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My Portal

Description

The My Portal tool is used to customize and arrange how you wish your Epsilen ePortfolio to

display selected gadgets and features on your My Portal page. Note: Default gadget S may not

be removed.
Purpose

By customizing the display of selected gadgets and features on your My Portal page, you can
streamline your access to each. You can always rearrange your My Portal page should you
require other gadgets or features to be dis played.

ePSILEN — e

Wwelcome:
— 2
@ My ePortfolio * | My Network Channels
£ croups 4 Added me to i S ePortfalio
Hetworks Teaching int. Career int. Exarmples
m Calendar
The fallowing are the last 15 visitors to your Epsilen Corner.

@ Courses v
% Learning Matrix 3

4 4
2 Epsilen Mail v
U7 Files / Falders
:}, My Metwaorks v

N

59 Share It +

Things I Need To Know = Epsilen News = Announcements =
LLTake Motes + You have 2 unread messages( Currently there is no data for this gadget. | Currently there is no data for this gadget,
= Epsilen, 0 Quick Notes, 1 Course,
&% Search Epsilen Group, 0 Systern, 0 Institution)

o * vour Epsilen ePortfolio Web site has
(D) Tims Tracker had 1 visitors over the last thirty
. days.
@ rubrics + You have accumulated 50 Epsilen
& Points . Learn how to
Wisitars and .

» vou have been added to 0 Networks.,
@ Help Fag new since your last login, What docs
= o , this mean?
&7 Change Passwaor:
= e - that match my
)’: Show/Hide Tools research interests,

£y Invite New Members
("ﬂ Epsilen Points
}1 Ways to Earmn

™ Disable Menu Tips

€3 @ Log Out of Epsilen

Figure 1

Definitions
Search for allows you to find  Epsilen members, Courses, Groups and other areas of interest.

My Network Channels allows you to view other Epsilen members who have visited your
MyCorner page, added you to their Networks , Share the same Interests or have been added to
the Epsilen ePortfolio Examples list.

Page 6 of 195 Version 1.0
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Selected Gadgets allows you to quickly view your unread messages, ePortfolio Web site

visitors, Epsilen Points you have earned, who has added you to their Networks, rec ent Epsilen

News and Announcements from your Institution Administrator, and to easily add other gadgets
of your choice.

Personalize Gadgets allows you to add or remove gadgets from your My Portal page.

Minimize Gadget: Clicking the minus sign  allows you to hide the content of a particular
gadget if you no longer wish to see its content.

Restore Gadget: Clicking the diagonal arrow allows you to show the content of a particular
gadget that has been minimized if you no longer wish to see its content.

Rem ove Gadget: Clicking the X allows you to remove a gadget from your My Portal page.
Default gadgets suchas  Things | Need To Know , Epsilen News  and Announcements
not be removed.

Arrange Gadgets: Clicking a gadget and dragging it to a different locat ion within the
Selected Gadgets section allows you to arrange your gadgets differently on the page.

Search For

may

To conduct a search

1. Enter your search criteria in the Search For field.
2. Select your search type (  People, Courses, Institutions, Groups, Obj ects or
Interests ) from the menu provided (see Figure 2).

education | Courses v Search
PEDE|E | '

Institutions

Groups
Ohjects
Interests
Figure 2
Page 7 of 195 Version 1.0
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3. Click Search
4. A pop -up window will appear with the results of your search (see Figure 3) . To further
refine the results, click Advanced Search

IC:urse Search » Close Window

Enter the course name, number, subject, schoal, or keywords to search for.

Search for: |educati0n |* | Search |

Advanced Search

Course Details Members Registration Start/ End Match
octoral Cohort Seminar Institution: University of Toledo 19 & 01/12/2009

utoledo Scheol: Education 05/15/2009

096160 Department: Higher Education

One credit cohort course

offered at Owens Community

College

Introduction to Education Institution: Bloomfield College 23 S 01/03/2009

bloomfield School: Bloomfield College 05/20/2009

096037 Department: Division of Education

A Delicate Balance Institution: Green Mountain College 24 Invite Only  01/20/2009

greenmtn School: Green Mountain College 05/20/2009

096207 Department: Environmental Liberal Arts

The capstone course of the

Figure 3
Add a Gadge t
To Add a Gadget
1. Clickthe Personalize Gadgets button.
2. Select a category to search for gadgets within that category and click the Search

Category button.

3. Clickthe Addto Home Page button to add a gadget to your My Portal page. You will
remain on the Add Gadgets page where you will see a message stating that the gadget
was successfully added to your My Portal  page.

Figure 4 displays the Add Gadgets screen.

3

Use Add Gadgets to add available gadgets to your Home page. It lists gadgets which are not added to your Home page.

FBack

search For: | Al jl Search Category |

Calendar
Calendar

Add to Home Page

External Links
External Links

Add to Home Fage

Security Alerts
Securty Alerts

Add to Home Page

Figure 4
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Using the HTML Editor

Description

The HTML editor allows you to create a rich -tex t environment. It is used throughout Epsilen for
your convenience in entering text and/or HTML content to achieve your intended results.

Figure 1 displays the HTML editor.

Content: Flease Mote: Epsilen does not allow JavaScript. For security reasons, any content that resembles
JawvaScript will be disabled. @
o =L 3 g = M~ B = L 3 —
SR RT dEREFEBIL|II s @0 0=
= T | i i= || Default Font - Size = é'a'-’/’v B 7 Ughe X' X. 4 pa == =

EIHTML C.Preview

Figure 1

Definitions
Normal View allow s you to type, add content and edit content
HTML View allow s you to type and add HTML markup to the content.

Preview View allows you to see the content as it would appear to your users. In this view,
the content is not editable.

The function of each button in the HTML editor is de scribed in the following table.

Page 9 of 195 Version 1.0
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Button

Function

Il

Print the content in the HTML editor.

B

Preview the content in the HTML editor by opening a popup
window.

Find and replace the specified text.

Spell-check the content.

Cut the specified content.

w| o< < &

Copy content from the HTML editor.

Paste content into the HTML editor.

Paste plain text into the HTML editor.

Paste text from Microsoft Word into the HTML editor.

G| & fe| £F

Paste as HTML content.

Clean up HTML (remove tags, etc.).

Remove formatting.

Undo last action.

285 Q] «

Redo last (undone) action.

!

Insert a hyperlink.

i
FRbS,

Remove hyperlink functionality from selected text.

L

Insert a file.

</

Insert an image.

=

Embed a YouTube video.

Insert an emoticon (smiley).

Insert a special character.

Insert a horizontal line.

Insert numbered list.

Insert bulleted list.

¥

Indent text.

Outdent text.

Manual 2.0

Page 10 of 195 Version 1.0
Published 4/07/09




ePSIL N Epsilen 2.0

Arial Select desired font.
YVerdana
Comic Sans MS

Courier

Georgia

Impact

Lucida Console
Tahoma

Times Mew Foman

ARV, 2 XKE Y+

Mot Set Select desired text size.

1 (3pt)
2 {10pt

3 ¢12ph
4 1apt

5 (1apt

6 24pt)

7 i 36pt)

A Change color of selected text.
a7 Highlight selected text.
B Boldface selected text.
I Italicize selected text.
u Underline selected text.
abe Strikethrough text.
x* Superscript text.
X, Subscript text.
an Convert text to upper case.
Ah Convert text to lower case.
= Left-justify text.
= Center text.
= Right-justify text.
Page 11 of 195 Version 1.0
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My eP ortfolio

The tools available under  the My ePortfolio button allow you to customize the information that
is visible or accessible on your public ePortfolio page. Clicking the My ePortfo lio button opens
the submenu which includes these options.

Page 12 of 195 Version 1.0
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Contact Information

Description

Contact Information is the online form where you will enter your name, email address, city and
state where you live, etc. All information except your name can be restricted by you as to who
may view it on your Public ePortfolio, so you have the ability to select what information you

wish to display and to whom. You also have the option to enter demographic information whic
may be used to provide better or more services to our users.

Purpose

The purpose of displaying your Contact Information is to allow visitors to your Public ePortfolio
to reach out to you for professional, collaborative or social interaction.

I (7 ePortfolio Meter: 55%

Edit your contact information here. Your first and last names and your primary email address are required. You may select
which Access Keys can view most of the information you provide here.

First Name: |J0hn Last Name: |Smith

Middle Initial: IE Suffix: IJr.

Primary Title: |Co|lege Student Secondary Title: |
Primary Email: Ijesmith@epsilen.edu Secondary Email: Ijohn.e.smith@mail.com
Viewable By Public Viewable By Public
¥ Public
™ Employer
[~ Faculty
7 advisor
™ Epsilen
[ Institution
[ BehMeem Peeps
Home Phone: |555_555_1234 Cell Phone: I
Viewable By Public Viewable By Mo Selection
Office Phone: I Fax Number: I
Viewable By Mo Selection Viewable By Mo Selection

This information is not required and will not be used to personally identify you. This information is primarily used ta
calculate the demographics of our users so that we can better serve our users.

City: |New York Wehb Address: I

Country: |United States of America |
State: |New York j Zip Code: I
County: INEW York j Contact Phone: I555_555_1234
Gender: [Male | Date of Birth: |3 +| |14 =[|1978 =]
| Update ” Reset |
Figure 1
Page 13 of 195 Version 1.0
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Definitions

Edit: Clicking the Edit link allows you to assign Access Key permissions for that item of your
contact information.

Update : Clicking the Update button allows you to save changes to your personal information.

Reset : Clicking the Reset butt on will return your personal information to the values previously
saved, removing any changes you may have made without saving.

Page 14 of 195 Version 1.0
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Updating Contact Information

To update your Contact Information

1. Complete the fields/choices as described in the following tabl e:
Field Function
First Name Your first name.
Last Name Your last name.
Middle Initial Your middle initial.
Suffix If your full name includes a suffix (e.g., Sr., Jr., lll), you may include it

here.

Primary Title Your Primary Title will be listed be neath your name on your Public ePortfolio

and in other places throughout Epsilen (e.g., Associate Faculty, Professor,
Student, etc.)

Secondary Title

Your Secondary Title will be listed beneath your name and Primary Title on
your Public ePortfolio and ino  ther places throughout Epsilen. Ex: Professor
of Informatics

Primary Email

Your Primary Email is the principal address where your email is directed.

Secondary Email

Your Secondary Email is an alternate address where your email may be
directed.

Home Pho ne

Your home phone number.

Cell Phone Your cell phone number.

Office Phone Your office phone number.

Fax Number Your fax number.

City The city in which you live.

Web Address The URL of your personal Web site.
Country The country in which you live.

State The state in which you live.

Zip Code The zip code for where you live.
County The county in which you live.

Contact Phone

Your Contact Phone is the principal phone number where you can be
reached.

Gender

Indicate your gender, male or female.

Date of Birth

The date you were born.

2. Click the edit
Key permissions.
3.  When you have finished filling out the information, click the

ink for each field in the ACont act

Update button.

nf or mat

Manual 2.0
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Welcome Notes

Description

Use the Welcome Notes tool to share one or more Welcome Notes with visitors to your Epsilen
ePortfolio. Your Welcome Notes can present as much or as little information about you that you
desire, and you can create and display announcements or messages on yo ur ePortfolio site
through Welcome Notes. U  se the text editor or author HTML on your own to customize the
format of your Welcome Notes. Access Keys permit you to change how you present yourself to
different audiences.

Purpose

The Welcome Notes toolis  used to provide information about yourself to learn more about you
and possibly network with you. Access Keys can be used to allow visibility of particular

Welcome Notes to designated visitors. For example, you may wish to add information about
your educ ation or background to prospective employers you have granted access to a particular
Welcome Note entry. Another Welcome Note entry may be for display to the public and may
contain less personal information.

I (7} ePortfolio Meter: £5%

Use wWelcome Motes to add custom cantent to your ePortfolio Web site Home page. Welcome Motes can consist of any
content you like and appear in the middle section of your Home page. You can change the order in which each note is
displayed and define who can see each note. Welcome Motes commonly consist of information about you, your interests,
and messages to your visitars.

Manage Access Keys Add Mew Welcome Mote Miew Changes

=
[~ About Me My name is John Smith, and [ am a College Public o | [
Student at Epsilen University.
[~ My Personal Interests 1 enjoy cooking, photography and doing fun Public Rl
activities with my kids,
Figure 1
Definitions
Manage Access Keys opens the fiManage Access Kelpwsyoptmpuckly page wl
assign Access Key permissions for multiple or all of your Welcome Notes
Add New Welcome Note allow s you to add a new Welcome Note to your Public ePortfolio.

View Changes allows you to  view the display of your Welcome Notes for each Access Key.

My Bio: the"yi con indicates the Welcome Note which has been
information which will display to Epsilen users when your name appears in search results, etc.

Edit: Clicking the = button allows you to edit a Welcome Note and change assigned Access
Key permissions.

Delete:  Clicking the 5] button allows you to delete a Welcome Note.

Page 16 of 195
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Adding a Welcome Note

To Add a Welcome Note

1. Clickthe Add New Welcome Note button
2. Compl ete the fields/choices as described in the following table:

Field Function
Title Enter the title to your new Welcome Note (required).
Show Title Check whether you wish to display the title to your Welcome Note.
About Me/Bio Add information about yourse If by completing the About Me/Bio section,
which will display to Epsilen users when your name appears in search
results, etc.
Content See AUsing the HTML Editoro.
Viewable By Select Access Keys to grant permission to visitors to your Epsilen ePortfolio
site.
3.  When you have finished filling out the information, click the Save button. You will be
returned to the  Welcome Notes page where you will see a new entry for your Welcome
Note.

Figure 2 displays the Add Welcome Note screen.

I o ePortfolio Meter: 559

Title: | *
Show Title: ¥
About Me/Bio: [T Set this Wwelcome Note as My Bio @

Content: ... nate: Epsilen does not allaw JavaScript. For security reasons, any content that resembles JavaSeript will be

disabled, (@)
S 8V - @& D [ B voutube 2
Fant Verdana - | Sies -4~ ®-i B £ U abe X, [i 1= ==

=l Design ] HTML

®

Please select which Access Keys are allowed to see this information. By selecting Access Keys, you decide who can and
cannot see this information. If you do not select any Access Keys, this information will be "Private" and not displayed to
anyone.

M selectall 7 Faculty I Institution
W Public ™ advisor

™ Employer [ Epsilen

Save Cancel

Figure 2
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Editinga W elcome Note

To Edit a Welcome Note

1. Clickthe = button for a Welcome Note
2. Complete the fields/choices as described in the following table:

Field Function
Title Edit the title to an existing Welcome Note.
Show Title Check whether you wish to display the title to your Welcome Note.
About Me/Bio Edit information about yourself by completing the About Me/Bio section,
which will display to Epsilen users when your name appears in search
results, etc.
Content See AUsing the HTML Editoro.
Viewable By Edit Ac cess Keys to grant permission to visitors to your Epsilen ePortfolio
site.
3. When you have finished filling out the information, click the Save button. You will be

returned to the  Welcome Notes page where you will see a modified entry for your
Welcome Not e.

Figure 4 displays the Edit Welcome Note screen.

I (7} ePortfolio Meter: a9

Title: |Abuut Me
Show Title: [#

About Me/Bio: ¥ Set this Welcome Note as My Bio ()

Content: pjeace note: Epsilen does not allow JavaScript, For security reasons, any content that resembles JavaScript will be
disabled.
S0 6y B0 & D Evoumbe 20 =
Farnt |Verdana - Size | A- - B L U abe X | I= = E = =

[=] Desion = HTML

My name is Jahn Smith, and T am a Callege Student at Epsilen University,

@

Please select which Access Keys are allowed to see this information, By selecting Access Keys, you decide who can and
cannot see this information. If you do not select any Access Keys, this information will be "Private” and not displayed to
anyane.

M Select &l [T Faculty [~ Institution
W Public I~ advisor

™ Employer I Epsilen

Save Cancel

Figure 4
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Managing Access Keys

To assign Access Keys for multiple Welcome Notes

Check the box next to one or more Welcome Notes.

Click the Manage Access Keys button t o open the fAManageopuppagee ss Key:
Check the Access Keys to assign for the selected Welcome Notes

Click the Assign button. You will be returned to the Welcome Notes page where you

will see modified entries for your welcome notes.

rowbdPE

To remove Access Keys for multiple Welcome Notes

Check the box next to one or more Welcome Notes.

Click the Manage Access Keys button to open the fAManage Access
Check the Access Keys to remove for the selected Welcome Notes.

Click the Remove button. You will be returned to the Welcome Notes page where you

will see modified entr ies for your welcome notes

rowbdPE

Figure 5 displays the Manage Access Keys screen.

Please select which access keys are allowed to see the chosen items. By selecting
Access Keys, you decide who can and cannot see these items. If you do not select
any Access Keys, the items will be taken "Private” and not displayed to anyone.

[T select all [T Faculty [T Institution
™ Public [ advisor

[~ Employer = Epsilen

| Assign ” Remove |

Figure 5
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Viewing Changes

To View Changes

1. Clickthe View Changes  button
2. Select an Access Key fromth e list of your Access Keys. You will see the list of Welcome
Notes which have been assigned permission for that Access Key.

Figure 6 displays the View Changes screen.

I (7} ePortfolio Meter: 65%

Please Select an Access Key to Views: IF‘Uth =

Title: about Me

Content: My name is John Smith, and I am a College Student at Epsilen University.

Title: My Personal Interests

Content: I enjoy cooking, photography and doing fun activities with my kids,

Backto¥elcome Motes

Figure 6
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Pictures / Videos

Description

Pictures / Vid eos provides the management tools for you to upload, edit, delete, and rank
pictures and/or Avatar images and videos to be displayed on your Public ePortfolio. Use Access
Keys to limit viewing.

Purpose

The purpose of Pictures / Videos is to allow you to customize and personalize your Public
ePortfolio by adding pictures and videos you would like to store and/or share with selected
visitors.

I (7} ePortfolio Meter: 55%

Use the following tools to add and manage your pictures and videos that will be displayed on your ePortfolio Web site
Home page. (3

Use this tool to upload your pictures or to select an avatar image from the Epsilen Avatar Library,

Use the “Upload Mew Picture” button to upload a new picture, or use the "Select Avatar” button to select an
avatar image from the Epsilen Avatar Library.

Check the box next to the word *Default” to set a picture as your default picture,

Don't have a picture? or

Public -

»
}1.\ "

] ¥ Default v ™ Default i ™ Default
| Upload New Picture ” Select Avatar |
Figure 1
I (7} ePortfolio Meter: 55%

Use the following tools to add and manage your pictures and videos that will be displayed on your ePortfolio Web site
Home page. (@)

Use the "Add New Video Link™ button to link to video clips you have made. You may use free services, such as
or , ko host your clips. You may also use these services to link to clips created by others that relate to
your views, perspectives, or academic and professional interests. (2

Manage Access Keys Add Mew Video Link

=
- Public EIE]
This video will help you understand all of the features included in Epsilen 2.0,
Public, Institutian & (@
Watch this video to learn all about the human body!

Figure 2
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Definitions

Picture Manager allow s you to upload, edit and delete pictures and/ or Avatar images to be
displayed on your Public ePortfolio.

Default allows you to set one Picture/Avatar as the default picture to be displayed on your
Public ePortfolio and throughout Epsilen.

Upload New Picture allows you to upload a new picture from y our computer to your Epsilen
Picture Manager and assign permissions.

Select Avatar allows you to select an image from the Avatar Library to include in your Picture
Manager and use to represent yourself.

Video Link Manager allow s you to add, edit, delete and rank links to your favorite videos.

Manage AccessK eys opens the fiManage Access Kelpwsyopmpuickly page wi
assign Access Key permissions for any or all of your Video Links.

Edit: Clicking the =/ button allows you to edit a Picture or Video Link as well as the Access Key
permissions assigned.

Delete:  Clicking the > button allows you to delete a Picture or Video Link.

Ranking Video Links: iADr sagd-Dr opo Video Links to change the orde
on your Public ePortfolio.
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Uploading a New Picture
To Upload a New Picture

1. Clickthe Upload New Picture link/button

2. Complete the fields/choices as described in the following table:
Field Function
Picture Usethe Br o ws ebéitton to select a picture from your computero

disk.

Reflection/Caption The reflection/caption will display with your picture on your Public ePortfolio

and describes the picture or conveys your thoughts about the picture.

Viewable By Choose which Access Keys can view this partic ular picture . Choosing
APublico will allow all visitors t pictweo.ur

Picture Uploading Checking the box to confirm your understanding of the picture uploading

Policy policy is required to upload an image/photo/video.

3.  When you have finished filling out the information, click the
returned to the  Picture Manager page where you will see
picture.

Figure 3 displays the Upload Picture screen.

Picture:
Reflection/Caption: =]
@

Upload button. You will be
a new entry for your new

ki

Browse... |*

Please select which Access Keys are allowed to see this information. By selecting Access Keys,
you decide who can and cannot see this information. If you do not select any Access Keys, this

information will be "Private” and not displaved to anyone,
[Mselectall I Faculty T Institution
™ Public [ advisar

[ Employer [~ Epsilen

[ By checking this box, I certify that this image/photo is nat pornographic, does not violate any
local, state, or federal laws, and that [ have the right to distribute it. I understand that this

image/photo can be removed without notice to me if it violates the Epsilen

Figure 3
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Selecti ng an Avatar

To Select an Avatar
1. Click the Select Avatar button

2. Click the Avatar that you would like to add to your Picture Manager. You will be
returned to the  Picture Manager page where you will see a new entry for your Avatar.

Figure 4 displays th e Select Avatar screen.

» Close Window

Move your mouse over a thumbnail image to preview.Click thumbnail image to select as your
choice.

B0 - IOIGE ™ (KA

y | of?

Figure 4
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Editing a Picture

To Edit a Picture

1. Clickthe = ! buttonfor a picture
2. Complete the fields/choices as described in the following table:

Field Function
Reflection/Caption The reflectio n/caption will display with your picture on your Public ePortfolio
and describes the picture or conveys your thoughts about the picture.
Viewable By Choose which Access Keys can view this particular picture . Choosing
APubl i co wi lisitors#&ly | oarePoefblib Web s ite to see this picture .
3. When you have finished filling out the information, click the Save button. You will be
returned to the  Picture Manager page where you will see a modified entry for your
picture.

Figure 5 displays the Edit P icture screen.

Figure 5
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