifact, Collection, Presentation, or Learning Objective.

	Select an item from the list of items that appears, then click Add.

	On the Edit Reflection page, click Done.



See also


	Creating artifacts

	Creating collections

	Creating presentations

	Tagging your content

	Allowing comments and rubric assessments

	Sharing items
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Exporting presentations to HTML

If you have the appropriate permissions, you can export presentations to HTML format directly from a presentation's context menu.

Exporting your presentation to HTML format enables you to keep a copy of your presentation in a viewable format external to the system. This is useful if you change institutions and you don't want to lose your work. Once you export your presentation to HTML, you can host it externally on your own website or save it on your computer to view offline.

Note  You cannot import an HTML presentation back into ePortfolio.

Export your portfolio to HTML


	Click [image: ] Export from the context menu of the presentation you want to export.

	Choose Export HTML version of presentation.

	Click Export.

	Click the link for your export file when the file packaging is complete.
Tip  If you want to navigate away from this page or close the window, you can retrieve your export package from the Import/Export area in the Recent Import/Export Activity list.



	Save the export file to your computer or storage device.



Changes to presentation properties during HTML export



	Property
	Notes



	
Action bar


	
The action bar at the top of a presentation is not included.





	
Artifacts


	
Embedded artifacts and links to artifacts are included.

Alt tags on embedded image artifacts are retained.

Size settings on embedded image and media artifacts are retained.

Artifacts retain their type icon when displayed as a link inline.

Artifact titles and descriptions from the Edit Display Options page are retained.





	
Assessments


	
Assessments made on items within the presentation are included.

Assessments made on the presentation are not included.





	
Comments


	
All comments for artifacts and reflections are included.

Comments made on the presentation are not included.





	
Forms


	
Forms linked via a quicklink are not included.





	Learning Objectives
	
Embedded learning objectives and links to learning objectives are included.





	
Permissions


	
No permissions are retained. Anyone can view content within an HTML presentation.





	
Presentation layout


	
Page links, navigation settings, page settings, page names, and text areas are maintained.





	
Presentation theme


	
All theme style settings are retained, including custom replaced images.





	
Profile details


	
Profile information is exported as displayed in the presentation, including customized profile titles and social media icons.

Only the fields set to display are exported; hidden profile information does not export with the presentation.





	
Quicklinks


	
All quicklinks to artifacts within the export package and external URLs are retained.

Quicklinks to system resources will require users to log into the system and have the appropriate permissions.





	
Reflections


	
Embedded reflections and links to reflections are included.

Reflections associated with the presentation are not included.





	Social media
	Social media icons from the top of public presentations are not included.



	
Text areas


	
All text formatting, equations and custom characters are included.






See also


	Importing and exporting ePortfolio items




 






[bookmark: top]

Importing and exporting ePortfolio items

The Import/Export tool enables you to import and export ePortfolio items for use in other ePortfolios. When you export an item, you also export the item's description, tags, and settings. You do not export information about the user who created the item, users who left comments on the item, or assessments for the item. When you import an item, the system assumes that the item was created by the user whose ePortfolio the item is imported to.

With the exception of HTML presentations, you cannot export items for offline viewing. Exported items can only be imported into another Desire2Learn ePortfolio or systems that support the Desire2Learn ePortfolio XML format.

Table of contents


	Access the Import/Export tool

	Changes to item properties during an export or push

	Exporting portfolio items

	Importing portfolio items





Use case scenarios


	Create an export package with sample ePortfolio content and share it with users to get them started.

	Export your portfolio when you change institutions so you don't lose your work.



[bookmark: access_the_importexport_tool]Access the Import/Export tool


	Click [image: ] ePortfolio on the navbar or from the My Settings widget.

	On the My Items page, Click Go to Import/Export page from the More Actions button.



[bookmark: itempropertychangesduringexport]Changes to item properties during an export



	Property
	Notes



	Access Log for presentations
	Not included.



	Assessments
	Not included.



	Change Log for Edit permission
	Not included.



	Comments
	Comments included. Commenter's name is not included.



	Contents of a collection
	Included only if the items are exported at the same time.



	Forms
	Form artifacts are included. The form the artifact is based on is not included in the export file.
The values in system fields are not maintained. The system generates these values based on the user that imports the form.

Rubrics embedded in a form are not maintained.



	Items associated with a reflection
	Included only if the item is exported at the same time.



	Items in a presentation
	Included only if the item is exported at the same time.



	Permissions
	See [item] only.



	Presentation layout
	Navigation settings, page settings, page names, and text areas are maintained. Profile settings are maintained, but display information corresponding to the user who imports the presentation.



	Presentation theme
	Not included. Imported presentations revert to the default theme of the system.



	Reflections associated with an artifact
	Included only if the reflection is exported at the same time.



	Rubrics associated with an item
	Not included.



	Tag lists for a collection (dynamic collections)
	All collections become static on export; tag lists are not retained.




[bookmark: export_portfolio_items]Exporting portfolio items

You can export your entire portfolio content or specific items. If you export specific items, select Automatically include associated items to ensure you also export any related items you might want. If an item is included multiple times, it will only appear once in the exported zip file.

[bookmark: export_all_items_in_your_portfolio]Export all items in your portfolio


	On the Import/Export ePortfolio Content page, click Export.

	Click All Items.

	Remove unwanted items from the export list by clicking the [image: ] Remove icon beside those items.

	Click Export.

	Click Open processing pop-up and click the link for your export file when the file packaging is complete.
Tip  If you want to navigate away from this page or close the window, you can retrieve your export package from the Import/Export area in the Recent Import/Export Activity list.



	Save the export file to your computer or storage device.



[bookmark: export_specific_items_in_your_portfolio]Export specific items in your portfolio


	On the Import/Export ePortfolio Content page, click Export.

	Click Selected Items.

	Click Add Items.

	Select the items you want to export and click Add.

	Remove unwanted items from the export list by clicking the [image: ] Remove icon for those items.

	Click Export.

	Click Open processing pop-up and click the link for your export file when the file packaging is complete.
Tip  If you want to navigate away from this page or close the window, you can retrieve your export package from the Import/Export area in the Recent Import/Export Activity list.



	Save the export file to your computer or storage device.



[bookmark: export_a_single_item]Export a single portfolio item

Click [image: ] Export from the context menu of an artifact, reflection, collection, presentation, or learning objective. If you export a presentation, there is an option to export it to HTML format. See Exporting presentations to HTML for more information.

[bookmark: importing_portfolio_items]Importing portfolio items

You can only import Desire2Learn ePortfolio packages into your portfolio. If you have other items you want to add to your portfolio, use the Artifacts tool to add them individually.

Note  If you import a form into the same portfolio a second time, only the form artifact is imported; the source form is not imported again. If a field does not match the source form, the response is omitted and validated the next time the user edits the form.

[bookmark: import_an_ePortfolio_package]Import an ePortfolio package


	On the Import/Export ePortfolio Content page, click Import.

	Upload your import file.

	Click Next.

	On the Preview page for the import package, enter any New Tags that you want all imported items to have.

	Click Import.



See also


	Exporting presentations to HTML

	Pushing ePortfolio items to others
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Pushing ePortfolio items to others

As a part of the Import/Export tool, administrators and instructors can push artifacts, reflections, presentations, collections, and learning objectives into other users' portfolios for their own use.

Push functionality enables organizations to provide examples and template ePortfolio items for students. Organizations, administrators or instructors can customize content in their own ePortfolios and then push out the content to courses or sharing groups. This enables you to provide better support, scaffolds, and generic getting started tasks for students.

Note  The system maintains the same item properties during a push process as it does during an export process with the following exceptions:



• Rubrics associated with an item are included in a push

• Rubrics embedded in form artifacts are included in a push

• Comments are not included in a push



See Changes to item properties during an export for more information.


Push items to other users' portfolios


	On the Import/Export ePortfolio Content page, click Push.

	Select Automatically include associated items if you want to include items connected to the items you're currently pushing.

	Click Add Items.

	Select the items you want to push and click Add. Remove unwanted items from the push list by clicking the [image: ] Remove icon beside those items.

	Click Next.

	Browse for users, groups or courses to push the content to. Use the Search For field to narrow your browsing results. Users with cascading roles must perform a search to display results.

	Select users, groups or courses from the browse listing to populate the Selected Users list. Click the [image: ] Remove icon beside groups or courses to remove them from the Selected Users list.

	Click Push.



You can review the status of your push processes on the Import/Export ePortfolio Content page in the Pushes to Others list.

Note  Push processes may take some time to appear in users' portfolios depending on the size of items, number of users receiving those items, and the number of processes in the queue.

See also


	Importing and exporting ePortfolio items

	Exporting presentations to HTML




 







Removing sharing permissions

Remove permissions from an item


	Click [image: ] ePortfolio on the navbar or in the My Settings widget.

	On the My Items page, click [image: ] Share from the context menu of the item you want to modify permissions for.

	Click the [image: ] Remove icon next to the user or group of users you want to remove permissions from.



Remove permissions in a sharing group


	Click [image: ] ePortfolio on the navbar or in the My Settings widget.

	Click Sharing Groups from the tool navigation.

	Select the group you want to modify permissions for by clicking its name.

	Click the [image: ] Remove icon next to the user or group of users you want to remove permissions from.



Note You cannot modify sharing groups that your course or organization shares with you.

Delete a sharing group


	Click [image: ] ePortfolio on the navbar or in the My Settings widget.

	Click Sharing Groups from the tool navigation.

	Click the [image: ] Delete icon beside the group you want to delete.



Note You cannot delete sharing groups that your course or organization share with you.

Temporarily hide an item from all users


	On the My Items page, click [image: ] Share from the context menu of the item you want to hide.

	Click Show Display Options and change the Visibility options available.



Tip  Temporarily hide an item when:



You want to make changes to it and don’t want others to see it in draft stages.



You want to make it available on a specific, predetermined date and want to set up sharing permissions in advance.

See also


	Sharing items

	Setting up sharing groups
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Setting up forms in ePortfolio

Forms are pages created by an institution, department, or course designer that collect information from users. When you create a form you specify what fields it includes, what type of information each field collects, and whether a field is required. When users fill out a form it becomes an artifact in their ePortfolio which they can share, edit, and add to collections, presentations, and learning objectives. Users can fill out a form multiple times and they can allow others to comment on or evaluate their entries. Because forms are structured, they provide scaffolding and guidance.

Forms are created in Learning Environment, not in the ePortfolio tool. Organization-wide forms are created in the ePortfolio area of the Admin Tools widget. Course forms are created from the Course Administration area for a specific course.

Note Forms are not course specific. When you share a form with individuals in your course they can use it in other courses and repurpose it as desired.

Table of contents


	Access the area for managing course forms

	Access the area for managing organization-wide forms

	Parts of a form

	Set up a form

	Add a system field

	Add a custom field

	Add a separator between fields

	Reorder fields

	Edit a field



 
Use case scenarios


	Create a form for users working on long-term research projects. Include fields such as: Project Name, Description, Timeline, Requirements, and Project Plan. Require users to submit the form to the dropbox folder for a course on Long-term Research Projects that all users involved in graduate studies are enrolled in.

	Create a form for recording work history information that users might want to include in resumes. Include fields such as: Employer Name, Supervisor, Contact Information, Period of Employment, Job Description, Accreditations, and Skills Development. Also include areas to attach Work Samples, Employment Evaluations and Letters of Reference.

	Create a form that provides scaffolding and guidance to users who want to self-evaluate an artifact or presentation. Include areas to reflect on learning and personal goals, and a rubric to ensure consistent assessment. End the form with an area to associate the related item.



[bookmark: access_course_manage_forms]Access the area for managing course forms


	Open a course.

	Do one of the following:

	Click Edit Course on the navbar and then click Forms.

	Click Forms in the Course Administration widget.







[bookmark: parts_of_a_form]Parts of a form

There are two areas to complete when creating a form: form details and form content. The details area contains the name and description of the form and which courses have access to it. The content area contains the actual fields users fill out.

The content area of a form may contain two types of fields: system fields and custom fields.

System fields automatically populate with data from a user’s profile. Some typical system fields include:


	First Name

	Last Name

	Email

	Picture

	Address



Custom fields are filled in by the user. You define what type of information users enter in a custom field and whether it is required.

There are 12 custom field options:


	Drop-down List  Creates a drop-down list of options that users can choose between. Use this option or a radio button when you want users to choose only one option from a predetermined list.

	
Tip  It is good practice to make the default value descriptive text rather than one of the options. For example, -- Select a file type -- or -- Choose an action --.



	Radio Button List  Creates a set of radio buttons that users select one option from. Use this option or a drop-down list when you want users to choose only one option from a predetermined list.

	Check Box List  Creates a set of check box items that users can select options from. Use this option when you want users to choose one or multiple options from a predetermined list.

	Text Input - Simple Text  Creates a standard text field for entering text. You determine how many characters the text field accepts. You can also provide default text or instructions to help guide users’ responses.

	Text Input - Formatted Text  Creates a text field that uses the HTML Editor. Formatted text fields allow you to use graphics, tables, links and other functionality available in the HTML Editor.

	Numeric Input  Creates a field that only accepts numeric data. You can specify whether decimals and negatives are allowed.

	
Note  If the input contains numeric characters as well as symbols or text, use a simple text field instead. For example, for phone numbers or product numbers use a simple text field and provide examples such as, (555) 555-5555 or 1264-AX100.



	Date and Time Input  Creates a standard date selector and calendar for selecting a date and/or time.

	Information  Provides a rich text field for adding a content area to a form. A content area provides information to users rather than collecting it. For example, you could provide text instructions, a graph, or an image.

	File Upload  Creates Add a File and Record Audio buttons and dialogs for each. You can specify what types of files users can upload and the maximum file size allowed.

	Rubric Evaluation  Allows you to insert a rubric created in Learning Environment. Use this option to gather consistent feedback from users. For example, create a peer evaluation form that includes a rubric with the appropriate assessment options.

	Learning Portfolio Item Link  Creates an Add button and dialog that lets users associate the form with an item in their portfolio. You can restrict what types of items a user can link the form to. For example, if you have a form for reflecting on or evaluating a presentation, require that users link to the presentation in the form.

	
Note  When you follow a link in a form, you have the same permissions for the item as you do for the form, even if the permissions differ from your normal permissions for the item.



	Org Unit  Creates a drop-down list of org units limited to a user's enrollments. You can define what type of org units display in the drop-down list (for example, Course, Group, Semester, etc). Use this field if you want to tie form data to an org unit.



[bookmark: creating_a_form]Creating a form

[bookmark: set_up_a_form]Set up a form


	On the Manage Forms page, click New Form.

	Enter a Name and Description.

	If you are creating a form for a department (or other org unit type above a course in your organization's hierarchy) and you only want to share the form with specific courses (or other child org units) below the department rather than all child org units:

	Clear the Current Org Unit check box.

	Click Add Org Units.

	Select the org units you want to share the form with.

	Click Insert.





	Click Save.



Note You can only share forms with org units below the org unit you are working from in your organization's hierarchy; therefore, you cannot share forms created in a course as this is the lowest org unit level forms are created in.

[bookmark: add_a_system_field]Add a system field


	Click Add System Field.

	Select the Field Name you want to add.

	Click Add.



[bookmark: add_a_custom_field]Add a custom field


	Click Add Custom Field.

	Enter a Field Name.

	Select the Required check box if the field is required.

	Choose the Data Type for the field.

	Fill in additional information based on the data type.

	Click Save.



[bookmark: add_a_seperator]Add a separator between fields


	Click Add Separator.

	Give the separator a Name.

	Select Show name on separator if you want the name to appear as a heading.

	Click Save.



[bookmark: reorder_fields]Reorder fields


	Click Reorder Fields.

	Select a new position for a field using the Sort Order drop-down list beside its name. The positions of other fields adjust accordingly.

	Click Save.



[bookmark: edit_a_field]Edit a field


	Click the [image: ] Edit icon beside the field’s name on the Edit Form Contents page.

	Make your changes.

	Click Save.



See Also


	Creating artifacts
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[bookmark: XREF_Setting_up_org_unit]Setting up org unit sharing groups

Org unit sharing groups allow course designers and administrators to set up sharing groups at the organization, department, or course level and share them with users. Org unit sharing groups may be optional (users may choose to apply them to specific items) or automatic (users have to use them). Automatic sharing groups may be visible (appear in the Sharing Groups area) or hidden (users don't see the group).

Course level org unit sharing groups are set up by a course designer and shared with users in a course.

Organization level sharing groups are set up by administration staff and shared with all users in an organization, or a specific set of org units from across the organization. Permissions are cascading; groups you create at the organization or department level are shared with all users enrolled in courses (and other child org units) under the organization or department. You can restrict which courses (or other child org units) the group is shared with using the Add Org Units filter options.

Table of contents


	Access course or department sharing groups

	Create a course or department sharing group



 
Use case scenarios


	You are teaching a career development course in which you encourage course participants to share their resumes and career objectives with other members of the course and career advisors. You create a sharing group for sharing those items to make the process easier.

	You are teaching a fourth grade computer course that has a unit on using ePortfolio. You encourage your course participants to upload a new portfolio item each week that exemplifies their learning and to write a reflection on it. You tell the class that their work is shared and encourage them to exchange comments and ideas. You create a hidden, automatic sharing group that shares your course participants' items to make the process easier.



Important  If you select the Automatically share items with this sharing group option, ensure you let the affected users know they are automatically sharing items and only apply your org unit sharing group to appropriate roles.

[bookmark: access_org_unit_sharing_groups]Access course or department sharing groups


	Open a course (or other org unit).

	Do one of the following:

	Click Edit Course on the navbar and then click Sharing Groups.

	Click Sharing Groups in the Course Administration widget.







[bookmark: create_an_org_unit_sharing_group]Create a course or department sharing group


	From the course-level Sharing Groups page, click New Sharing Group.

	Give the group a Name and Description.

	Click Show Advanced Sharing Options.

	Select the Automatically share items with this sharing group check box if you want this group automatically applied to all items that meet the group’s filters.
Important  This setting forces all users (regardless of role) in the course to use this sharing group. Use the Role Filter to specify which roles the group should apply to.



	If you selected the Automatically share items with this sharing group check box, complete the following steps:

	Select whether you want the sharing group to be visible to users or hidden.
Important  If you hide the sharing group, users will not be able to determine which items they are automatically sharing or the permissions other users have.



	Use the Type Filter options to specify which item types to apply the sharing group to.

	Use the Tag Filter options to restrict the sharing group to items that use specific tags.

	Use the Role Filter to specify which roles the sharing group is shared with.





	Click Save.

	Click Add Users.

	Browse for the users you want to add. Use the Search For field to narrow your browsing results. Users with cascading roles must perform a search to display results.

	Click on users or groups of users in the browse listing to add them to the Selected Users list. Click the [image: ] Remove icon beside those users or groups of users you want to remove from the Selected Users list.

	Select the permissions you want the selected users to have and click Add.

	Click Done.



Notes



You can adjust permissions for individual users or groups of users by clicking the [image: ] Edit Permissions icon beside their name in the Sharing Group Members list.



You must ensure that your course participants enable comments and assessments for their items if you want to use permissions relating to comments and assessments.



If you apply a sharing group to users’ ePortfolios and leave it visible, users can add it to additional items that are not covered by your filter settings.

See also


	Sharing items

	Setting up sharing groups




 







Setting up rubrics for ePortfolio

Use rubrics in ePortfolio for assessing artifacts, reflections, collections, presentations, and learning objectives.

Rubrics must be available at the course, department, or organization level to enable users to attach them to ePortfolio items for assessment. Create rubrics using the Rubrics tool.

An ePortfolio user who has permission to assess an item can assess the item using any of the rubrics attached to the item by its owner.

See also


	About rubrics

	Creating a rubric

	Sharing items

	Assessing ePortfolio items
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Setting up sharing groups

Sharing groups let you save the permissions you want a user or group of users to have so you may reuse them with other items. You can create sharing groups for individual users or for all users in a particular course or group. You can have multiple sharing groups for the same users that you apply in different situations. For example, you could create sharing groups named "Comment" and "Edit and Review" and share them with the same group of peers. You would use the first sharing group for items you want to collect general feedback on and the second sharing group for items that you want others to collaborate on or revise in detail.

An organization, department, or course can also set up sharing groups and share them with you. Sharing groups that are shared with you are either optional (you can choose to apply them to specific items) or automatic (you have to use them). Automatically shared groups are either visible (appear in your Sharing Groups area) or hidden (information on the group is not available to you).

Table of contents


	Access Sharing Groups

	Create a new sharing group

	Add or change permissions for a sharing group

	Set a default sharing group



[bookmark: access_the_permission_profiles_area]Access Sharing Groups

Click Sharing Groups from the tool navigation.

[bookmark: create_a_new_permission_profile]Create a new sharing group


	On the Sharing Groups page, click New Sharing Group.

	Give the profile a Name and Description.

	Click Done.



[bookmark: add_change_permissions_for_a_sharing_group]Add or change permissions for a sharing group


	Select the sharing group you want to manage by clicking its name.

	Click Add Users to add new users to the sharing group.

	Browse for the users you want to add. Use the Search For field to narrow your browsing results. Users with cascading roles must perform a search to display results.

	Click on users or groups of users in the browse listing to add them to the Selected Users list. Click the [image: ] Remove icon beside users or groups of users in the Selected Users list to remove them from the list.

	Select the permissions you want the selected users to have.

	Click Add.





	Click the [image: ] Edit icon beside the user or group of users for which you want to edit permissions. Select new permissions and click the Save link.

	Click the [image: ] Remove icon to remove a user or group and their permissions from the sharing group.

	Click Done.



[bookmark: set_a_default_permission_profile]Set a default sharing group

A default sharing group can make sharing easier if you consistently share items with the same group of users. However, all items that meet your filter criteria are automatically shared with your default group, so ensure you set up your filters correctly.

For example:


	If you only want to share presentations, add a type filter.

	If you only want to share some items, add a tag filter and then tag the appropriate items with that tag when you create or edit them.





	Click the Settings link from the top of any page in ePortfolio.

	Select a Default Sharing Group in the Sharing Settings section.

	Use the Item Type Filter check boxes to specify which item types to automatically apply the default sharing group to.

	Use the Tag Filter to restrict which items the default sharing group applies to by tags.

	Click Save.



See also


	Sharing items

	Removing sharing permissions

	Viewing items shared with you
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Sharing items

ePortfolio is a user-focused tool that empowers you to share your learning experiences and showcase your work. The sharing features of ePortfolio enable you to seek feedback from your peers, mentors, and members of the broader community.

ePortfolio items are shared with other users through permissions. You can set up separate permissions options for each artifact, collection, reflection, presentation, and learning objective in your ePortfolio so you can pick and choose what content you share with others. You can assign permissions to individual users, sharing groups, groups of users based on course or department enrollment, or the general public through a URL (presentations only). You can choose whether others can see the item, see comments, see assessments, add comments, add assessments, and/or edit the item.

Table of contents


	Permission options

	Sharing items with internal users

	Sharing presentations with external users

	Sending invites

	Inherited (cascading) permissions



[bookmark: permission_options]Permission options



	Permission
	Description
	Available for



	
View (V)


	
Allows selected users to see your ePortfolio item on the Explore page.


	
Anyone





	
See comments from other users (C)


	
Allows selected users to see the comments other users have left on your ePortfolio item.


	
Internal users

External user with personal invite





	
Add comments (+C)


	
Allows selected users to add comments on your ePortfolio item.


	
Internal users

External user with personal invite





	
See assessments from others (A)


	
Allows selected users to see rubric assessments other users have left on your ePortfolio item.


	
Internal users

External user with personal invite

*Not available for reflections





	
Add assessments (+A)


	
Allows selected users to evaluate your ePortfolio item using a rubric.

Tip  Make sure you add the rubric you want evaluators to use on the item's Edit page.


	
Internal users

External user with personal invite

*Not available for reflections





	
Edit (E)


	
Allows selected users to make changes to your ePortfolio item.

Changes are tracked in the item’s Change Log.


	
Internal users






Note  To use the comments and assessments permissions you must make sure the comments and assessments check boxes are enabled on the item's properties page and that a rubric for assessing items has been attached to the item. These check boxes are selected by default, but it is possible to clear them (if you want to temporarily remove the ability to comment on or assess an item), and you can change the default setting so they are not selected on new items.

[bookmark: sharing_items_with_internal_users]Sharing items with internal users

You can share items with other users at your organization by selecting individual users, all users in a course or group you are enrolled in, or a previously saved sharing group.

For information on saving permission settings using a sharing group, see the Setting up sharing groups topic.

Assign permissions for a user or group of users


	Click [image: ] Share from the context menu of the item you want to make available to others.

	Select when you want users to see the item in the Visibility section of the Sharing Setting dialog.

	Click Add Users and Groups.

	Browse for the users or sharing groups you want to add. Use the Search For field to narrow your browsing results. Users with cascading roles must perform a search to display results.

	Click on users or sharing groups in the browse listing to add them to the Selected Users list. Click the [image: ] Remove icon beside users or sharing groups you want to remove from the Selected Users list.

	Select the permissions you want the selected users to have and click Add.
Note  You can adjust permissions for individual users by clicking the [image: ] Edit Permissions icon beside their name in the Sharing List grid. You can adjust permissions for sharing groups you've created by clicking the Edit Sharing Group link beside their name in the Sharing List grid.



	Click Done or Done and Send Invite. You can send an invite to specific users in the Sharing List by selecting the check boxes beside their names before you click Done and Send Invite.



[bookmark: sharing_presentations_with_external_users]Sharing presentations with external users

You can share ePortfolio presentations with people who are not part of your organization such as friends, parents, or potential employers.

You can share presentations with external users in two ways:


	You can make the presentation publicly available to anyone through a URL. When you share a presentation this way people can only view the presentation. They cannot see, add comments to, add assessments to, or edit the presentation.

	You can send a personal invite to view your presentation via an email and the recipient can follow the attached link to view the presentation. The recipient must set up a username and password, and then they can see and add comments or assessments based on the permissions you gave them. External users cannot edit presentations.



Make a presentation publicly available through a URL

Note  If you make a presentation public via URL, the system includes social media icons (Twitter, Google+, and Facebook) at the top of your presentation to enable further sharing.


	Click [image: ] Share from the context menu of the presentation you want to make available by URL.

	Select Anyone with the URL below can access this item from the presentation's Sharing Settings and click Done. Share the provided URL with others.



Make a presentation externally available to specific people and assign them permissions


	Click [image: ] Share from the context menu of the presentation you want to make available to external users.

	Click Add Users and Groups from a presentation's Sharing Settings.

	Click Click to share the presentation with an external user.

	Enter the External Email Address of the external user you want to send an invite to and click Add.

	Select the permissions you want the external users to have and click Add. The system automatically notifies external users of their granted permissions.

	Click Done.
Note  The recipient must follow the link in the invite and set up a username and password to view the presentation. The invite expires after three days (or another amount of time set by your organization).





[bookmark: sending_invites]Sending invites

When you send an invite to internal users you are sharing an item with, you have the opportunity to leave them a message about why you are sharing the item and what you’d like them to do with it. Depending on how the user’s preferences are set up, the message is delivered to their email, the Invites area of their dashboard, or an RSS Reader.

Send an invite


	Click the Done and Send Invite button when setting up permissions for an item. You can send invites to specific users in the Sharing List by selecting the check boxes beside their names before you click Done and Send Invite.

	Complete the invite and click Send.



Important  If you send an invite to a sharing group that includes all users at your organization or all users in a particular course or department, all of the users in the group will receive the invite. This may be bothersome to users who do not know you.

[bookmark: Inherited_cascading_permissions]Inherited (cascading) permissions

Items in collections and presentations

When you include an item in a collection or presentation, the item inherits permissions from the collection or presentation (permissions are cascading), with the following exceptions:


	The Add Assessments permission is not inherited because it requires that a rubric be associated with each item.

	The Edit permission is not inherited because it would allow users to make major, possibly unwanted, changes to your ePortfolio. If you want individuals to be able to edit items in a collection or presentation, you must give them the Edit permission on each item individually.



Inherited permissions do not override existing permissions on items. For example, if you give an individual the view, see comments and add comments permissions for a specific item, but only the view permission is set for a collection that contains the item, the individual is able to see and add comments to the item. This is the case regardless of whether it is accessed from the collection or outside the collection.

Items associated with a reflection

When you associate a reflection with another item, the reflection does not inherit permissions from the item, nor does the item inherit permissions from the reflection.

Sharing a reflection associated with an item, only allows users to view the name of the associated item. However, sharing an item associated with a reflection allows users to view the reflection as part of the item.

Quicklinks to ePortfolio items and eP item links

If you include a quicklink or an eP item link to an ePortfolio item in a form, reflection, artifact, or presentation, the referenced item does not inherit permissions from the item containing the link. This means that individuals viewing an item from the quicklink or eP item link must also have direct permission to view the referenced item and follow the link; otherwise, they receive an error message letting them know they do not have permission to view the item.

Similarly, if you include a quicklink in an ePortfolio item to a Learning Environment item, such as a content file, individuals can only follow the link if they have permission to view that item; otherwise they receive an error message letting them know they do not have permission to view the item.

See also


	Setting up sharing groups

	Removing sharing permissions

	Viewing items shared with you




 







Submitting items to a dropbox folder for assessment

You can submit your ePortfolio items to a dropbox folder in Learning Environment for formal assessment. When you submit an item to a course dropbox folder, a copy of the item is made in Dropbox. Future changes to the item are not reflected in the Dropbox copy.

Tip  If your item has comments and assessments but you don't want to include them with your Dropbox submission, clear the Comments/Assessments check boxes on the item's Edit page before you submit it to a dropbox folder. This does not remove previous comments and assessments from the item itself. After your Dropbox submission, you can select the Comments/Assessments check boxes to re-enable comments and assessments.

Submit an ePortfolio item to a dropbox folder


	Go to the Dropbox tool in the appropriate course.

	Open the folder you want to submit an ePortfolio item to.

	Click Add a File.

	Select ePortfolio from the left tool menu.

	Select the item you want to add.

	Click Select Item.





	Enter any comments you want to include with your submission.

	Click Upload.



See also


	About Dropbox

	Submitting assignments to a dropbox folder
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Tagging your content

Tags are keywords or descriptive labels that you add to items to help categorize them. For example, you can tag items with course codes, subjects, topics, purpose, or status. You can search both your own ePortfolio and others’ shared items by tags.

Add a tag


	Click [image: ] Edit from the context menu of an artifact, reflection, presentation, collection, or learning objective.

	Enter the tag in the New Tags field, and click Add Tag.

	Click Done.



Notes



Enter multiple tags at once by separating words using spaces.



Use quotes " to create multi-word tags, e.g., “winter project”.



Use the @ symbol in front of a tag to make it a private tag only you can see, e.g., @draft.



The search tool matches parts of words and phrases (e.g. searching for "read" will match "reading" and "Reading Materials").

See also


	Creating artifacts

	Creating reflections

	Creating collections

	Creating presentations
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Understanding My Items

My Items consolidates all of your artifacts, reflections, presentations, collections, and learning objectives into a single view, enabling you to view, search, and manage all of your content from one location. From the My Items page you can:


	Add ePortfolio content by clicking the New or Upload buttons

	Bulk add items to a presentation or collection or bulk associate items with learning objectives from the More Actions button

	Perform common actions on your ePortfolio items, such as view, preview (image and HTML file artifacts only), edit, copy (presentations only), delete, and share



Your ePortfolio items display in a list that you can sort by name or date modified, ascending or descending. Filters at the top of the list enable you to search and manage specific sets of content; you can filter by item type or sharing status.

[bookmark: activity_icons]Activity icons

Once you share items with others and they provide comments or rubric assessments, icons that represent this activity appear beside your items in the My Items listing.

[image: Activity icons indicate an item's sharing and feedback count.]

An image artifact from the My Items listing

You can click on these icons to view details about which individuals or groups you are sharing an item with or review comments and rubric assessments made on that item.

Clicking on the sharing group icon or individual icon opens an item's Sharing Settings dialog. From here you can modify who can access your item. Clicking on the feedback icon opens an item's View page where you can review comments and rubric assessments from others.

See also


	Creating artifacts

	Creating reflections

	Creating presentations

	Creating collections
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Using the Dashboard and other settings

The Dashboard is the central area for managing your ePortfolio preferences, updates, and searching for items. You can quickly review changes to portfolio items you've recently worked on and view ePortfolio items from your peers. You can also quickly add new items to your ePortfolio from the Dashboard.

The Dashboard is the main landing page for ePortfolio. To return to your Dashboard from another ePortfolio page, click ePortfolio from the tool navigation.

Table of contents


	Using the newsfeed

	Changing your settings

	Changing your profile

	Checking your invites

	Subscribing to an RSS feed



[bookmark: using_newsfeed]Using the newsfeed

The newsfeed consolidates recent activity on your items and items shared with you, providing a quick way to return to active projects. Your items appear in this area if they have been recently edited, commented on, or assessed. If you contribute a comment, an edit, or an assessment to another user's item, that item is also tracked in the newsfeed and you can see contributions others are making.

Filters at the top of the newsfeed enable you to search and view specific sets of content; you can filter recent activity by ownership (yours versus others' items), people and items you've subscribed to, and items from contacts in the Pager tool.

[bookmark: changing_your_settings]Changing your settings

The Settings area of the Dashboard allows you change display options and preferences for your ePortfolio. Click the Settings link on the Dashboard, My Items, Explore or Sharing Groups page to access these preferences.

Available settings



	Setting
	Description



	Display Options



	Default List Size
	Select the number of items to display in your Newsfeed, My Items, and Explore lists.



	Number of Activities on Newsfeed Items
	Select the maximum number of events you want displayed in each Newsfeed item.



	My Modifications
	Choose whether to include activity you make on your own items to your Newsfeed.



	Number of Unread Invites on Dashboard
	Select how many unread invites appear on your Dashboard.



	Date Range
	Select how many days of past activity you want to show in your Newsfeed.



	Item Defaults



	Item Feedback
	
Choose whether you want to allow comments or assessments by default when creating new items.

Note These settings enable commenting and assessments; you still need to set permissions around who can add comments or assessments.





	Sharing Settings



	Invite Delivery Method
	
Select Email Invitation if you want to receive an email when others invite you to view items from their ePortfolio.

Note  A copy of the invite is always added to your Invites page.





	Default Sharing Group
	Select a default sharing group to apply to all new items in your portfolio that meet your filter criteria. Use this option if you consistently share new items with the same group of users.




[bookmark: changing_your_profile]Changing your profile

Update your profile information to include personal information about yourself that you feel comfortable sharing with others. Your profile information is the same as your profile in Learning Environment. Any changes reflect in both places.

You can add your profile information to presentations.

[bookmark: checking_your_invites]Checking your invites

The Unread Invites widget displays your recent invites, including the author of the invite, the message content, and the associated portfolio item.

See Viewing items shared with you for more information about Invites.

Check your invites


	View the Unread Invites area of your Dashboard for recent invites or click View all invites for past invites.

	Click the subject of the invite. Open the ePortfolio item associated with the invite by clicking its name.



[bookmark: subscribing_to_an_RSS_feed]Subscribing to an RSS feed

RSS feeds allow you to receive external notifications when changes occur in your portfolio. There are two RSS feeds that you can subscribe to:


	Feedback RSS  Notifies you when edits, comments, or assessments are made to one of your portfolio items (does not include changes that you make yourself).

	Invite RSS  Notifies you when you receive a new invite to view another user's item.



To use the RSS feeds you must subscribe to an external RSS reader. There are many free RSS readers, such as Live Bookmarks and Google Reader, available on the internet.

Subscribe to an RSS feed


	Click [image: ] Feedback RSS on the Dashboard page or [image: ] Invite RSS on the Invites page.

	Follow the appropriate steps for adding the feed to the reader of your choice.




 







Using ePortfolio in a course

Desire2Learn ePortfolio is a user-focused online portfolio tool that empowers users to take an active role in their learning. Users upload, organize, reflect on, revise, and present digital learning artifacts that demonstrate their learning and achievements. This enables users to showcase successes in all areas of their lives, rather than restricting them to work from a particular course, institution, area of study, or period of time. It also encourages open assessment practices by allowing users to reflect on their work, update submissions over time, and seek feedback from peers, mentors and members of the community through both comments and rubric evaluations.

At the same time, ePortfolio can be a great way to organize project work for a course and to encourage self and peer evaluation, and ongoing revision and reflection.

The following user scenarios demonstrate how ePortfolio can support formal instruction.

Scenario: graphic design course

You are teaching a graphics design course that contains users at various skill levels. At the end of the first month of classes you have each user plan a major design project suited to their skill level and interest. You have them fill out a form that collects information on the purpose and scope of the project, as well as what design and development skills they hope to acquire.

You also have them create a collection for the course and share it with their peers. The collection should give course mates permissions to view, see, and add comments. Users should share all of their course work through the collection.  

Each week you have users write a reflection and associate any relevant work. You provide comments on their reflections and encourage users to comment on each others' work.

Mid term you have users create a presentation on one design area they have developed significant knowledge in and share it with others in the course, including permissions to see and add assessments. Each user then evaluates their peers' work.

At the end of the course you have users submit their final project to a dropbox folder and you evaluate the projects through the Grades tool in Learning Environment. You encourage users to import their grades and submitted project into their portfolios as a formal record of their achievements.

Scenario: second grade class

You are a second grade teacher that believes in teaching information technology skills at a young age, and in keeping parents and guardians informed of their children's progress.

You create a portfolio for each child that contains collections and presentations for Reading, Writing, Math, and Art. You include a separate page for each weekly assignment in the presentations. You encourage parents to view the presentations and print copies of the assignments to help their kids at home. You actively review and respond to feedback.

At the end of the week you scan and upload each child's assignments and add them to the appropriate collection and presentation. You evaluate and comment on each artifact. You keep a Virtual Stickers folder with different pictures of mammals, fish, birds, and reptiles. When a child does an exemplary job on an assignment you let them choose an image and upload it to the Stickers page at the end of their presentation.

See also


	About ePortfolio




 







Using learning objectives in ePortfolio

Learning objectives are a type of ePortfolio item that enable you to take ownership of your learning by allowing you to manage and track personal learning goals.

You can:


	Associate learning objectives with artifacts, reflections, collections, and presentations that demonstrate progress toward your learning plan. If you submit a learning objective to a dropbox folder, its associated items go with it.

	Share learning objectives with rubrics attached to them to generate feedback and informal assessment from other ePortfolio users. (Items associated with a learning objective are not availe to others unless you specifically share them.)

	Display learning objectives in presentations and add them to collections.

	Submit a learning objective to a dropbox folder for formal assessment. Associated items serve as evidence toward meeting the learning objective.

	Use learning objectives as an organizational tool by categorizing your ePortfolio items by learning experience.

	Delete learning objectives that are no longer relevant to your learning path.



Import learning objectives into your ePortfolio

If you are in an independent studies or co-op program, you might have the ability to directly import learning objectives into your ePortfolio.


	Click [image: ] Learning Objective from the Upload button.

	Click on the course you want to import learning objectives from.

	Select the check boxes beside the learning objectives you want to add.

	Click Import.



Associate items with learning objectives

Do one of the following:


	Click [image: ] Associate Learning Objective from the context menu of an artifact, reflection, collection, or presentation.

	On the Edit page for an item, click Associate Learning Objectives.

	On the My Items page, select the items you want to associate with a learning objective, then click [image: ] Associate Learning Objective from the More Actions button.



See also


	Administering learning objectives for ePortfolio
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