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Introduction
This guide is relevant to all ePortfolio users including teaching staff and students.
In addition to this guide a separate document has been developed containing procedures
completed by teaching staff, called ePortfolio User Guide for Teaching Staff.
Privacy and Sharing

Important Information about Privacy and Sharing

By default everything in your ePortfolio is private to you, except your personal Profile which is
visible to all ANU staff and students.

You can choose to share your ePortfolio pages and collections (groups of pages) with individuals or
groups within ANU. In doing so you must comply with the relevant ANU policies. Refer to the ANU
Academic honesty & plagiarism! web page for details.

The image below shows an example of the ‘Share with’ options available to you when sharing
pages or collections. ‘Registered users’ and ‘ANU’ includes all ANU staff and students. Ensure you
do not inadvertently select these when editing your sharing settings.

Share with v

Share with
Search for
Friends
Groups
Generalé !
Reqgistered users
Friends
Institutions
ANU

Groups
Law ePortfolio Developments

For more information on sharing, refer to the guide ePortfolio — Submit for Feedback or
Assessment and ePortfolio — Compile Your Portfolio

L http://www.anu.edu.au/students/program-administration/assessments-exams/academic-honesty-plagiarism
Page 4
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This section outlines some key features of ePortfolio. It does not cover all of the functionality in detail, instead we have highlighted some of the
important things you need to know when you first start using it.

Australian ePortfolio
National
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& Sharon Elliott 9§ Settings =0 & Return to Wattle

Dashboard 0 Portfolio

Welcome to your ePortfolio Sharon Elliott

My groups:
ePortfolio is a space for you to collect, showcase and reflect on your learning, including groupwork, multimedia, assignments and

. . Law ePortfolio Developments
journaling. P

(Administrator’
00 ;
o G ... Links and resources
Draft ePortfolio User Manual
Create Share Engage © ‘ n
Create your electronic portfolio in a Share your achievements and Engage with other people in
flexible personal learning development in a space you discussion forums and
environment control collaborate with them in groups
Develop your portfolio © Control your privacy © Find people and join groups ©
X Hide information box
Dashboard

The Dashboard is your ePortfolio home page. Key features:

+ Create- links to the Portfolio section where you create pages on which to present content, e.g. text, files, video, links.

* Share — enables you to share specific portfolio pages or collections with others at ANU.

* Engage — use to find and connect with other ANU members or groups. If groups are required for your course or program, these
will be set up by the ePortfolio Administrator.

As you begin creating your ePortfolio, a summary of recent changes and updates will display in the bottom section of the Dashboard.
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Latest Changes | can View Block

Below the Create, Share & Engage blocks you will see some other default blocks on your dashboard page. This includes Latest changes | can view. In some cases,
students in other ANU Colleges may have shared their portfolio pages or collections with the entire University. If so, you will see links to their portfolio pages in
Latest changes | can view. You can remove this block from your dashboard page if desired (see steps below). Remember to only share your portfolio with
individual named users, not the ‘ANU’ or ‘Registered Users’ groups.

# Edit dashboard

My portfolios

GDLP (5 pages)

1 result

Latest changes | can view

Rapid evidence/Reflections

Removing the Latest Changes | can view block:

1. Click Edit dashboard.

2. Click the rubbish bin icon to the far right of the block header Latest changes | can view

3. Click Ok. You can add the block again at a later time if required.

Page 6
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Broadly, ePortfolio is divided into two main sections: ‘Content’ is where you store files and other content that you create, and ‘Portfolio’ is where

you assemble and present the content in the form of pages or collections of pages (like an ebook). Navigate using the section headings/tabs.

Australian
National
University

ePortfolio

Dashboard Content | Portfolio ’

Dashboard Content Portfolio Groups

MGIIEN Profile pictures Files Journals Résumé Plans Notes

Content

Content is the space in your ePortfolio where you can add or
create different types of content, which you can then
present to others via your Portfolio pages.

Key features:

« Profile - your profile is private to you, except for your
name and profile photo, which can not be hidden on your
Profile page. It is derived from your ANU profile and can
also be updated to include additional information such as
social media links.

* Files — use to store files you upload e.g. MS Office, video,
audio, images.

* Journals — use for activities requiring journal entries, for
example, a work placement.

TEQSA Provider ID: PRV12002 (Australian University) | CRICOS Provider: 00120C
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& Sharon Elliott ©f Settings = 0 ® Return to Wattle

Dashboard Content Portfolio Groups

Pages Collections Shared by me Shared with me Skins Export Import

Portfolio

Your portfolio consists of content which you assemble onto pages to
present either for your own purposes or to share with others. A
series of related pages can be grouped into ‘collections’.

Key features:

« Pages - lists your pages, including Dashboard and Profile Page.

¢ Collections — lists your collections.

* Shared by me — lists pages or collections you have shared with
selected users or groups.

* Shared with me — lists pages or collections that other users have
shared with you, or a group you are a member of.

Page 7
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ePortfolio Activities

Here’s a visual overview of types of activities you might complete in ePortfolio:

ePortfolio

o I

Collect Create

upload files, export directly in your portfolio:
assighments and postings keep a journal, author
from Wattle, across the articles, design pages
whole journey of your

studies.

Curate Consider

select, tag, reflect on your learning:

describe and what happened?

organise your how did you feel2

work how did others react?2
what to keep/change?

[ ] o o o

Lo X

S

Craft Control Collaborate
Design pages to access to your find friends and
display your ideas pages; show groups, share
and lecturers, friends, comments, co-
acheivements potential employers author
Carry Gj
export your

portfolio to take it
with you when you
graduate

“

powered by

& - Piktochort

B=s@@ moke information beautiful
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Getting Started

Before you start adding content and creating pages in your ePortfolio, think about how you want
to structure it. The following questions may help you with this process. You might not immediately
have all of the answers but these are some of the things you’ll need to consider in consultation
with your course convenor:

e What will I put in my ePortfolio? This depends on how it is being used in your course or
program, but as you control your portfolio you can use any of the functionality you like to
support your learning. For example, you might like to add copies of assessment tasks and
feedback in your ePortfolio to allow you to compare your work and see how it has
improved over time. You could also use the ePortfolio journal to keep a learning journal
over the course of an internship or work placement.

Important Note About Access to your Course Sites

You will have access to ePortfolio for the duration of your studies, however, your course sites
are only available for 6 months after the session/semester ends. Ensure you save a copy of
relevant materials or assessment items in your ePortfolio whilst you have access to the course.

e How do I structure it? How will you use your ePortfolio pages and collections (groups of
pages) to present content — either for your own use or to share with others? Examples
include creating pages based on course learning outcomes, competencies or topic themes
such as communication, ethics, problem solving and so on. Your course convenor may
provide some suggestions, but ultimately it is up to you!

e How will | organise and search content? The ePortfolio ‘Tags’ function works in a similar
way to hashtags on Twitter and Instagram, in that ePortfolio tags allow you to easily search
and locate files, journal articles or pages based on tags you create and assign. Think about
the types of tags you might like to set up and get into the habit of tagging everything you
create/upload. The Files section of ePortfolio allows you to create folders to help organise
your files.

e What learning or assessment activities might require me to share pages or collections
with other students, course convenors or mentors? Will you need to submit your
ePortfolio for assessment via a Wattle assignment dropbox, or by sharing with others to
get feedback? This may impact how you structure your ePortfolio. For more information,
refer to the guide ePortfolio - Submit for Feedback or Assessment.

e What happens when | graduate? At the moment ePortfolio is only available while you are
studying at ANU, but you can export it to take with you when you graduate. The ePortfolio
application we use at ANU is Mahara, which is free and open source, so you can create
your own ePortfolio and import your ANU one.

Page 9
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Step-by-Step:

You can access ePortfolio via Wattle or directly via a URL, as shown in the following steps.

Access ePortfolio via Wattle

To access your ePortfolio via Wattle, click the My EPORTFOLIO
ePortfolio link in the EPORTFOLIO block in your é My ePortioli
Wattle course site. Note: The link is not available

on your Wattle home page.

Tip: ePortfolio opens in the current tab. To open
in a new tab, right-click the My ePortfolio link and

select Open Link in New Tab.

2. | You will be automatically logged into ePortfolio
. . Search
when you access it from your Wattle course site.

& Sharon Ellictt 2§ Settings 0 @ Retumn to Wattle

You can go back to the Wattle course by clicking
Return to Wattle at the top right of the screen.

Access ePortfolio via URL

1 To access your ePortfolio when you are not logged https://eportfolio.anu.edu.au/
into Wattle, copy and paste the URL in the next
column into your browser.
2. | If you are not already logged into Wattle, you will | Welcome to your ePortfolio
need to log in to ePortfolio. Complete the e .
Username (u number) and Password fields in the o & i
Login section, then click Login.  Create |, Share | Fnoage

Page 10
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3.

To log out of ePortfolio, click Logout at the top
right of the screen.

Important — Editing your Profile

If you access your ePortfolio via URL, do NOT
make any changes to your profile, as these will be
overwritten the next time you access ePortfolio
via Wattle. Only edit your profile if you have
accessed ePortfolio via Wattle.

=& Sharon Elliott

£ Settings

=0

= | ogout

TEQSA Provider ID: PRV12002 (Australian University) | CRICOS Provider: 00120C
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Overview

This section focuses on the Portfolio section of ePortfolio:

Dashboard Content Portfolio Groups

Collections Shared by me Shared with me Skins Export Import

The ePortfolio application has two primary purposes; one is to store or create content (such as
files or journal entries) and the second is to create your ePortfolio by assembing content onto
ePortfolio pages. Once created, you can share your pages with others if required.

Note: If you have not already read the section ePortfolio — Structure and Navigation, it is
recommended that you read this first in order to learn how to access ePortfolio, navigate the basic
structure and identify some things you need to consider before getting started.

Structure of your ePortfolio

Your ePortfolio consists of pages. Related pages can be grouped into collections if required,
however, a page can only be part of one collection at a time. You can copy a page if you would like
it to be included in more than one collection.

Below is an example of a newly created page that is ready for editing, which has been named
‘Internship’. Key features are described below.

Ol Collections Shared by me  Shared with me  Sking  Export  Impor

Internship | Edit content @

page & Share page Fa i ." ﬂﬁ
This area shows a preview of what your page looks like, Changes are saved automatically.
Drag blocks onto the page to add them. You can then also drag them around the page to change their position.

A Tedd

- S M| F | %

w 4 Joumals

« i General

v & Pessonal ink Edit Edit Choose Edit title
v O Extemal content layout skin & description

Page Blocks Menu

Page 12
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e Page blocks menu — this menu lists the types of blocks that you can drag and drop onto the
page. Different blocks are used for different types of content, from text to journal entries,
to media files.
e Edit content — click to add or edit content on the page.
e Edit layout — click to change the layout of the columns and rows on the page. You can also
create a custom layout.
e Choose skin — click to change the look and feel of the page including fonts and colours.
o Edit title and description — click to edit the page title, tags or description.

Sharing or Submitting your ePortfolio for Assessment or Feedback

For instructions on how to share your ePortfolio, refer to the section ePortfolio - Submit for
Feedback or Assessment.

Step-by-Step:

Create a Page

Pages are the key elements of your ePortfolio. Content is added to pages via ‘blocks’. Related pages
can be grouped into collections if required.

1. | Access ePortfolio and follow the menu path ostboard_ Corent [RRRY o
POftf0|i0>Pages Collections Shared by me Shared with me Skins Export Import
Pages @
Search: (Title, description, tags) Sort by: EEE || () e
Title, description, tags - -
2. | When you first log into ePortfolio, you will see Results
. Dashboard page
tWO pages by defaUIt' These are' Yourdashboa?d fage\swhalyou see on the homepage when you first log in. Only you have access to it
e Dashboard page — this is the ePortfolio Profio pago
Your DFOWE page is what others see when lhEy click on your name or pV'DﬂlE DIE‘UFE
home page which is visible to all users by ’
default.
e Profile page — your profile page is also
visible to all users via a search and cannot
be hidden. Information on this page
defaults from your ANU user profile.
Click Create page to create a new page. o Create page

Page 13
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3. | Complete the following fields: No title | Edit title and description @

Dispiay page & Share page S M & =
e Page title: (mandatory): enter a name for e e i

your page. This can be edited later if Page e e

required.

Page description

e Page description: (optional): add a N R
description of the page if you wish.
e Tags: this field is not mandatory but it is
strongly recommended that you add tags
to enable you to easily locate this page in a
search, and to connect it with related ’ ol
pages. Tos Tpe na searchtom a o

How do you want people who ook at your page fo see your name?

4. | Click Save. The message Page saved successfully
displays.

Page saved successfully

Add Content to a Page

Content is added to a page using a block. Available blocks display in a menu on the left hand side,
e.g. Text, Image, Media etc. A down arrow to the left of blocks indicates there are sub-blocks
below, e.g. Media.

1. | To add content to a page, you need to firstly Intemship | Edit content ©
select the relevant block. Blocks display in a menu | '
on the left hand side of the page.

# Editcontent | [T) Edt layout | o Choose skin | @ Editttle and description

This area shows a preview of what your page looks like. Changes are saved automatically.
Drag blocks onto the page to add them. You can then also drag them around the page to change their position

Page 14
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2. | Click on the block in the menu. A new window X
Add block: File(s) to download (Select files for people to download (see Content
displays with the default position of the block on = Files))
the screen highlighted. Choose an alternate
position, if required.
Position Top of cell -
In this example, a File(s) to download block is
. o Add | C |
being added. The basic steps are the same for all
types of blocks.
3. | Click Add. Add
4. | The new block displays as  pop out tab on the
screen, with the title <Block name>: Configure. Block tille File(s) to download
The fields on this tab will vary depending on the Fies
type of block you have added. Retractable o .
Select to allow this block to be retracted when the header is clicked.
’7 Save  Remove
5. | Edit the block fields and settings as required. | Fles A
. . Files
Note: In this example, the block added was Files No fles found
to download. When you click on Files, the block - _
i . My files  Group files  Institution files  Site files
expands to display an Upload file area. Any
existing files you have previously added to your Upload fiie
H H H H [T] Agree to this Copyright Notice Automatic resizing of [i]
pOfthIlO dISplay In the bOttom SeCtlon Of the tab before uploading files: Yes: The images larger than 1170x1170
and can be added to this block. You are required file | am attempting to upload is my  p {recommended)
own or | have express permission to File
H H H H reproduce andfor distribute this
to tick a copyright declaration when uploading a oo f e o oo eromsa—] No fies salected.
new file. The file will automatically be saved into breach the Copyright Act 1963 (Meximum upload size 438 4ME)
' (Cth} and 3rd party permission has
the Files section of your portfolio. been obtained where necessary.
Home
NAME DESCRIPTION SIZE
+ incoming Files imported from other &
[ — networked hosts
+ view files Files from copied pages r
=
‘ Assignment 1.docx Tags: assessment, test MK [
&
6. | The Retractable dropdown allows you to specify Retractable No v
whether or not the block can be retracted to
display only the header on the page. Select Yes to
allow this if required. This is useful if you will have
quite a lot of blocks on the page, to limit scrolling.
Page 15
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7. | When you have finished editing the block, click
Save. This button displays at the bottom of the
tab.

8. | The new block displays in the selected position on
the page. The following editing functions apply to
all blocks:

e Click and drag to reposition a block on the
page. The new position is indicated by
yellow highlighting and a dotted border.

e Click o to edit the settings.

e Click o to delete the block.

+File(s) to download = = ®

*+File(s) ﬁ%owmoad

Block Types

Detailed steps are not provided for all blocks as the process to create them is quite similar.
Following is an explanation of what each block can be used for.

Text and Image
A Test

Eal Image

Text Block: Use to enter free text block. You can format text including adding links. This block does
not allow files to be attached — to do this, use the Note block.

Image Block: Use to insert a single image. For multiple images, choose the Image gallery block in

Media.

Page 16
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& File(s)to download
s Folder
[aa] Image gallery

B Embedded media

PDF

¢f> Some HTML

File(s) to download: Use to add one or more files that can be downloaded from the block.
Folder: Use to add an entire folder of files.

Image gallery: Use to add multiple images and/or a folder of images.

Embedded media: Use to embed audio or video files.

PDF: Use to embed a PDF in the page rather than add as a file you must download in order to
view.

</>Some HTML: Use to add HTML to a block, e.g. a forum post you have exported from Wattle.

Journals
+ 4 Journals

# Journal
B ournal entry

(& Recentjournal
entries

W Tagged journal
enfries
Journal: Use to display one of your ePortfolio journals and associated journal entries on the page.
Journal entry: Use to display a specific journal entry.

Recent journal entries: Use to display up to 100 of your most recent journal entries from one or
more journal.

Page 17
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Tagged journal entries: Use to display journal entries from any of your journals with the specified
tags.

General
@ Comments

€ Creative Commons
license

-« Mavigation
& Plans
% Recentforum posts

[# Mote

Comments: Use to change the location of the standard comments block which appears at the
bottom of the page by default.

Creative Commons licence: Use as required to add a licence if you will be sharing your work and
enabling copying.

Navigation: Use to display another collection and its associated pages with links to the pages. You
can link to a collection on an unrelated page.

Plans: Use to display a single plan you created in the ePortfolio Plans section.
Recent forum posts: Use to display posts made from a group you are in.

Note: Use to enter free text and file attachments.

+ & Personal info

+ [ External

Personal Info

This includes options which allow you to add blocks with information from your profile, resume or
your social media links.

External

This includes options which allow you to add links to external media including YouTube or Vimeo
and Google Apps.

Page 18
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Copy a Page

Pages may be copied as required, for example, if you wish to use a page as a ‘template’ for a new
one. If you have submitted a page for assessment via a Wattle assignment dropbox and the
submitted page is locked, you will not be able to edit it. Instead, you can make a copy of the page to

allow further changes to be made.

1. | Access ePortfolio and follow the menu path
Portfolio>Pages.

Pages @

Creale page Copy a page
Search: (7i sort by: & E || Gy ety

i, descripton, tags + Datecreated v

Results

Internship

2. | Click Copy a page.

Note: you can also open the page and select
Copy.

€] Copy a page

3. | Locate the page you wish to copy in the list.

COLLECTION TITLE PAGE NAME OWNER

Internship & Sharon Elliott EEl

4. | Click Copy.

zd

5. | Anew page is created with the confirmation
message Copied X blocks and X artefacts from
<page name>.

The Page title defaults to the name of the original

page followed by <v X> to indicate the version e.g.

Copied 1 blocks and 0 artefacts from Internship

No title | Edit title and description @

Display page & Share page

Fields marked by * are required.

v 2.
age title *
Edit the page title, description and tags as st :
required.
6. | Click Save.
Hints and Tips

e Sharing - any content you place on a page will be visible to others if you share the page

with them.

e Tagged journal entries — this block is a great way to quickly assemble entries with the same
tag onto a single page. You can use the journal for things other than journal entries to take

advantage of this functionality.

Page 19

TEQSA Provider ID: PRV12002 (Australian University) | CRICOS Provider: 00120C




Australian
oSSe National

2y University

Create a Collection

Collections are groups of pages, which can be used to help manage the layout and navigation of
your ePortfolio and to enable you to easily share multiple pages at once.

Note: a page cannot exist in multiple collections.

If you are required to submit a single page for assessment via a Wattle assignment and that page is
currently part of a collection, you must either separate the page from the collection or make a copy
of it. Otherwise, you will only have the option to submit the entire collection in Wattle.

1. | Access ePortfolio and follow the menu path & Collections ©
Portfolio>co"ections_ o New collection EE Copy a collection
2. | Click New collection. 4 New collection
3. | Complete the following fields: . L. .
P 8 % Edit title and description | Edit
e Collection name (mandatory): enter a
name for your collection. This can be ields marked by * are required.
edited later if required.
e Collection description (optional): add a Collection name - ‘ |
description of the collection if you wish.
e Tags: this field is not mandatory but it is Collection description
strongly recommended that you add tags
to enable you to easily locate this
collection in a search and to connect it
with related collections.
e Page navigation bar: defaults to Yes.
Leave as default to include a navigation
bar in the collection.
Tags Type in a search term
SEarcn rorenier (ags 1o 5 Her ems fagged pro eqef‘s.,'a_
Page navigation bar Yes @
4. | Click Next: Edit collection pages. ] ]
Next: Edit collection pages [eEhW=]
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5. | In Add pages to collection, select the checkbox to | & GDLP | Edit collection pages @
Indlcate WhICh pages you Want to add' Drag page names from the 'Add pages to r?ol\ectwon' box or tick the check boxes and click the "
AlternatIVE|y, C||Ck A" tO SE'ECt a” pages. $n’:3:i S?aggesp:;ep:agrisejlgfi{;};Itl:lzoa“re;g:vu;\:monstn re-order pages in the 'Pages already in
. Add pages to collection All | None Pages already in collection
Note: you will only be able to select pages that — -
are not already in a collection.
6. | Click Add pages. The pages display in Pages
] ] = Add pages
already in collection.
7. | When you have finished adding pages to the .
collection, click Done. '
8. | The new collection displays in your list of GDLP
collections with the following editing functions: Pages: Iniemsnip
= & m
e Click *= toadd or remove pages.
. rd . .
e Click to edit the title and
description.
e Click o to delete the collection.
Page 21
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What are Tags?

Tags are used to label and link related artefacts in your ePortfolio. Tags could reflect the type of
artefact, e.g. assignments or research notes, or be used to label items relating to a particular
course topic, competency, graduate attribute, subject area and so on.

Your tags display in the Tags cloud on your Content and Portfolio pages. Tags vary in size based on
use, with the largest indicating the most frequently used tags.

Tags . 4

assignment auso BAP
draﬁ final profie

property law ...

What can you Tag?

e Content/artefacts - files, folders, plans, journal entries, notes.
e Portfolio - pages, collections.

Helpful Hints

It is good practice to get into the habit of tagging artefacts at the time they are created or added
to your portfolio. However, it can also be good to look back over your previous work after a period
of time as you learn new knowledge and skills, adding tags that you hadn’t previously realised
were relevant.

To make best use of tags, don’t duplicate other means of searching that already exist in ePortfolio,
such as the names of your files or folders. For example, consider creating a folder for LAWS8701
and store related content there, rather than making extensive use of ‘LAWS8701’ as a tag.

Tags are case sensitive.
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Step-by-Step

The process to add a tag varies a little depending on the item you are adding it to. For most
artefacts you will be able to add tags at the time of creating them. For a file or folder you will

upload or create it first, then edit it to add the tag.

Create a Tag for a File or Folder

1. | When you have created or uploaded the file or
folder, locate it in the folder structure and click

Home

DESCRIPTION SIZE  DATE

Files Imported from ofher networked hosts 11082016

[ Assipnment 1.doc 1K 111082016 VaE]
4 to edit the settings.
E Research Notes.docx 11K 08/08/2016 , o
2. | Type the name of the tag in the Tags field. Tags Tags A Q

are case sensitive.

If existing tags match some or all of your search

assignment (2)

. ) . . . Comments

term, they will display in a dropdown list. In this audio (1)
example, typing ‘a’ returns a list of all tags araft @)
containing ‘a’. sl ()

INa

Screent
property law (3)
3. | Press Enter after you type the tag name. s
assessments Q,
The new tag displays. Click x to delete the tag at ‘ |
any time if required.
Note: if the tag is in use elsewhere x will delete it
for the selected artefact only. If this is the only
time the tag has been used, x will delete it
completely. Deleting an existing tag from all
related artefacts is covered in a later step. Refer
to Display, Edit or Delete a Tag.
Page 23
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4. | Repeat Steps 2-3 to add more tags, if required. Edit file
When complete, click Save changes.

Name * Research Notes.docx
Description
Tags assessments research GDLP Q
Search for‘enter tags for this item. Ifems tagged profile’ are displ
Comments on ®
cae

5. | Your new tags(s) display in the Tags cloud. Click

& play & Tags 4

the tag to display related artefacts.

Tip: there is a limit on the number of tags that
display in the Tags cloud. You can edit this, up to a
maximum of 1000 tags. Refer to Managing the
Tag Cloud for details.

assessments assionment1 BaP
COMP3100

placement ...

Create a Tag for a Page, Collection, Plan, Note or Journal Entry

To add a tag at the time of creating an artefact,
locate the Tags field which displays below the title
and description fields. This example relates to a
new portfolio page.

Note: along with tags, the artefact title and
description fields are included in the ePortfolio
search function.

Placement Portfolio
Display page & Share page
PEQEM\E‘“ Placement Portfolio

Page URL

placement-portfolio

Page description

~ Paragraph + B J i £ &£ £ =&

Tags [Type in a search term Q

Page 24

TEQSA Provider ID: PRV12002 (Australian University) | CRICOS Provider: 00120C




Australian

@9 National
University

2.

Type the name of the tag in the Tags field. Tags
are case sensitive.

If existing tags match some or all of your search
term, they will display in a dropdown list. In this
example, typing ‘@’ returns a list of all tags
containing ‘a’.

Comments assignment (2)

audio (1)

final (1)

Screenk
property law (3)

Press Enter after you type the tag name.

The new tag displays. Click x to delete the tag at
any time if required.

Note: if the tag is in use elsewhere x will delete it
for the selected artefact only. If this is the only
time the tag has been used, x will delete it
completely. Deleting an existing tag from all
related artefacts is covered in a later step. Refer
to Display, Edit or Delete a Tag.

* assessment Q
Tags

Repeat Steps 2-3 to add more tags, if required.
When complete, click Save.

x placement (3)

% assessment Q
Tags

Search for/enter tags for this item. [tems tagged with profile’ are displayed in your sidebar.

Name display format * Display name (Sharon Elliott) =

How do you want people who look at your page fo see your name?

Save

Your new tags(s) display in the Tags cloud. Click
the tag to display related artefacts.

Tip: there is a limit on the number of tags that
display in the Tags cloud. You can edit this, up to a
maximum of 1000 tags. Refer to Managing the
Tag Cloud for details.

assessments

BAP  COMP3100

placement research

GDLP TechLau
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Display, Edit or Delete a Tag

1. | Click the Tags cloud heading to display a list of all

of your tags. Tags <>
2. | The My tags screen lists all of your tagged My tags
artefacts, with quick links to individual tags at the -

top indicating the number of times each tag has
been used (circled).

Sort tags alphabetically  Sort tags by frequency

~

assignment (2) audio(1) BAP(3) dratt(2) final(1) profie(2)
@

=

property law (3) video (.

3. | Click a tag name to drill down and display the
related artefacts or edit the tag. You can sort this
list by name and date, or filter by artefact type,
e.g. file or page.

assignment @) audio (1) BAP(3) drafi(2) final(1) profile (2)

property law (3) video (1)
Search results for assignment # Editthis tag

YA~ Sort results by: Name | Date

B Assignment 1.docx (File)
16 July 2016, 12:18 AM

Document 1.docx (Imported from Remote host Wattle)

Tags: assignment, draft, profile, property law

B GDLP Journal (Journal entry)
06 August 2016, 1:27 AM

New journal entry

Tags: assignment, BAP, draft, property law
T Al -

All
Files
Images
Text
Pages

Collections

4. | To edit or delete a tag, click Edit this tag.

# Edit this tag
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Click a tag name in the Tags cloud to display the
related artefacts for the selected tag.

5. | Edit the tag Name as required and click Submit. Edit tags
To delete the tag entirely, click Delete. A new Select atag to edit
window displays with the question ‘Do you really | zssionment@ audc (D) 847 (5) aran(2) fnal (1) profie (2) property v
want to delete this tag from all items in your # Edit assignment
portfolio?’. Click OK to confirm deletion or Al items in your portflo tagged “assignment” willbe updated
Cancel.
Name * lassignment
Tip: deleting a tag here will remove it from all
related artefacts. To delete a tag from a specific
artefact only, you need to edit the artefact f Delete assignment
settings. Remove this tag from al items in you
Do you really want to delete this tag from all items in your portfolio?
oK ’ Cancel
6. | The following steps cover how to access and edit
a specific tag via the Tags cloud. Tags >

assignment s BAP
draﬁ final profile

property law ...

Click Edit this tag to make changes.

My tags

4" Edit tags

Sort tags alphabetically ~ Sort tags by frequency

J

property law @) video (1)

assignment@) audio (1) EiAF‘-@) draft@) 1inal(i) prufi\e@)

Search results for property law # Edit this tag

T Al - Sort results by: Name | Date

E Assignment 1.docx (File)
16 July 2016, 12:18 AM

Document 1.docx (Imported from Remote host Wattle)

Tags: assignment, draft, profile, property law
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8. | Edit the tag Name as required and click Submit.
To delete the tag entirely, click Delete. A new
want to delete this tag from all items in your
Tip: deleting a tag here will remove it from all
related artefacts. To delete a tag from a specific

artefact only, you need to edit the artefact
settings.

window displays with the question ‘Do you really

portfolio?’ Click OK to confirm deletion or Cancel.

A A
assessment (1) assessments @) BAP (1) COMP3100 (1

# Edit assessments

I ifems in your portioio fagg

MName *

@ Delete assessments

/_\I
L

Managing the Tag Cloud

1. | The number of tags that display in the tags cloud
can be modified in your account settings.

Click Settings below the Search field at the top
right of your screen.

& Sharon Elliott %8 Settings

0 @ Return to Wattle

2. | Locate the Maximum tags in cloud field and edit

TEQSA Provider ID: PRV12002 (Australian University) | CRICOS Provider: 00120C
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Tagging Artefacts to your Profile

1. | Use the tag ‘profile’ (all lower case) to display a
link to the tagged item in your profile block under
the heading Artefacts. This could be useful to
quickly locate artefacts you are working with
frequently.

Note: if the artefact is a file the link opens the file,
not the file settings in ePortfolio.

Sharon Elliott

My groups

Law ePortfolio Developments

(Administrator)

Artefacts:

Diacument 1. docx

TEQSA Provider ID: PRV12002 (Australian University) | CRICOS Provider: 00120C
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Overview

ePortoflio has a ‘Files’ section which is used to upload files that you would like to attach to your
portfolio pages.

You can add different types of files to your ePortfolio such as completed assignments, work that
provides evidence of learning or attainment of a competency, templates that you have created,
videos of performances and so on. This allows you to easily locate and review work you have
produced over time in your course or program, for example in preparation for a capstone course.
You could also use your portfolio to collect and curate specific documents that you have
developed for use in your professional practice, such as letters, checklist, procedures or forms.

Files are stored in the Content section of ePortfolio:

Dashboard Content Portfolio Groups

Profile  Profile pictureg Journals Résume Plans Notes

You can upload a number of types of files to ePortfolio, including:

e MS Office e.g. Word, Excel

e PDF
e MP4
e MP3

e |mages e.g. jpeg, png
Note: audio or video files must be in MP4 or MP3 format.

Stored files can be added to pages in your portfolio by using different types of blocks, e.g. Image,
Media, File(s) to download, Folder, Image gallery, Embedded media or PDF:
Portfolio Page Blocks

Ea] Image

v £3 Media

& File(s)to download
e Folder

[Ea] Image gallery

M Embedded media

PDF
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Storage Quota

The storage quota for your ePortfolio is 500MB. You can see how you are tracking against your
guota in the Files section of ePortfolio.

Plans

Profile  Profile pictures [RIEEN Journals Résumé

Notes

Files @

Here are your images, documents and other files for inclusion in pages. Drag and drop a file

or folder icon to move the file or folder between folders.

Upload file

Yes: The file | am attempting to upload is my
OWn Of | hiave express permission 1o reproduce
andfor distribute this item. My use of this file
does not breach any Australian copyright
permissions and 3rd party permission has been
obtained where necessary.

Key Features of the Files Page

71 Automatic resizing of images larger than

1170x1170 px (recommended)

File

Browvse...

Mo files selected

(Maximum upload size S00MB)

o

Sharon-Elliott
-
My groups

Law ePortfolio Developmenis

Administrator)

Quota (i)

You have used 0.0MB cf
your 500.0MB quota

0%

The following diagram outlines some of the key features of the Files page. The top section of the
page is where you upload files and create folders. Below this is the file structure. The top level

folder is the Home folder.

"~ Files @

Upload file
Upload Yes: The file | am attempting 1o upioad is my own or | have
. EXpress Pammission to reproduce andior distnbate this tem
Files here

Where necessany.

Create a new
folder here

Home / Topic 1 Assessment

MAME

Here are your images, documents and other files for inclusion in pages. Drag and drop a file or folder icon to
move the file or folder between folders

¥ Automatic resizing of images larger than 1170x1170 )

File
Browse

My use of his fle does not breach any Ausiralian copyright
permissions and 3rd party permission has been oblained

P {recommended)

Ho files selecied

{Maximum upload size 495 SMB)

& Create foider

Crop files here to upload

Navigation

Home [/ Topic 1 Assessment
indicates you are in the ‘Topic 1
Assessment’ folder which sits
directly under Home. Click
‘Parent folder’ to go up a level

Assignmant 1 docx

1
Your existing E
files and folders E

Azsignment Z docx

DESCRIPTION

Parent folds

& Downlioad folder condent a5 a zip filg

SIZE DA
1K 12082016
1K 12082016

TEQSA Provider ID: PRV12002 (Australian University) | CRICOS Provider: 00120C
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Navigating and organising files and folders is explained in more detail in a later section -
Organising Files and Folders.
Uploading Files to ePortfolio
There are various ways to upload files to ePortfolio:

e Import single multiple files from your computer or network drive.
e Import a zip file from your computer or network drive.
e Export a file from a Wattle assignment dropbox.

Refer to the following sections for step by step instructions.

Step-by-Step

Create a Folder

Folders are used to organise your files. When you first access Files you will see a Home folder.
There may also be an Images folder if your photo is attached to your ANU profile.

Use the following steps to create a folder.

1. | Access the Files section of ePortfolio.
Dashboard Content Portfolio Group:

Profile  Profile pictures, BgIEER Journals Résumé Plans MNotes

2. | Locate the free text field and Create folder button | Files ©

below the Upload file declaration on the Files
Here are your images, documents and other files for inclu:
page_ move the file or folder between folders.

Upload file
=

Yes: The file | am attempting to upload is my own or | have
express permission to reproduce and/or distribute this item.
My use of this file does not breach any Australian copyright
permissions and 3rd party permission has been obtained
where necessary.

B Create folder

3. | Enter the name of your new folder in the free text
field and click Create folder.
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4. | The folder displays under Home, in alphabetical Home
order.
NAME
= Assessment

Upload a File from your Local or Network Drive
Use the following steps to import a file on your local computer or network drive.

Note: files you import to ePortfolio open as ‘read only’. If you need to edit the file the newest
version will need to be re-uploaded ePortfolio.

1. | Access the Files section of your ePortfolio.

Dashboard Content Portfolio Group:

Profile  Profile pictures, BgIEER Journals Résumé FPlans MNotes
2. | Select the folder you want to upload the file to, H
e.g. the Home folder. ome
. . [i]
3. | Before uploading a file you must select a checkbox | 7'
tO |nd|cate the flle doeS nOt breach copynght, If :Zﬁi:;ﬁ:mﬁﬁ:;ng';fmﬂ:m' files for inclusion in pages. Drag and drop a file or folder icon to
unsure, check before uploading it. Uplead s
7 7] Automatic resizing of images larger than 11701170 @)
e T W T s SO e pec s S0
Drop files here to upload
4. | The quickest way to upload a file is to drag and [¥] Automatic resizing of images larger than 11701170 €}
drop it onto the dropbox. Alternatively, click px (recommended)
Browse and navigate to the file on your computer | File
or network drive. The file will upload as soon as it No flles selected.
) . (Maximum upload size 500MB)
is selected or dropped in the dropbox.
Note: Leave the Automatic resizing of images
larger than 1170x1170 px (recommended) Drop files here to upload
checkbox selected.
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5. | When the file is uploaded, the confirmation
message lUpload Of <fi|e name> Comp|ete' Upload of Assignment 1_docx complete
dISpIayS' Upload file
[ Automatic
Yes: The file | am attempting to upload is my own or | have px (recommel
express permission to reproduce and/or distribute this item. File
My use of this file does not breach any Australian copyright
permissions and 3rd party permission has been obtained
where necessary. (Maximum up
6. | The file displays in the selected folder.
piay Home
NAME
B Assignment 1.docx
7 . ‘ Assignment 1.docx  Assignment 1.docx (Imported from Remote host Wattle) 1K 11/08/2016 & o
Click to display the Edit file section and add
tags.
8. | The Edit File section displays the file Name and Edit fie
Description which default from the imported file.
. . . . Mame * Assignment 1 docx
Edit these if required, otherwise leave as default.
Description Assignment 1.docx (Imported from Remote
Tags Type in a search term Q
Search for/enter tags for this item. ltems tagged with profile’ are displayed in your sidebar.
Comments on ®
9. | Type the name of the tag in the Tags field. Tags a a ‘

If existing tags match some or all of your search
term, they will display in a dropdown list. In this
example, typing ‘a’ returns a list of all tags
containing ‘a’.

Tip: Tags are case sensitive.

Searc.l-l fOII.r.Ie:-I:er :‘. _ [

Comments assignment (2)

audio (1)

final (1)

Screenk
property law (3)
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10.

Press Enter after you type the tag name.

The new tag displays. Click x to delete the tag at
any time if required.

Note: if the tag is in use elsewhere x will delete it
for the selected artefact only. If this is the only
time the tag has been used, x will delete it
completely.

Tags assignment 1

11.

Enter additional tags as required, then click Save
changes.

Export a File from a Wattle Assignment to ePortfolio

Use the following steps to export a file you have submitted to a Wattle Assignment dropbox.

Note: files you export to ePortfolio open as ‘read only’. If you need to edit the file, the revised
version will need to be re-uploaded to ePortfolio.

1. | Access your Wattle assignment submission in the Submission status
relevant course site.
Attempt number This is attempt 1.
Note: if your file is audio or video it must be in o _
Submission status Submitted for grading
MP3 or MP4 format.
Grading status Not graded
Last modified Thursday, 11 August 2016, 3.03 PM
Al s lEnls W Assignment 1.docx
Export to portfolio
2. | Click Export to portfolio which is located below Export to portfolio
the submitted assignment document in File
submissions.
3. | The Configure exported data screen displays. Configure exported data

Available export formats defaults to File. Do not
change this.

Click Next.

Exporting content from Assignment: Sharon's Test
Exporting content to ANU ePortfolios

Available export formats File EI

Next Cancel
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4. | The Please confirm this export screen displays. Please confirm this export
. H Exporting content from Assignment: Sharen's Test
Cl ICk contlnue' Exporting content to ANU ePortfolios
Summary of your export
Selected export format
Please caonfirm this export
Continue Cancel
. | The Portfolio export complete! screen displays. :
S P P pay Portfolio export complete!
Click Return to where you were to go back to the Retum to where you were
. . . Conti t rifol
assignment dropbox or Continue to your portfolio e o yerrperione
to view the file in ePortfolio.
In this example we will continue to ePortfolio in
order to add tags.
6. | When you click Continue to your portfolio the
. . . . . Profile  Profile pictures n Joumals Résumé Plans Notes
Files section of your ePortfolio will display
. . . o . Files @
automatically. You will see the imported file in
. . Here are your images, documents and other files for inclusion in pages. Drag and drop a file or folder icon fo
Home / incoming at the bottom of the screen. v e fle o oder et folders
Upload file
Tip: ‘incoming’ is the name of the folder that is e emimasmag i pp— O
created automatically when a file is imported e ™ —
WNere necessary (MaXImUM upioad size S00MB)
from Wattle. The DESCRIPTION column indicates
the file has been imported, e.g. Assignment Jreples hereotpieas
1.docx (Imported from Remote host Wattle).
DESCRIPTION Home / incoming
Parent folder + .
™ anment 1 mported from Remole host Wallie) K 8015 P
Assignment 1.docx (Imported from Remote host Wattle)
7. ‘ Assignment 1.docx  Assignment 1.docx (Imported from Remote host Wattle) 1K 11/08/2016 VAR
Click to display the Edit file section and add
tags.
8. | The Edit File section displays the file Name and Edit file
Description which default from the imported file.
. . . Name * Assignment 1.docx
Edit these if required.
Description Assignment 1.docx (Imported from Remote
Tags Type in a search term
Comments on

Save changes [OEhl=
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9.

Type the name of the tag in the Tags field. Tags
are case sensitive.

If existing tags match some or all of your search
term, they will display in a dropdown list. In this
example, typing ‘@’ returns a list of all tags
containing ‘a’.

Tags

Comments assignment (2)

audio (1)

final (1)

Screenk
property law (3)

10.

Press Enter after you type the tag name.

The new tag displays. Click x to delete the tag at
any time if required.

Note: if the tag is in use elsewhere x will delete it
for the selected artefact only. If this is the only
time the tag has been used, x will delete it
completely.

Tags assignment 1 Q
|

11.

Enter additional tags as required, then click Save
changes.

12.

Above your imported file in the Home / incoming
section you will see Parent folder in the NAME
column, with an up arrow to the left. This
indicates that the file is in a folder. Click Parent
folder to go up one level and view the folder
details.

Tip: you can also click the name of the folder you
want to navigate to in the breadcrumbs, e.g.
Home.

Home / incoming

NAME
1 Parent folder

k Assignment 1.docx

13.

The parent folder displays with the name
incoming. This folder is created the first time you
import a file from Wattle. All files you import from
Wattle will default to this folder location in future.

Home

NAME DESCRIPTION

= incoming Files imported from other networked hosts
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Upload a Zip File
Use the following steps to import and unzip a zip file.

Note: files you import to ePortfolio open as ‘read only’. If you need to edit the file the newest
version will need to be re-uploaded ePortfolio.

1. | Access the Files section of your ePortfolio.

Dashboard Content Portfolio Group:

Profile  Profile pictures, BgIEER Journals Résumé FPlans MNotes

2. | Select the folder you want to upload the zip file

to, e.g. the Home folder. Home
. . . [i]
3. | Before uploading a zip file you must select a Flles
CheckbOX tO Indicate the flle does nOt breach :Zﬁi:;ﬁ:mﬁﬁ:;ng';fmﬂ:m' files for inclusion in pages. Drag and drop a file or folder icon to

copyright. If unsure, check before uploading the Uplead s

. 7 7| Aulomalic resizing of images larger than 1170x1170 @)
fl I e Yes: The file | am attempting to upioad is my own or | have pi (recommended)

File

n Browse... | Mo fies selected
where necessary. (Maximum upioad size SOOME)

Drop files here to upload

4. | The quickest way to upload a zip file is to drag and | @ automatic resizing of images larger than 1170x1170 o
drop it onto the dropbox. Alternatively, click px (recommended)

Browse and navigate to the file on your computer | File
or network drive. The file will upload as soon as it No flles selected.

lax load size S00MB
is selected or dropped in the dropbox. (Maxmum upload sze :
Note: Leave the Automatic resizing of images
larger than 1170x1170 px (recommended) Drop files here to upload
checkbox selected.

5. | When the file is uploaded, the confirmation

message ‘Upload of <file name.zip> complete’ Upload of Assignments. 2p complete
displays.
piay Upload file
i ¥ Autor
Yes: The file | am atlemptlng to upload IS5 my own or | have px (recor

express permission to reproduce and/or distribute this item.

My use of this file does not breach any Australian copyright File

permissions and 3rd party permission has been obtained Browse

where necessary. (Maximur
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6.

The zip file displays in the selected folder. Home
NAME
— incoming
| - | Assignments zip
7. -} Assignments zip 17K 1200812016 B e a
Click to unzip the file. This button is located
to the right of the upload date.
8. | The message ‘This page is asking you to confirm
This page is asking you to confirm that you want to leave - data you have entered may not be saved.
that you want to leave — data you have entered
may not be saved.” displays. Click Leave Page.
9. | The Decompress page displays with a summary of | Decompress
the files including total size and names. , ,
Assignments_zip
. . Files: 2
When you extract the files, ePortfolio Folders: 0 contents
. Space required: 22K Assignment 1.docx
automatically creates a folder of the same name sssignment 2.docx
as the zip file and places the files in this folder. i
Click Decompress to continue. cancel
10.| The extracted files display. Click Parent folder to Home / Assignments
go up a level to the new folder.
NAME
1 Parent folder
. Assignment 1.docx
s Assignment 2.docx
11.| As the files have been extracted, you no longer B docianmontsdp et (@@
need to keep the zip file as it will take up space in
your file quota. Click J to delete it.
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Organising Files and Folders

The following steps cover organising your files and folders, e.g. moving files between folders.

1. | Access the Files section of your ePortfolio.
Dashboard Content Portfolio Group:

Profile  Profile pictures, BgIEER Journals Résumé FPlans MNotes

2. | The file structure is located at the bottom of the Files ©
Files page. The top level is the ‘Home’ folder.

Here are your images, documents and
or folder icon to move the file or folder t

Files and folders in the Home folder display with
folders first in alphabetical order, followed by Upload file
individual files in alphabetical order. -

Yes: The file | am attempting to upload is m

There is no limit on the number of folders and sub own or | have express permission fo reproc

and/or distribute this item. My use of this fil

folders you can create in ePortfolio. does not breach any Australian copyright

permissions and 3rd party permission has |
obtained where necessary.

The following steps cover how to:

e Display folder contents — Step 3

e Navigate between folders — Step 4
e Move a file or folder - Step 5

e Search for a file or folder — Step 6

Home
NAME DESCRIPTION
= Assessment
3. | Display Folder Contents Home
To display the contents of a folder, click the folder
name, e.g. Topic 1 Assessment. NAME
Asse ent
In this example, there are three folders in the file = seessmEn
structure under the Home folder: = incaming
e Assessment — Topic 1 Assessment

e incoming
e Topic 1 Assessment

Tip: the ‘incoming’ folder is automatically created
when you import a file from Wattle. If your profile
has a photo, this will be in a folder named
‘images’.

Page 40

TEQSA Provider ID: PRV12002 (Australian University) | CRICOS Provider: 00120C



Australian
oSSe National
University

4. | Navigate between Folders Home / Topic 1 Assessment
When you navigate to a folder, breadcrumbs
indicate your current location. In this example HANE
Home / Topic 1 Assessment indicates you are in 1 Parent folder
the Topic 1 Assessment folder which is a sub- h Assignment 1.dock
folder of the Home folder.
E Assignment 2.docx

a. To navigate up a level in the file structure,
click Parent folder.

b. To navigate using the breadcrumbs, click the
desired location, e.g. Home.

5. | Move a File or Folder =

Topic 1 Assessment

a. Dragand drop afile or folder icon to move a ﬁ
file into a folder or create a sub-folder.

Assignment 2.docx

o [ nt [ ir 1
The destination folder will be highlighted igne / Assessment/ Topic T Assessment

yellow when you drag the file or folder to it. NAME
1 Parent folder
b. You can also drag and drop a file or folder Aesionment 1.docx

into another folder in the breadcrumbs. In
the example shown, the file Assignment 1 in
the folder Topic 1 Assessment is being
moved up to the Home folder.

6. | Search for a File or Folder pustralan - ePortfolio

University

& o =m0 ®»

The search field is located at the top right of the

ePortfolio screen:

Search
Search search- (41)
Assessment v

& Sharon Elliott  ©§ Settings 0 @ Return to Wattle

7 search results for Assessment

Text (2) Media(4) Portfolio (1) Users Group

Y Al() v Sortby: | Relevance + Owner Al

I Assessment (Folder)
Created by Sharon Elliott
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7.

Enter your search term and press Enter.

Files and folders display in the Media section of
the search results.

Tip: You can click on a file to go to its location in
the file structure. Folders display in the search
results but are not linked.

Search

Search: (Al

|Assessment

T search results for Assessment

Text (2) Media (4) Portfolio (1)

T Ald) ~

B Assessment (Folder)
Created by Sharon Elliott

,

Users

Sort b
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What is a Journal?

A journal in your ePortfolio is similar in concept to a hardcopy journal, with the added flexibility of
being able to tag, search, organise and/or share selected journals or journal entries via your
portfolio pages.

Your ePortfolio journal consists of one or more journals and associated journal entries. How you
structure it is up to you. You may have specific journal-based activities that you need to complete
as part of your course. Alternatively you may like to create a journal to jot down the things you've
been doing and learning in your course. It can be a very powerful learning experience to look back
over how your own thinking has changed over time.

Access your Journals via the Content section of your ePortfolio:

Dashboard Content Portfolio Groups

SN Profile pictures  File: Résumé Plans Notes

Draft and Published Journal Entries

When you create a journal entry, you have the option to set the status to ‘draft’ or ‘published’.
Publishing does not make the journal entry visible to any other person, unless you share it on a
portfolio page.

Your journal is private unless you make it available to others via a shared portfolio page. To do
this, the status of the journal entries you want to share must be ‘Published’.

In your journal, journal entries display in order of creation date with the most recent first. The
image on the next page gives an example showing how draft and published journal entries display.
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& Placement Journal @

Tags: placement

placement day 4

& Posted on: Wednesday, 10 August 2016, 2:24 AM

day 4

piacement day 3

£ Posted on: Wednesday, 10 August 2016, 2:23 AM
W Tags: placement

day 3

placement day 2

& Posted on: Wednesday, 10 August 2016, 2:07 AM
W Tags: placement

day 2

placement day 1

Posted on: Wednesday, 10 August 2016, 2.06 AM
W Tags: placement

day 1

Working with Journals in ePortfolio

& Newentry @ Settings

Dralt « Pubish & 1

Draft: - «* Publish-- -2 - i

Published 3 Unpublish Fan|

Published X Unpubiish | & 1

Draft journal entries

~» Draft « Publish S o

| | | |
Status Clickto Edit Delete

- publish

Published journal entries

Published % Unpublish = & 10

| | | |
Status Click to Edit Delete

revert to
draft

To make searching easier, use tags to allow you to easily identify journal entries relating to the

same topic.

You can create a portfolio page and display and/or share either an entire journal or particular

journal entries, e.g. tagged entries.

Remember: to share your journal entries with others, the entries must be ‘published’ and curated

onto a shared portfolio page.

Refer to the steps on the following pages covering how to create and manage your journals and

journal entries.

TEQSA Provider ID: PRV12002 (Australian University) | CRICOS Provider: 00120C
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Step-by-Step

Create a Journal

1. | In the Content section of your ePortfolio, click
Journals.

Dashboard Content Portfolio GIC

MIEN Profile pictures Files| Joumnals |Résumé Plans N

2. | When you first access Journals the page will be
empty. Click Create journal to create a new
journal.

Journals @

4 Create journal

3. | Complete the following fields:

e Title: enter the name of your journal.

New journal: Journal settings

e Description: enter a description of the Title: *
journal, if desired. |
e Tags: type the name of the tag(s) you want
to use when searching for this journal. o9 e g e e
Description
v Paragraph ~+ B I = E &£ &2 |
p
e.g., A record of Jills expenences and reflections
Q
-
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4. | Click Create Journal.

You are now ready to create a journal entry. Refer
to the steps in the next section, Create a Journal
Entry.

Create journal

Create a Journal Entry

1. | Access your Journal and click + New entry.

& Placement Journal @

o= Newentry | # Settings

2. | Complete the following fields:

o Title: enter the name of the journal entry.
e Entry: record your journal entry.

Tip: both fields are mandatory so if you just want
to create the journal entry placeholder and record
the full details later, put some draft text in the
Entry field.

New journal entry in journal "Placement
Journal®

Title *

Entry *

it
ifi
%
5
E

~  Paragraph - B [T

p Words: 0

3. | Enter any tags you wish to apply to the journal
entry.

Tip: there is a Tagged Journal Entries block
available for a portfolio page that you can use to
display journal entries with specific tags.

je

Tags | Type in a search term

[ 5]
]
oi]
[ %]
+
[=]
[1+]
5
0
0w
L]
+
o
L]
]

4. | If you would like to attach any files to your
journal, click Add a file.

Attachments

Mo files found

@ Add a file

5. | The Upload file window requires you to select a
checkbox indicating the file you are uploading
does not breach copyright. If unsure, check before
uploading the file.

Select an existing file from your ePortfolio files in
the Home section, or drag and drop to upload a
new file from your computer to the dropbox.

Upload file

¥ Automatic resizing of mages larger than 117051170 @)
P (recommended)

File
-.. | Mo fies selectea
(Maximum upload size 499 IMB)

Drop files here to upload

Home

NAME DESCRIPTION
+ B 05082016

+ Files Imported rom other networked hasts 150772016
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6.

Click to select the file you wish to upload in the
Home section. The file will be automatically
attached to your journal entry.

Home

JESCRIPTI szE
s ! 05082015
+ Files IMpotea o omer networkea hosts 150722018

= Ressarcn Notes docx MK 10082018 =

Click in the top right corner of the Upload
file window to close it.

The file displays under Attachments in your
journal entry. Click x Remove to delete, if
required.

Attachments

H Research Motes.docx X Remove

Q@ Add afile

The Draft button defaults to No, i.e. ‘Published’
status. Once published, if you add the journal
entry to a shared page anyone with whom the
page is shared will be able to view it.

Click No to change this option to Yes, i.e. change
the status to ‘Draft’.

10.

Allow comments defaults to Yes. This means that
if you add the journal entry to a shared page
anyone with whom the page is shared (including
you) will be able to comment on it.

Click Yes to change this option to No. This means
that no-one (including you) will be able to
comment on the journal entry if it is placed on a
page in your portfolio.

Allow comments Yes &

11.

Click Save entry to save your journal entry, or
Cancel to exit without saving.

SEVEES I Cancel

12.

Once saved, you will see your journal entry on the
journal home page. If it is a draft, you have the
option to publish and vice versa.

Click

to edit or to delete as required.

Placement Day 1
S o

2 Posted on: Thursday, 11 August 2016, 12:25 AM
W Tags: placement

Draft| « Publish

Journal entry about day one.

@ Attached files (1)
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Add a Journal to a Porfolio Page

This allows you to display or share an entire journal and related journal entries on a portfolio page.

1. | Access the portfolio page on which you wish to Placement Portfolio
add your journal and click Edit this page. by Sharon Ellit # Editthis page | €Copy | we

Tags: placement

2. | In the sidebar menu, expand Journals.

. . . A Text
This gives you the option to add either:
e An entire Journal. @ image
e Alournal entry. v E Media
e Recent journal entries, up to a defined v # Joumals
number.
. . . # Journal
e Tagged journal entries, up to a defined
number. Bi Joumal entry
A . @ Recent journal
Each of these display as a block on your portfolio entries

page.

W Tagged journal
enfries

In this example, we will add a Journal.

Tip: you are adding a block in which to display
your journal on the page, not moving your journal
to the portfolio page.

3. | Click Journal.

# Journal
4. | In the Add block window, click to select the Add block: Journal (A complete journal (see Content > Journal)) x
position that you would like to place the journal
block in the page layout.
Position Topofcell -
In this example, the page uses a 3-column layout o
and the selected location is the far left column. o
5. | If there are no other blocks on the page yet, the Add block: Journal (A complete journal (see Content - Journal)) x
Position dropdown list defaults to Top of cell. If
there are existing blocks you will have the option
to position the journal in the desired place. postton fopereet
Add | Cancel
Click Add.
6. Add
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The Journal: Configure window displays with a list
of your journals to select from.

Journal: Configure

Block title Set a block title
used
Journal

Browse  Search

© Placement Journal

Entries per page 5

More opticns

Block copy permission Skip this block entirely when copying the page ~

may choose how this black will be copied

Retractable No

Select to allow this block to be retracted when the header is clicked.

Save | Remove

7. | If you want the title of the block to be different to
the journal title, click Set a block title. Click in the
text entry field that displays and enter the name.

Otherwise, leave as default.

Set a block fitle

Block title
Tip: Click twice in the text entry field to displayor | . . . . . .. | placementds3 -
select from a dropdown list of block titles already ot @
1 Journal Commercial
in use. o
[y journal
Browse  Search placement day 1 <
8. | Select the journal you wish to add from the list of | Journal
journals.
J Browse  Search
@ Placement Journal
9. | Entries per page defaults to 5, i.e. 5 journal Entries per page -

entries will display in the block. Edit if required.
You will be able to access the other entries via a
menu.
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10.

If you have allowed copying in your page settings,
select the correct option in the Block copy
permission dropdown. This defaults to Skip this
block entirely when copying the page. This
prevents anyone you share the page with from
copying your journal. If required, select the
appropriate alternative option, e.g:

e Others may display your journal in their
page.

e Others will get their own copy of your
journal.

More options

Block copy permission Skip this block entirely when copying the page

PPN S ip this block entirely when copying the page
= BEEE VY Others may display your journal in their page

Others will get their own copy of your journal

11.

The Retractable dropdown list defaults to No,
preventing the block from being retracted, i.e.
hiding all but the title on the page. To edit this,
select either Yes to allow retracting on clicking or
Automatically retract.

Retractable ‘ Mo

Mo

Automatically retract E?

select to allow fhis 0/0GK o O

S
a
@
@
5]
T

1

12.

Click Save to add the journal block, or Remove to
cancel.

Save | Remove

13.

Once saved, your journal block displays on your
portfolio page. Anyone with whom you have
shared the page will be able to view the journal
entries and comment or copy (according to your
page settings).

To edit any of the settings, click i or to delete

the block click 1] }

Note: deleting will remove the journal block only,
not your entire journal.

Placement Journal

+ New entry

14.

To add a journal entry from the block on your
portfolio page, click New entry and follow the
steps in Create a Journal Entry in this document.

Note: you will be taken into the Journal section of
your ePortfolio and will not be returned to the
portfolio page after saving the new journal entry.

+ New entry
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Add a Journal Entry to a Porfolio Page

Adding a journal entry to a portfolio page is very similar to adding a journal. Note: you can display
or comment on journal entries on a page in your portfolio, but in order to edit them you need to
navigate to your journal:

Dashboard Content Portfolio Groups

IMEN Profile pictures Files, Journals JRésumé Plans Notes

1. | Access the portfolio page on which you wish to Placement Portfolio
add a journal entry and click Edit this page. by Sharon Ellit # Editthis page | € Copy | me

Tags: placement

2. | Click Journal entry under Journals in the sidebar
menu on your portfolio page.

+ A Text
[Eal Image

Tip: this allows you to add a single journal entry to | = . g Media
your page. To add multiple journal entries, v & Joumals
consider adding a Journal, Recent journal entries

or Tagged journal entries block. # Joumal

Bi Joumal entry

@ Recent journal
entries

@ Tagged journal
antries

3. | In the Add block window, click to select the x
Add block: Journal entry (A single entry from your journal (see Content —

position that you would like to place the journal Joumal))
entry block in the page layout.

In this example, the page uses a 3-column layout Postion Top of el
and the selected location is the far left column.

Add = Cancel

The Journal entry: Configure window displays. Journal entry: Configure

The Journal entry list defaults to your published Block title Set a block title
journal entries. The journal name is shown in
brackets.

If you leave this blank, the fitle of the journ

m
(=]
=

i
o
n

Il be used
Journal entry

Tip: only published journal entries will be visible Browse  Search

to others if you share the portfolio page. _
&) Placement day 2 (Placement Journal)

Journal about day 2

[¥5]
i
@
]
o
@
o

f your published joumna

o
=1
(=]
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4. | If you want the title of the block to be different to Set a block fitle
the journal entry title, click Set a block title. Click
in the text entry field that displays and enter the
name. Otherwise, leave as default.
Block title
Tip: Click twice in the text entry field to display or | "yev/eave s blank fhe e of e oumalt ) ement day 3
select from a dropdown list of block titles already | joumaientry £ ocement Portiolie
1 C ial
in use for all artefacts. Browse  Search o
5. | Click Browse to display any draft journal entries in | Journal entry
the list of available selections, in addition to
. . Browse  Search
published journals. If you have a large number of
journal entries, click Search to search journal titles
and content.
Note: this search does not include tags. 7 Placement day 2 (Placement Journal)
Journal about day 2
2 Placement Day 1 (Flacement Journal)
Journal entry about day one.
_ Commercial Journal Entries (PPC Journal)
journal entry
6. | Select the journal entry you want to add. Journal entry
Browse  Search
@i Placement day 2 (Placement Journal)
Journal about day 2
_ Commercial Journal Entries (PPC Journal}
journal entry
7. | If you have allowed copying in your page settings, More options

select the correct option in the Block copy
permission dropdown. This defaults to Skip this
block entirely when copying the page. This
prevents anyone you share the page with from
copying your journal. If required, select the
appropriate alternative option, e.g:

e Others may display your journal in their
page.

e Others will get their own copy of your
journal.

Block copy permission

Skip this block entirely when copying the page

Bl Skip this block entirely when copying the page
+77| Others may display your journal in their page
Others will get their own copy of your journal
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8.

The Retractable dropdown list defaults to No,
preventing the block from being retracted, i.e.
hiding all but the title. To edit this, select either
Yes to allow retracting on clicking or
Automatically retract.

Retractable ‘ Mo

NO

Select to allow this block to be retracted wher
Automatically retract !

Click Save to add the journal entry, or Remove to
cancel.

Save | Remove

10.

Once saved, your journal entry block displays on
your portfolio page. Anyone with whom you have
shared the page will be able to view the journal
entry and comment or copy (according to your
page settings).

To edit any of the settings, click = or to delete
the block click o .

Note: deleting will remove the block only, not
your entire journal entry.

Commercial Journal “ o

Entries

£ Posted by Sharon Elliott on 11 August 2016, 9:38 AM

journal entry

Add a Recent Journal Entries Block to a Porfolio Page

This block allows you to display recent published journal entries (up to 100) from any of your
journals on a page. Note: you can display or comment on journal entries on a page in your
portfolio, but in order to edit them you need to navigate to your journal:

Dashboard

Profile

Content Portfolio Groups

Jourmnals JRésumé Plans MNotes

Profile pictures Files

Access the portfolio page into which you wish to
add a recent journal entries block and click Edit
this page.

Placement Portfolio

by Sharon Elliott
Tags: placement

& Edit this page

fa Copy | e
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2. | Click Recent journal entries under Journals in the -
sidebar menu on your portfolio page.
= Image
v [H Media
« 4 Joumals
# Journal
B Joumal entry
entries
W Tagged joumnal
entries
3. | In the Add block window, click to select the x
.. . Add block: Recent journal entries (Display the most recent journal entries (see
position that you would like to place the Recent Content = Journal))
journal entries block in the page layout.
In this example, the page uses a 3-column layout Position Top of cel
and the selected location is the far left column.
Add | Cancel
The Recent journal entries: Configure window
displays.
Block title Recent journal entries
The Journals section displays a list of your Journals
journals' Browse  Search
Tip: only published journal entries will be visible  Piacement Journz|
to others if you share the portfolio page. [F1PPC Journal
4. | The Block title defaults to Recent journal entries. | gock e Recent joumnal entries
Overtype this, if required.
5. | Select the journal you would like to display recent | Journais
journal entries for. You can select multiple Browse  Search
journals, if required.
Placement Journal
Tip: only published journal entries will display in
PPC Journal
the block.
6. | Entries to show defaults to 10, which means the _
Entries to show 10

most recent 10 journal entries from the selected
journals display in the block. Edit this as required,
up to a maximum of 100.

o
fi]
[15]
[15]
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7. | The Retractable dropdown list defaults to No, Retractable ‘ No
preventing the block from being retracted, i.e. - o s bk fo b retracter w2

hiding all but the title. To edit this, select either T Aomatialy retract !!3
Yes to allow retracting on clicking or

Automatically retract.

8. | Click Save to add the recent journal entries block,

Save | Remove
or Remove to cancel.

9. | Once saved, your recent journal entries block Recent journal & W
displays on your portfolio page. Anyone with entries
whom you have shared the page will be able to
view the journal entries and comment or copy Add a new entry fo

(according to your page settings). Placement Journal B + Acd

To edit any of the settings, click = or to delete | Commercial Journal Entries in PPC
Journal en 11 August 2018, 7:38 PM

the block click o .

Placement day 2 in Placement Journal on 11
Note: deleting will remove the block only, not August 2016, 2:05 AM
your entire journal entries.

Add a Tagged Journal Entries Block to a Porfolio Page

A tagged journal entries block allows you to easily combine journal entries that may be from
different journals but share the same tag(s).

Note: you can display or comment on journal entries on a page in your portfolio, but in order to
edit them you need to navigate to your journal:

Dashboard Content Portfolio Groups

ROIEN Profile pictures Files, Joumnals JRésumé Plans Notes

1. | Access the portfolio page into which you wishto | Placement Portfolio
add a tagged journal entries block and click Edit by Sharon Elion # Editthispage | EF)Copy | e
this page_ Tags: placement
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2. | Click Tagged journal entries under Journals inthe | _ , .,
sidebar menu on your portfolio page.
4 [Ea) Image
v F Media
+ g Joumals
= # Joumnal
4 B Joumal entry
@ Recent journal
entrias
antrias
. . x
3' In the Add bIOCk WIndOW, CIICk to SeIECt the Add block: Tagged journal entries (Display journal entries with particular tags
position that you would like to place the Tagged (see Content — Journal))
journal entries block in the page layout.
In this example, the page uses a 3-column layout | """ ot
and the selected location is the far left column. —
ance
The Tagged journal entries: Configure window
d |Sp I ays. Block fitle: Tagged journal entries
Display entries tagged with * Type in a search term Q
Tip: only published journal entries will be visible 3
to others if you share the portfolio page. foms o sncw 0
Show journal entries in full ® No
Retractable No
Save = Remove
4. | The Block title defaults to Tagged journal entries. | ;e Tagged journal entries
Overtype this, if required.
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5.

Enter the journal(s) tag names in Display entries
tagged with. When you start typing, a list of
existing tags matching the search term will
display.

Tip: To specifically exclude a tag, type ‘- at the
begging of the tag name. The tag will be shaded

pink, for example, PREEMENT This is useful if you

have used multiple tags for your journal entries
and want to exclude a particular one. For
example, assume you have a one journal tagged
‘placement’, ‘feedback’ and ‘review’ and another
tagged ‘placement’ ‘assessment’ and ‘review’.
Selecting the tag ‘placement’ and/or review will
display both journal entries in the block. If you
want to display journal entries tagged ‘placement
and ‘review’ but not those that are also tagged
‘assessment’, you could exclude ‘assessment’.

’

%\sp\ay entries tagged with *

before each tag th

o
o

Items to show defaults to 10, which means the
most recent 10 journal entries from the selected
tagged journals display in the block. Edit this as
required, up to a maximum of 100.

ltems to show

]

etween 1 and 100

Show journal entries in full defaults to No, which
means the only titles will be displayed and you
can click a link to display the full entry. Click No to
change this option to Yes if you want to display
the full journal entries on the page.

Show journal entries in full

The Retractable dropdown list defaults to No,
preventing the block from being retracted, i.e.
hiding all but the title. To edit this, select either
Yes to allow retracting on clicking or
Automatically retract.

Retractable

select to alfow s Dlock fo O

‘ Mo
Mo

e refracted wher,
Automatically retract E?

Click Save to add the recent journal entries block,
or Remove to cancel.

Save Remove
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10.

Once saved, your tagged journal entries block
displays on your portfolio page. Anyone with
whom you have shared the page will be able to
view the journal entries and comment or copy
(according to your page settings).

To edit any of the settings, click & or to delete
the block click o .

Note: deleting will remove the block only, not
your entire journal entries.

Tagged journal _ L
entries
Add a new entry to

Placement Journal B + Add

Journal entries with tag "placement”

Placement day 2 on 10 August 2016, 4:05
PM
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ePortfolio — Submit for Feedback or Assessment

Overview

This guide covers how to submit pages or collections from your ePortfolio for feedback or
assessment purposes. There are two ways in which you can submit pages or collections for
feedback or assessment:

e via a Wattle Assignment dropbox that your course convenor has set up to enable ePortfolio
submissions

e by sharing a page or collection with your course convenor or another student to allow
them to read, comment and/or copy.

Note: You may only submit personal portfolio pages or collections for assessment in Wattle. If
groups are used in ePortfolio, students cannot submit group pages or collections for assessment.

Important Information about Privacy and Sharing

By default everything in your ePortfolio is private to you, except your personal Profile which is
visible to all ANU staff and students.

You can choose to share your ePortfolio pages and collections (groups of pages) with individuals or
groups within ANU. In doing so you must comply with the relevant ANU policies. Refer to the ANU
Academic honesty & plagiarism? web page for details.

The image below shows an example of the ‘Share with’ options available to you when sharing
pages or collections. ‘Registered users’ and ‘ANU’ includes all ANU staff and students. Ensure you
do not inadvertently select these when editing your sharing settings.

Share with T

Share with
Search for
Friends
Groups
Generalg !
Registered users
Friends
Institutions
ANU

Groups
Law ePortfolio Developments

2 http://www.anu.edu.au/students/program-administration/assessments-exams/academic-honesty-plagiarism
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Locking Pages/Collections Submitted via Wattle Assighment Dropbox

Where there is a requirement to prevent changes to a page or collection that is submitted for
assessment via a Wattle assignment dropbox, it will be locked for editing. In many cases the lock
will remain in place so as to maintain a permanent copy of the version you submitted for
assessment.

If a page or collection is locked, you will only be able to make changes by copying the submitted
page and editing the copy.

When a page or collection is locked it displays in your ePortfolio with yellow highlighting, along
with the details of the date and time the page was submitted to Wattle:

Legal Practical Experience Portfolio
This page was submitted to Watile on 06 September 2016, 2:13 AM.

Step-by-Step

Submit an ePortfolio Page or Collection via a Wattle Assignment Dropbox

1. | Click Add submission in the assignment dropbox. Assignment 1

Refer to the assignment details in the course study guide.

Submission status

Attempt number This is attempt 1.

Submission status Mo attempt

Grading status Not graded

Due date Monday, 31 October 2016, 12:00 AM
Time remaining 6 days 9 hours

Add submission

2. | Select the page or collection you wish to submit. Pages by
YOU can Only Choose one. Legal Practical Experience Portfolio

LPE
Tip: if you need to submit a page that is currently

part of a collection, you will not see it in the list of
pages in Wattle. Either remove it from the
collection, or make a copy of the page to submit.

Property

Collections by

GDLP
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3.

Click Save changes.

Your course convenor will be able to click on the
link to the page or collection to review it but will
not be able to access any other pages or
collections in your ePortfolio unless you have
shared them with the course convenor (or a group
the course convenor is in).

If the page or collection is locked after submission,
it will be highlighted in yellow. You won’t be able
to edit it but you will be able to make a copy of
the page and edit the copy.

Legal Practical Experience Portfolio
This page was submitted to Wattle on 06 September 2016, 2:13 AM.

Save changes Cancel

Share an ePortfolio Page or Collection

Access ePortfolio and follow the menu path
Portfolio>Shared by me.

Dashboard Content Portfolio Groups

Pages Collections [SUEICLESYEGEY Shared with me  Skins Export  Import
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2. | Your Collections display by default. If you wish to

share a page, click Pages. S h dle i

Collections  Pages

3. | Your Profile page is the only page that is shared Share ©
by default, indicated by ‘ANU’ in the ACCESS LIST
column. The group ANU includes all ANU staff and | Colections  Pages

students. I
PAGE TITLE ACCESS LIST ACCESS  URLS
Click the lock icon in the EDIT ACCESS column Legal Practical Experience Portfolio a a
adjacent to the page or collection you wish to LPE & <]
share. Profile page ANU a Q
Property a Q

Tip: pages that are part of a collection will not
display in this list. To share a page that is part of a
collection you must either remove it from the
collection, share the collection or make a copy of
the page. However, keep in mind that if you make
a copy you may need to make updates to multiple
versions.

4. | Click Advanced options above and to the right of | Share| Edit access @
the Pages heading to display and check page or conectons pages
collection settings prior to sharing.
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5.

Check or update the settings as required:

Allow comments: defaults to Yes to
enable those you share the page with to
provide comments or feedback. If you do
not want to allow comments, change this
to No.

Moderate comments: defaults to No,
which means any comments posted will be
visible to everyone the page is shared with
immediately. Change to Yes if you want to
have the option to moderate before
making a comment visible.

Allow copying: defaults to No. If you want
people to be able to make a copy of your
page once shared, change to Yes.

Note: Ensure you comply with ANU
policies e.g. academic integrity, and
copyright legislation when sharing and
enabling copies to be made or files to be
downloaded from a shared page.
Overriding start/stop dates: if you wish to
share a page/collection for a defined
period, enter the start and end date/times.
You can also set individual dates for
specific users/groups in a later step, but
they will be overridden by any dates here.

Allow comments = Yes @

o

[1+]
5]
[=]
[1:]
]

Moderate comments = @ No

I ]
[1¢]
=]
[1+]

o o
8 3
3 G
o

]

I}

Allow copying @ No

Access start date/time

T
W

af YYYY T

P T HEH AR
ai WAL, I Il

Access end dateftime

Use the Share with dropdown list and search field
to search for and select the individual or group
you wish to share the page or collection with.
When you search by User, you are searching all
ANU staff and students.

WARNING! ANU and Registered users includes all
ANU staff and students. Ensure you only share
your work with the required individuals.

Share | Edit access @

Pages anced options
Cellections

Legal Practical Experience Portfolio

SHARED WITH FROM TO

Share with

Who do you want to share with?
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7.

A new Share with dropdown list displays after you
select the first user or group. Select additional
users if required, then click Save. Your page will
be shared immediately and will display on the -
user’s Shared with me page.

Tip: Use the From and To fields to specify a date
range for sharing, if required. Note that this will
be overridden by any dates specified in the
Overriding start/stop dates.
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ePortfolio — Import Assignment from Wattle

Overview

This guide covers how to import an assignment file from a Wattle assignment dropbox to your
ePortfolio. Imported files are saved to the Incoming folder in the ePortfolio Files section. You can
then move the file to a folder and/or add it to a portfolio page.

Step-by-Step

Import Assignment from Wattle

1. | Access the submission inbox for the assignment in
Wattle. In File submissions, click the Export to
portfolio link or icon to the right of the file name.

Submission status

Attempt number This is attempt 1.

Submission status Submitted for grading

Grading status Not graded

Due date Thursday, 28 July 2016, 12:00 AM

Time remaining Assignment was submitted 6 days 13 hours early
Last modified Thursday, 21 July 2016, 10:06 AM

(Al ST WS Assignment docx
Export to portfolio

Submission comments Comments (0)

2. | The Available export formats defaults to File. Do
not change.

Click Next.

Configure exported data

Exporting content from Assignment: Submission Test Assignment
Exporting content to ANU ePortfolios

Available export formats File B

Cancel

3. | Click Continue.

Please confirm this export

Exporting content from Assignment: Submission Test Assignment
Exporting content to ANU ePortfolios

Summary of your export
Selected export format File

Please confirm this export

Continue Cancel
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4.

A confirmation message Portfolio export
complete! displays. Select the desired option:

e Return to where you were — takes you
back to the submission inbox.

e Continue to your portfolio — opens
ePortfolio. By default it opens in the same
window, so if you want to keep Wattle
open right-click the link and select to open
it in a new tab or window.

Portfolio export complete!

Return to where you were
Continue to your portfolio

If you selected Continue to your portfolio, the
Files section will display showing the imported file
in the incoming folder. This folder is created
automatically the first time you import something
to ePortfolio. Move the file into a different folder,
if required.

Tip: For more information about managing files,
refer to the ePortfolio guide on Files.

Home / incoming

NAME DESCRIPTION SIZE DATE

1 Parent folder Parent folder

[ ] Assignmentdocx  Assignmentdock (Imported from Remote hostWattle) 11K 25/10/2016 Par

It is good practice to tag your files straight away
so you can find them easily later. To do this, click
the Edit icon (pencil) to the right of the date.

Type the name of the tag in the Tags field. Tags
are case sensitive.

If existing tags match some or all of your search
term, they will display in a dropdown list. In this
example, typing ‘@’ returns a list of all tags
containing ‘a’.

Comments assignment (2)

audio (1)

final (1)

Screent
property law (3)

Press Enter after you type the tag name.

The new tag displays. Click x to delete the tag at
any time if required.

Note: if the tag is in use elsewhere x will delete it
for the selected artefact only. If this is the only
time the tag has been used, x will delete it
completely. Deleting an existing tag from all
related artefacts is covered in a later step. Refer
to Display, Edit or Delete a Tag.

Tags ‘ assessments Q,
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9. | Repeat Steps 2-3 to add more tags, if required.

When complete, click Save changes.

Edit file

Name * Research Notes.docx

Description

Tags x assessments | | x research GDLP Q
Search for/enter tags for this item. Ilfems tagged with profil
Comments on @

Save changes (oLl

10.| Your new tags(s) display in the Tags cloud. Click

the tag to display related artefacts.

Tags 2>

assessments assionment1 BaP
COMP3100

placement ...

Additional Resources

An online Mahara User Manual? is also available.

3 http://manual.mahara.org/en/16.04/
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