Digication ePortfolio Handbook

The purpose of this handbook is to introduce you to some of the basics of the
Digication ePortfolio system. Please feel free to read this handbook in order or jump
around from chapter to chapter. Video tutorials can be found here:
https://sites.google.com/site/ttieportfolioworkshop/
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Initial Log-in and password change

Initial Log-in and password change

1) Go to http:/liu.digication.com

J o1 Digication = Home L+l
<) digication.com _http://liu.digication.com v [l (3~ Google Q) (]
Home | e-Portfolios Directory Login

-~ Remember me: )

Username: Password: Forgot your password? Click here. Log In

Welcome to Digication, a new concept in educational software that is easy
to master and simple to use. It has all the connectivity, file sharing and
online publishing tools teachers and students want.

Designed by educators to serve the core needs of teachers and students,

Digication opens the lines of communication by combining elements of »>
e-Portfolios and learning networks.

This software allows users to create a community that can learn and grow
both inside and outside the classroom.

2) Login with the credentials given to you. The username is usually firstname.lastname.
Click on “accept” when you come to the page that lists the terms and conditions.

Remember me: ]

Username: Password: Forgot your password? Click here. Log In

3) The first order of business is to change your password. Click on your name in the
upper right hand corner of the page.

Home | Calendar | People | Courses | e-Portfolios | Subscriptions | Administration | Reports Welcome, Norm | Logout | More

LAST 10  SHOWALL  DIRECTORY  BY COURSE  ?

ANNOUNCEMENT My e-Portfolios ) Create




4) Enter your new password and then retype it. **Do not add information for the SMS
Notification portion of this page**

You can always come back to this settings page by clicking on your name.

Home | Calendar | People | Courses | e-Portfolios | Subscriptions | Administration | Reports Welcome, Norm | Logout | More

LONGISIAND
UNIVERSTLY

EDIT USER PROFILE

My Account

Username: norm.sutaria@liu.edu
Login Page:

You can login at:
https://liu.digication.com

First: Norm

Last: ‘Suzaria

Password:

Retype Password:

Notification Email: norm.sutaria@liu.edu
This is where we will send all your Digication related emails

SMS Notification Address:
Currently we only support US phone numbers. Please enter your 10 digit phone number. This is for celiphones/pagers to receive notification about
events/class changes from faculty.

Email: O

Phone: @ | || -- Select a Carrier -- ~|




5) The “My School Profile” portion of the page is the profile picture and information
viewers will see when you leave comments on other pages.

My School Profile (only viewed by people in your school community)

Groups I am in: Admin, Faculty, Public Publishers, English 3A, English 2A, liz, Pelias Core Seminar Fall 2010, Goodman
Core Seminar Fall 2010, CW Post School of Ed HPEMS

Major:

Year:

School Email: norm.sutaria@my.liu.edu This email will show in your school profile

Website: http://

Image:

O Show my image to other users in the system
. ® Do not show my image
Browse...

New Image (all images will be resized to 100 x 100 pixels, 500kb max):

Save | or cancel

6) Click on “save” once you are done making your changes. You will then see this
screen. Click on “home” in the upper left hand corner in order to return to the Digication
home page.

Home | Calendar | People | Courses | e-Portfolios | Subscriptions | Administration | Reports Welcome, Norm | Logout | More

LONGISIAND
UNIVERSILY

PROFILE FOR NORM SUTARIA

My Info

Name:Norm Sutaria

School:

Member Since : Jan 18, 2010 2:10 pm
Other Site:

Major :

Year:

My e-Portfolios




Creating an ePortfolio from scratch

This section will guide you through the first part of setting up your ePortfolio from
scratch.

1) After logging in, click on the “create” button to the right of “My e-Portfolios”

LAST 10 SHOW ALL DIRECTORY BY COURSE 7

My e-Portfolios J Create

2) Give your portfolio a title. The “e-Portfolio web address” listed below the title is the
one you would send to others if you decide to make your portfolio public.

Home |Calendar | People | Courses ] e-Portfolios |Subscrlptlons |Admlnlstrallon | Reports Welcome, Norm | Logout | More

LONGISIAND

Create An e-Portfolio

Title of your e-Portfolio

My ePortfolio|

e-Portfolio Web Address
https://liu.digication.com/my_eportfolio2 Edit

3) You can either create a portfolio from scratch or use a template given to you by
another faculty member or an instructor. Please go to page 10 in order to learn how to
setup a portfolio from a template. (A template is a set of pre-defined sections and pages
for use in a specific folder.) We will be creating a portfolio from scratch in this tutorial.
Click on the “create from scratch” icon.

Choose A Template

| A
N =
Create from Sample QUEST Fall Honors HEOP: Sample
Scratch Portfolio 2010 English: Portfolio

Template Literature of
the Human...




4) Now you are going to explore how to change your theme, which is the color scheme of
your portfolio. Click on “use selected template’s theme” then click on “customize”. You

can use Cascading Style Sheets if you are familiar with CSS, but that is a more advanced
skill not covered in this tutorial.

Choose A Theme

¢ Use selected template's theme

Choose A Theme

X Use selected template's theme

Default Style
Customize

Click Customize to check your CSS

5) Your directory icon is similar to a Facebook profile picture and it will appear
alongside your portfolio. It is best to start with a profile picture that is 100 pixels by 100
pixels. If the picture isn’t sized correctly, only part of the profile picture will appear.

Close ©
Customize Theme

Directory Icon
. (- ‘4
- r
- -~ f'
o
im
Upload New Image
Browse... )



Examples of directory icons:

DPT Portfolio- Jason DPT Portfolio- Luz
Lakritz Angela Ramirez
A0S Norm Sutaria Core Y Core Seminar Portfolio
‘n ¥ / Seminar Portfolio... . Fall 2010 -...
e d ~L
| Test Burgos DPT- Daniel Renahan

6) You can also customize the banner across the top of your page and some of the
background colors. Any banner you create needs to be 779 pixels wide and 200 pixels
deep.

Header Image

() Upload new Image

Browse...

@ Default

Custom CSS Reset
body {
background: #EEEEEE;
color: #222222;
}
#site topnav ul 1i a {

color:#000000;

#header_container {
padding-bottom:0.5em;
padding-top:10px;

}

#header_container, #main_container {
background-color:#l FF;
border-color:#FF
border-style:solid;
border-width:0 10px;
position:relative;




7) The footer, which you can edit, appears at the bottom of each page.

Footer

portfolio By Me - Copyright 2011

8) Portfolios can be as private or as public as you like. You can also create an access list
for your portfolio. Click on your permission level and then on “custom permissions”

Permissions

© Private to me

© Private within Long Island University

© Public

Custom Permissions —

9) Be sure to click on “Show e-Portfolio in directory” so that there is a gray “x”.

Permissions

@ Private to me
© Private within Long Island University

© Public

Close ©

Additional permissions Role Delete

/| Search for User, Group, or Course

10) You can then add viewers to your portfolio by typing in their name. You can also
adjust their permission level and privileges using the drop down menu.

Close ©
> Show e-Portfolio in directory
Additional permissions Role Delete
</ | william
William Burgos (william.burgos@liu.edu) Viewer  v| Remove



11) Tagging allows viewers of your portfolio to add keywords and index your pages. It’s
up to you if you want to allow tagging or not.

Tagging

© Do not allow tags

© Allow tags

Create New e-Portfolio

12) Click on the “create new portfolio” when you are finished.

Create New e-Portfolio



Creating an ePortfolio from a template

This section will guide you through the first part of setting up your ePortfolio from a
template. Templates are pre-populated with the sections and pages you need for your
portfolio.

1) After logging in, click on the “create” button to the right of “My e-Portfolios”

LAST 10 SHOW ALL DIRECTORY BY COURSE 7

My e-Portfolios D Create

2) Give your portfolio a title. The “e-Portfolio web address” listed below the title is the
one you would send to others if you decide to make your portfolio public.

Home |Calendar | People | Courses ] e-Portfolios |Subscrlptlons |Admlnlstratlon | Reports Welcome, Norm | Logout | More

LONGISIAND
ONIVERSILY

Create An e-Portfolio
Title of your e-Portfolio
My ePortfolio|

e-Portfolio Web Address
https://liu.digication.com/my_eportfolio2 Edit

3) You can either create a portfolio from scratch or use a template given to you by an
instructor. We will be creating a portfolio from a template in this tutorial.

(A template is a set of pre-defined sections and pages for use in a specific class or
program.)

4) Click on “More Templates”

Choose A Template

Create from COSs 50 ARCC ePortfolio OT Portfolio
Scratch Goodman Fall Workshop Template
2010 Template

More Templates —

10



5) You will see this menu pop up. Click on “Long Island University Templates™ in the
first column. You can then select the template for your class from the center column.

Close ©

ARCC
Select
All Templates My Courses
C.W. Post School of
Education - Department of 4
Health, Physical Education . & r
i P p—
Basic and valement Science P
ePortfolio e r
Long Island University Templates X ) |
Core Seminar Portfolio Fall Core Seminar Portfolio Fall 2010 - Dr.

2010 - Dr. B
r. Burgos Burgos

Core Seminar Portfolio Fall
2011 - Dr. Burgos

(Click to preview in new window—)
Core Seminar Summer I -

Pelias

Core Seminar Summer I
2011 - Dr. Burgos v
€ D« »

6) Click on “Select” to choose your template. In this case we are selecting the template
for “Core Seminar Portfolio Fall 2010 — Dr. Burgos”

p

o

Core Seminar Portfolio Fall 2010 - Dr.
Burgos

~C

f

(Click to preview in new window—)

7) The template you selected should now be highlighted.

Choose A Template

o,
- ~7
—~¢
a
Create from Cos 50 ARCC ePortfolio OT Portfolio Core Seminar
Scratch Goodman Fall Workshop Template Portfolio Fall
2010 Template 2010 - Dr.
Burgos

More Templates —

8) Proceed to step 4 on page 6. Complete the steps from that point.

11



Creating Your Portfolio: Part I

Now that we have named the portfolio and created the shell, we are now ready to

review major sections of the portfolio.
The three major sections of the portfolio are the sections, pages and content.
Sections run across the top of the portfolio, while pages run down the left-hand column.

Content is in the center of every page.
Sections and pages help to organize and structure the portfolio. We are going to

create three sections in this example: Fall 2011, Spring 2012 and Summer 2012. Classes

from each semester will be housed in the pages area.
1) This is what your portfolio will look like after you click “Create New ePortfolio”

Welcome, Norm | Logout | More

Home | Calendar | People | Courses | e-Portfolios | Subscriptions | Administration | Reports
Edit “Preview “Published Portfolio Tools
LONGISIAND
UW
Test32
View Sections Add/Edit
Home
View Pages Add/Edit
No Content Added Yet
Home
Click a button below to continue.
) Add A Module

Welcome

Manage C

View C
Nobody has commented on this page yet. Be the

Leave A Comment:
first!

12



2) There are two sets of buttons that are very important on your portfolio page: the
“edit, preview and published” tabs and the “portfolio tools” drop down menu.
We’ll cover these later, but I wanted to make you aware of what they look like:

i5/Published

i Edit o Preview

Portfolio Tools

Adding Sections

3) We are now going to create sections for our portfolio. Locate the “view sections” and

“add/edit” buttons at the top of your portfolio.

View Sections Add/Edit
Home
View Pages Add/Edit
No Content Added Yet
Home
Click a button below to continue.
D Add A Module

Welcome

View Sections

4) Click on “add/edit” and then you will see a button called “Add Section”

View Sections Add/Edit

Click and drag sections to reorder. Click the icon next to any section to rename it.
) Add Section

Home 4

13



5) Click on “Add Section”

<) Add Section

6) Create a name for your section. In this case, we are going be creating the “Fall 2011”
section.

View Sections Add/Edit

Click and drag sections to reorder. Click the icon next to any section to rename it.

Section name: Fall 2011

Show Advanced

/' Save XA Cancel

7) Click on “Save” when you are finished typing in the section name.

« Save X Cancel

8) We are then going to add the “Spring 2012” section. Add the name and then click on
“Save”.

View Sections Add/Edit

Click and drag sections to reorder. Click the icon next to any section to rename it.

Section name: ‘ Spring 2012|

Show Advanced

/ Save X Cancel

Home 4 Fall 2011 4

14



9) Repeat for Summer 2012.

View Sections Add/Edit

Click and drag sections to reorder. Click the icon next to any section to rename it.

Section name: Summer 20122|

Show Advanced

«/ Save X Cancel

Home 4  Fall 2011 4 Spring 2012 4

10) Have you noticed that there’s a mistake? Click on the tiny pencil in order to edit a
section name or delete the section.

Summer 20122 4

View Sections Add/Edit

Click and drag sections to reorder. Click the icon next to any section to rename it.

Section name: Summer 20122

Show Advanced

< Save X Cancel Delete this section

Summer 2012 4  Home 4  Fall 2011 4  Spring 2012 4

11) See how the section looks by clicking on the “published” tab.

wEdit =Preview [2published

15



12) This is what the sections look like.

Home | Calendar | People | Courses | e-Por | ipti Administration | Reports Welcome, Norm | Logout | More

tEdit =Preview tspublished Portfolio Tools

LONGISIAND
UNIVERSITY

Test32

Fall 2011  Spring 2012 Summer 2012

Fall 2011

Adding Pages

1) Adding pages is very similar to adding and editing sections. Navigate to the
section where you would like some pages. In this case we are going to add pages
that contain classes under each section. We are going to add two classes as
“pages” underneath the Fall 2011 section.

View Pages  Add/Edit

Fall 2011

2) As with the sections, click on “add/edit”.
View Pages Add/Edit

Click and drag pages to
reorder. Click the icon next
to any pages to rename it.
Pages in italics are hidden
from your viewers.

&) Add Page

Fall 2011

16



3) Bio 5 and Sociology 3 were added as pages under the Fall 2011 section.

View Pages Add/Edit
View Pages Add/Edit

Click and drag pages to
reorder. Click the icon next
to any pages to rename it.
Pages in italics are hidden

Click and drag pages to
reorder. Click the icon next
to any pages to rename it.
Pages in italics are hidden

from your viewers. from your viewers.
Page name: Page name:
Bio | soc3|
Show Advanced Show Advanced
« Save % Cancel «/ Save ¥ Cancel

4) This is what the pages look like:
View Pages Add/Edit

Fall 2011

Bio 5
SOC3

17



Types of Modules

Modules allow you to add various types of content to your portfolio. You can add
pictures, video, audio, hyperlinks, downloadable files and, of course, text. Think of

modules as a set of stackable Lego blocks displayed on a specific portfolio page - you can
arrange them in any order you want.

There are six major types of modules available in Digication: image/video/audio,

rich text, gallery, contact form, Twitter and bookmarks. The rich text module is the
most flexible and multi-faceted.

You access the modules menu by clicking on “Add A Module”.

) Add A Module

Basic

Image/Video/Audio AbOUt MOdUIeS

Rich Text
Modules are blocks of information, such as text, or an image. You can

Gallery

add as many modules to a page as you need. Click a module at

Contact Form

see what it looks like.
Social

Working with the Image/Video/Audio Module

The Image/Video/Audio module allows you to add a picture, video or audio resource

1) From the module menu, select “image/video/audio” from the left-hand column.

) Add A Module

Basic

Image/Video/Audio

Image/Video/Audio
Rich Text
Gallery

Contact Form

Social

This module allows you to display a single large piece of media, such

as a movie, image, or audio file.

) Add This Module

18



2) Click on “add this module” and scroll down.

3) Click on the “edit” tab, which will allow you to add your image, video or audio file
then click on “Replace This Media”

View Media Edit Settings Publish Delete

DRAFT: This module has unpublished changes.

|4 Replace This Media

You have not added any media yet.

4) Now you can select media from your computer or from the web.

N.B.: It is recommended that you download any images from the web locally to your
computer and then upload them.

®0o0 My Assets

‘[D] digication.com https://liu.digication.com/myfiles.digi?type ] [Feedback v]

From My Computer Media From Web

File Your Image, video, or audio will be shown at most 500px wide.
Images will be resized to fit within this dimension, preserving their
original aspect ratio.

* File size limit: Each file must be 20MB or smaller.
» The following file types are accepted:

Browse for media

Done

19



5) Uploading a picture from your computer is simple. Click on the “From My Computer”
tab and then “Browse for Media”. Then select your picture. You will see a progress bar as
the picture is uploaded.

0o My Assets

I[D] digication.com https://liu.digication.com/myfiles.digi?type ] [Feedback v]

From My Computer Media From Web

File Your image, video, or audio will be shown at most 500px wide.
Images will be resized to fit within this dimension, preserving their
original aspect ratio.

« File size limit: Each file must be 20MB or smaller.
« The following file types are accepted:

Images: bmp, gif, jpeg, jpg, png, tif, tiff
Audio: mp3, wav
Video: avi, fiv, mov, mp4, mpeg, mpg, swf, wmv

Browse for media

File Progress "IMG_4637.JPG"
44%

Upload with 543 kB/s. Time left: ~5sec

Remove IMG_4637.)PG

Done

x wIEI L/

6) The picture will then appear in the module. The final step is to “publish” the module
by clicking on “Publish All” and then “Publish All Changes”.

@ Add A Module «/ Publish All

View Media Edit Settings Publish Delete

DRAFT: This module has unpublished changes.

j Replace This Media

20



7) The settings tab allows viewers to download your image.

View Media Edit Settings Publish Delete
DRAFT: This module has unpublished changes.

[ I want others to be able to download this

8) The delete tab allows you to delete the Image/Video/Audio module.

Embedding Videos in Digication

Have you ever seen blogs or websites where they allow you to play a video that is
from YouTube or Vimeo? The technique used to pull the video from those sites to yours
is called “embedding”. Digication allows you to embed videos from a variety of websites,
the two most popular being YouTube and Vimeo.

A word of caution: not all YouTube videos allow embedding and, if the video is
removed from YouTube by the owner, it also disappears from your portfolio page.
If you create videos on a regular basis, you might consider setting up your own YouTube
account.

1) Our first step is to go to YouTube (or any of the other video resources) and copy
the “embed” code. In this case, we are using Steve Jobs’ Stanford University
commencement speech from 2005.

You Tuhe Q Browse Movies
Steve Jobs' 2005 Stanford Commencement Address
StanfordUniversity y @ Subscrive 1,451 videos

&k ® +Addto Share || P || &5 13,448,627

21



2) Click on the “share” button at the bottom of the video.

&Lk @& 4+ Addto Share I =] 13,448,627

http://youtu.be/UF8uR6Z6KLc Embed Email Iz

Options ~ More ~

Watch with your friends.
Start a Google+ Hangout

3) Then click on the “embed” button. Customize your video; it is recommended you
choose the 640x480 pixel window. Copy the embed code.

&tk ®  + Addto~ Share | PN | = 13,448,627
http://youtu.be/UF8uR6Z6KLc Embed Email 1
Options ~ More ~

"http://www.youtube.com/embed/UF8uR6Z6KLc"
ameborder="0" allowfullscreen></iframe>

After making your selection, copy and paste the embed code above. The code changes based
on your selection.

™ Show suggested videos when the video finishes
(] Use HTTPS [?)

("] Enable privacy-enhanced mode [?]

[] Use old embed code [?]

420x 315 480 x 360 640 x 480 960 x 720 Custom
Width: px
Height: px

Watch with your friends.
Start a Google+ Hangout

4) Go back to Digication and the “replace this media” button. Instead of selecting
“From My Computer” select “Media From Web”.

21922A yM ANA
| 20l ,mod.ybbsoD :yd baitivaV
v sdbasd ‘ =9qyISipib.2slfyrm\ mod.noisdipib. uil\ T2GIHTHIO3:NoHEIPID [T
daW movd sibaM || 193ugmod yM movd
1x01 ari3 o3ni wolad 2ai2 arit T 90 vd babivorq 1xa2 badms ari7 yqod s269ld
.1xa1 badms ari bnit 03 %0l> 0f s19riw UOY 2woriz 5EMI AT .x0d
~  svooirign8 badm3
991u02
badm3
badms yqod .S
orl3 ni sbod
wobniw qu-qoq
“9bod 199" il .L
sivom Yo motiod
snoQ
NuIES B x

22



5) Select “YouTube” from the drop down menu and paste in the embed code.

600

[[D] digication.com https://liu.digication.com/myfiles.digi?type=

My Assets

] [Feedback X ]

From My Computer Media From Web

Please copy the embed text provided by one of the sites below Into the
text box. The image shows you where to click to find the embed text.

Smbed
Source
Embed

You[TD)

YouTube

popuIauIYg ¥~
il

URL ﬂt\oJ,wwAyOuluho.oom/wl
g youltube comiwalch?v=R20YSY!

ch?v=RROYSY:

Embed nittp:

re From channel

Copy embed code

Satefine Story - B8C
c How 10 VMR
—

o~ it metrod

Done

6) Click on “Done” and then publish the module
this:

View Media Edit Settings Publish Delete

Steve Jobs' 2005 Stanford Commencement Address

. Your embedded video should look like

23



Embedding Audio Files

There might be times when you want to embed an audio file into your ePortfolio. Perhaps
it’s an oral history, a song or a recording of a specific sound.

MP3 files are the only supported type of audio file.

1) Select “From My Computer”

e 0o My Assets
‘[D] digication.com https://liu.digication.com/myfiles.digi?type 1 Feedback ~

From My Computer Media From Web

File Your Image, video, or audio will be shown at most 500px wide.
Images will be resized to fit within this dimension, preserving their
original aspect ratio.

« File size limit: Each file must be 20MB or smaller.
« The following file types are accepted:

Browse for media

Done

2) Browse for your audio file and click on upload/open. This is what it will look like
when it is uploading.

1®00 My Assets
|[D] digication.com https://liu.digication.com/myfiles.digi?type ] Feedback v

From My Computer Media From Web

File Your Image, video, or audio will be shown at most 500px wide.
Images will be resized to fit within this dimension, preserving their
original aspect ratio.

« File size limit: Each file must be 20MB or smaller.
* The following file types are accepted:

Images: bmp, gif, jpeg, jpg, png, tif, tiff

Video: avi, fiv, mov, mp4, mpeg, mpg, swf, wmv

Browse for media

File Progress "459685_Buoyancy.mp3"

22%

Upload with 223.6 kB/s. Time left: ~44sec

Remove 459685 Buoyancy.mp3

Done

24



3) Click on “done” when finished and then publish your module. Your mp3 player

window will look like the one below:

View Media Edit Settings Publish Delete

Working with Text

The “rich text” modules offer the most flexibility and customization of any of the
modules. You can add words, pictures, hyperlinks, audio files and downloadable files all
in one location. This section will guide you through the basics of using rich text
modules.

A word about Word

It is highly recommended that you compose any text in Microsoft Word, save it locally to
your computer and then copy and paste it into the rich text module.

Please note the following:

formatting of regular Word documents will not hold when they are transferred to
the rich text module; this includes footnotes.

Tabs will not hold when copied and pasted.

Be sure to pay attention to the paragraph breaks when copying and pasting text.
All text will be single spaced.

Pictures that are inserted in a Word document will not show up in the rich text

module when you perform a copy and paste. All pictures must be placed into the
rich text module manually.

25



Using a Rich Text Module: Setting up the module

1) Select “Add a Module”, then select “Rich Text” from the left-hand column.

& Add A Module « Publish All

Basic

Rich Text
Image/Video/Audio

Rich Text

Gallery

Contact Form

Social

This module provides a rich text area that can contain formatted text

and display links, files, and images inline.

& Add This Module

2) Click on “Add This Module” then click on “Edit” to begin working on the
module.

View Text Edit Publish Delete

DRAFT: This module has unpublished changes.

This module was last edited on Jan 18, 2012 at 11:59 AM

/ Save

W ===
.;A,' Fontfamily  ~ Font size | B

o
e B
E J
il
11
i
¢
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Using a Rich Text Module: adding pictures within text

Adding text to a rich text module is very easy; you copy and paste the text in from Word
and double-check the formatting.

Pictures can also be added to the module and they can be placed so that text “flows”
around the module.

1) Add all of your text, check the formatting and then hit “save”. In this case we are
using five paragraphs of dummy text.

View Text Edit Publish Delete

DRAFT: This module has unpublished changes.

All changes saved

' Save
g eS| @A EsEsIlRY
A - Fontfamily ~ Fontsize | B I U sz = iE | T~

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Suspendisse eu tortor a
lorem volutpat blandit. Curabitur eu suscipit ipsum. Vestibulum ac viverra leo.
Curabitur aliquet dictum eros, non fringilla sapien tristique nec. In hac habitasse
platea dictumst. Suspendisse vitae risus tortor, non rutrum dui. Lorem ipsum dolor
sit amet, consectetur adipiscing elit. Cras eleifend diam eget justo aliquam volutpat.
Nulla facilisi. Phasellus tincidunt sem quis metus tempus non consectetur diam
dignissim. Suspendisse potenti. Curabitur lacus ligula, commodo quis ultricies vel,
pretium sed orci. Cras quis lectus eu nibh vulputate rutrum sit amet ut metus. Nulla
vitae eros a tortor aliquam sodales et in massa.

Curabitur est velit, malesuada eget scelerisque et, volutpat vitae dolor. Nulla facilisi.
Mauris bibendum vestibulum dui, tempor pulvinar libero ornare vitae. Aliquam
volutpat luctus sem, et suscipit enim accumsan eget. Cras in est non risus iaculis
condimentum. Nullam felis ipsum, pharetra non tempor sit amet, commodo ac erat.
Donec dolor sapien, luctus sit amet porttitor sed, mollis vitae justo. Donec cursus
suscipit urna, at pretium nisi adipiscing a.

Vestibulum pellentesque imperdiet tortor quis imperdiet. Nam venenatis molestie

pharetra. Vestibulum ante ipsum primis in faucibus orci luctus et ultrices posuere

2) Place your cursor where you would like to insert a picture

Lae 115Ud it
elit. [cras el
sem quis m

3) Select the “insert media” button from the toolbar:

| I3 |12 F
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4) Find and upload your picture.

[ A |

From My Computer Media From Web

File Your image, video, or audio will be shown at most 500px wide.
Images will be resized to fit within this dimension, preserving
their original aspect ratio.

« File size limit: Each file must be 20MB or smaller.
« The following file types are accepted:

Images: bmp, gif, jpeg, jpg, png, tif, tiff
Audio: mp3, wav
Video: avi, flv, mov, mp4, mpeg, mpg, swf, wmv

se for

File Progress "IMG_4637.JPG"
99%

Upload with 424.8 kB/s. Time left: ~

Remove IMG_4637.JPG

5) Scroll down using the blue scroll bar along the right hand side. We need to align
the picture to the left so the text will flow around it.

Remove [MG_4637.JPG

Alignment Left

* 223 |

Dimensions

6) The picture will appear with the text flowing around it. You can then adjust the
text or the picture itself.

View Text Edit Publish Delete

DRAFT: This module has unpublished changes.

All changes saved

/ Save

9 oo @ s IE

A - Fontfamily - Fontsze - | B 7 U 4 |iT i= |e2 ¢5 |~
VTSI VOILLEL DI UL, CUTEUILUT U SUSUIDIL IPSUIIL VESULUINT v vIver d 160,

Curabitur aliquet dictum eros, non fringilla sapien tristique nec. In hac habitasse
platea dictumst. Suspendisse vitae risus tortor, non rutrum dui. Lorem ipsum dolor
sit amet, consectetur adipiscing elit. Cras eleifend diam eget justo aliquam volutpat.
W Nulla facilisi. Phasellus tincidunt

sem quis metus tempus non

consectetur diam dignissim.

Suspendisse potenti. Curabitur
lacus ligula, commodo quis
ultricies vel, pretium sed orci. Cras|
quis lectus eu nibh vulputate
rutrum sit amet ut metus. Nulla
vitae eros a tortor aliquam sodales
et in massa.

3= i Curabitur est velit, malesuada
. ! - ;
N . eget scelerisque et, volutpat vitae
dolor. Nulla facilisi. Mauris
bibendum vestibulum dui, tempor pulvinar libero ornare vitae. Aliquam volutpat
luctus sem, et suscipit enim accumsan eget. Cras in est non risus iaculis
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7) You can make the picture larger or smaller. Click on the picture so little square
“handles” appear on the border of the picture. Grab the picture at one of the
corners and drag to increase or reduce its size. You can also play with the
alignment of the picture by clicking on the left, center or right justify buttons in
the toolbar while the picture is selected.

sit amet, consectetur adipiscing elit. Cras eleifend diar

8) Don’t grab any of the handles except for the corners or you might end up with a
picture that looks like this:

View Text Edit Publish Delete

DRAFT: This module has unpublished changes.

All changes saved

«/ Save

9 o6l IE = REA

A - Fontfamily ~ Fontsize B 7 U ¢ |:Z = E |25 [T~
1UTEIT VUIULPEL UISHUIL. LUTaUILUT EU SUSUPIL IPSUITL VESUDUIUIT 6L VIVET T 18U,
Curabitur aliquet dictum eros, non fringilla sapien tristique nec. In hac habitasse
platea dictumst. Suspendisse vitae risus tortor, non rutrum dui. Lorem ipsum dolor
sit amet, consectetur adipiscing elit. Cras eleifend diam eget justo aliquam volutpat.
Nulla
facilisi.
Phasellus

consectetur diam dignissim. Suspendisse potenti. Curabitur lacus ligula, commodo
quis ultricies vel, pretium sed orci. Cras quis lectus eu nibh vulputate rutrum sit
amet ut metus. Nulla vitae eros a tortor aliquam sodales et in massa.

29



9) Publish the module as usual after inserting your image. Some tweaking might be
necessary to get the picture and text looking just the way you want it.

View Text Edit Publish Delete

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Suspendisse eu tortor a lorem
volutpat blandit. Curabitur eu suscipit ipsum. Vestibulum ac viverra leo. Curabitur
aliquet dictum eros, non fringilla sapien tristique nec. In hac habitasse platea dictumst.
Suspendisse vitae risus tortor, non rutrum dui. Lorem ipsum dolor sit amet, consectetur
adipiscing elit.

Cras eleifend diam eget justo
aliquam volutpat. Nulla facilisi.
Phasellus tincidunt sem quis
metus tempus non consectetur
diam dignissim. Suspendisse
potenti. Curabitur lacus ligula,
commodo quis ultricies vel,
pretium sed orci. Cras quis lectus
eu nibh vulputate rutrum sit amet
ut metus. Nulla vitae eros a tortor
i aliquam sodales et in massa.

Curabitur est velit, malesuada eget scelerisque et, volutpat vitae dolor. Nulla facilisi.
Mauris bibendum vestibulum dui, tempor pulvinar libero ornare vitae. Aliquam volutpat
luctus sem, et suscipit enim accumsan eget. Cras in est non risus iaculis condimentum.
Nullam felis ipsum, pharetra non tempor sit amet, commodo ac erat. Donec dolor
sapien, luctus sit amet porttitor sed, mollis vitae justo. Donec cursus suscipit urna, at
pretium nisi adipiscing a.

Using a Rich Text Module: Inserting Video and Audio
files

Text can not be flowed around video and audio files as with pictures, but you can insert
video and audio files into a rich text module.

1) Select the “insert media” button from the toolbar:

| I=a 3% &

ruU 4 | =

L —

B L L A S ~

2) Embed and insert the video or audio file as you would for the Image/Video/Audio
module.
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Using a Rich Text Module: Creating Hyperlinks

Creating hyperlinks allows you to send viewers to other websites and online resources.

1) Highlight the text you would like to turn into a link. Then click on the “hyperlink”
button, which looks like a linked chain.

|~

1
v
(]
n
&

2) A window will appear. Copy and paste the web address in; be sure to include the
http:// at the beginning. Select “open in a new window” from the Target menu.

=)

Insert/edit link

Link URL ‘hrtp://www.1yt|mes.com ]

Target ‘ Open link In a new window j

Title | |

-- Not set -- ~|

Class

3) Click on update; save and publish as usual. This is what the link should look like:

View Text Edit Publish Delete

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Suspendisse eu tortor a lorem
volutpat blandit. Curabitur eu suscipit ipsum. Vestibulum ac viverra leo. Curabitur
aliquet dictum eros, non fringilla sapien tristique nec. In hac habitasse platea dictumst.
Suspendisse vitae risus tortor, non rutrum dui. Lorem ipsum dolor sit amet, consectetur
adipiscing elit.

This is a link to the New York Times.

Cras eleifend diam eget justo aliquam volutpat. Nulla facilisi. Phasellus tincidunt sem
quis metus tempus non consectetur diam dignissim. Suspendisse potenti. Curabitur
lacus ligula, commodo quis ultricies vel, pretium sed orci. Cras quis lectus eu nibh
vulputate rutrum sit amet ut metus. Nulla vitae eros a tortor aliguam sodales et in
massa.
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Using a Rich Text Module: Adding Files for others to
download

Sometimes you might want to create a downloadable file. It could be a resume, a
PowerPoint presentation, a picture or any other type of file.

1) Create a rich text module and click on the “insert file” button.

3| &

0

2) Select and upload the file from your computer:

SX°)

From My Computer

File * File size limit: Each file must be 20MB or smaller.
+ The following file types are accepted:

Digication_e-PortfolioHelpGuide.pdf

File Progress
100%

Upload complete!

Remove Digication_e-PortfolioHelpGuide.pdf

3) Save and publish.

View Text Edit Publish Delete

Digication e-PortfolioHelpGuide.pdf
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Gallery Module: Uploading Images

The Gallery Module allows you to upload pictures and display them, along with captions,

as a photo gallery.

It is important to include some information in the captions so viewers know what they are

looking at and why you included the picture in your portfolio.

1) Click on “Add A Module” and select “Gallery”

&) Add A Module

Basic

Gallery
Image/Video/Audio
Rich Text

1

Contact Form

Social

This module can contain several pieces of media (videos, images, etc)

») Add This Module

2) Click on “Add this Module” and you will see this module appear:

View Gallery Edit Publish Delete

DRAFT: This module has unpublished changes.

You have not added any media to this gallery yet.
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3) Select “edit” from the tabs.

View Gallery Edit Publish Delete

DRAFT: This module has unpublished changes.

© Add Media

4) Click on “Add Media” and navigate to your pictures. Consider placing all of your
images in one folder before uploading to the gallery. You can upload more than
one picture at a time; hold down the “command” or “alt” button to select multiple

pictures.
LOOLO. Select file(s) to upload by liu.digication.com
[« ») (227 =]m] [@ Photos Fé-! Q search
¥ DEVICES v & iPhoto
|_| NO NAME & E Events
¥ PLACES _IEAS
[ Deskeop [_) Oct 31, 2010
@Y pebk 5] Last 12 Months
ﬁ Applications \Q Last Import 4
(L] Dropbox * Flagged — b4
[¥) liu_sub-1.paf sl =aaii
(L] BLI Meeting "— r'“ m m
¥ MEDIA - b amn ) - -
J Music IMG_4634 IMG_4635 IMG_4636 IMG_4637 IMG_4638
=P _ '
& Movies ‘ g
o ‘,& )
L i 4 m
IMG 4640 IMG 4641 IMG_4642 IMG_4643
- g
"ﬂ.’
IMG_4645 IMG_4646 IMG_ 4547 IMG_4648

Cancel @
4
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5) Once the images have loaded, you can edit the captions and change/delete
pictures as needed.

View Gallery Edit Publish Delete

DRAFT: This module has unpublished changes.

Select thumbnail layout: e 0 oo © Add Media
- R =

Link to this slide

¥ Change Image/Video ¥ Edit Caption X Delete
Link to this slide

¥ Change Image/Video > Edit Caption X Delete
3. Link to this slide

-..' ¥ Change Image/Video ¥ Edit Caption X Delete
4. Link to this slide

- % ¥ Change Image/Video > Edit Caption X Delete

5. Link to this slide
\i‘ ¥ Change Image/Video > Edit Caption X Delete

6) Publish your gallery.

View Gallery Edit Publish Delete
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Gallery Module: Adding and Editing Captions

1) Click on “edit caption”, add your caption and then click on “Save Caption”

LI, Link to this slide
¥ Change Image/Video ¥ Edit Caption X Delete
« Save Caption
@R E=sEEsBR A
A - Fontfamily - Fontsize - | B I U &= = 4

Gallery Module: Selecting Thumbnail Layout

You can also select how you want your thumbnail pictures to appear by clicking on
“Select Thumbnail Layout” at the top of your album.

Your thumbnails can appear across the top of your album, down the left-hand side or they
can appear as numbers across the top — it’s up to you!

View Gallery Edit Publish Delete

DRAFT: This module has unpublished changes.

Select thumbnail layout: g 0 e © Add Media
— e s
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Working with the Contact Form

The contact module allows viewers to send you a message through the portfolio system
without you needing to reveal your email address.

1) Select “Contact Form” from the module menu. Add the module.

2) Add A Module
Basic

Contact Form

Image/Video/Audio
Rich Text
Gallery

Contact Form

Social

This module provides a way for viewers to send you information via

email without revealing your email address

) Add This Module

2) You will then see this form appear. It is the same one your viewers will see.

View Contact Form Settings Delete

Your Email:
Subject:

Message:

Please copy the letters at right: duiqqm

Send Email [
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3) Click on the settings tab and enter the email address where messages will be sent:

View Contact Form Settings Delete

Enter your email address here. Viewers will be able to send you information via
email without revealing your email address.

Email: | norm.sutaria@liu.edu

Save

4) Click on “Save”. Your contact module will appear without the need
to publish it:

Your Email:
Subject:

Message:

Please copy the letters at right:
Send Email [
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Working with a Twitter Feed

Twitter is a micro-blogging platform that allows people to share their thoughts,
information and resources with others. Our ePortfolio platforms allows you to display
public Twitter feeds, either your own or those of people who you follow.

1) Select “social” and then “Twitter” from the modules menu.

) Add A Module

Basic Twitter Feed

Social

Twitter " e
Bookmarks -

2 Add This Module

2) Add the module. Click on “settings” tab.

View Settings Delete

Powered by
http://www.twitter.com/

3) Add the Twitter name of the person or organization you would like to follow. In this
case we are using LIU-Global’s Twitter feed.

View Settings Delete

Username: globalcollege

' Save
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4) Click on “Save” and the feed will appear.

View Settings Delete
a globalcollege Powered by
LIU http: //www.twitter.com/qglobalcollege

Hey PROSPECTIVE Students - There is a live chat tonight from 7:00-9:00 EST. Email
Susan.Smith@liu.edu for more... http://t.co/T99PBz2T

Help support LIU-Global alumni Lily Hanson, Elizabeth Rinaldi and Alicia White. They
are participating in the... http://t.co/CdfiMGir

Come to "Online Live Chat" Tomorrow from 7:00 pm to 9:00 pm. You are invited to
LIU Global's Live Chat for... http://t.co/7om5zs4K

A Global College (LIU Global) Experience article about our very own Caitlin Kawaguchi

written by WAC. http://t.co/12pHZ4M9

Hey Alumni, have you ever considered a career with the US Department of State?
View open positions at... http://t.co/ApXeqyOT

Working with a Bookmarks Module

A bookmarks module allows you and viewers to link your portfolio to a variety of
different websites including Digg, Diigo, LinkedIn, Facebook, MySpace, StumbleUpon
and Twitter.

1) Select “Social” and then “Bookmarks”. Click on “Add this module”
&) Add A Module

asic Bookmarks

Social

Twitter

Bookmarks

L fHEDE2

This module provides a set of links to popular social networking sites.

&) Add This Module
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2) The bookmarks module is now added; publishing of this module happens
automatically.

View Delete

Share This: l._ _ i_i_ _ m_ ﬁ_ @1_

Portfolio Nuts and Bolts: Moving Modules Around

You might want to rearrange modules after you’ve created them. Clicking on the “Drag
to Reorder” button along the right-hand side of each module will allow you to move
modules up and down in the hierarchy of each section or page.

) Add A Module

View Delete
sarenis: w0 B @) 8

View Settings Delete

a globalcollege Powered by
LIU http://www.twitter.com/globalcollege

Hey PROSPECTIVE Students - There is a live chat tonight from 7:00-9:00 EST. Email
Susan.Smith@liu.edu for more... http://t.co/T99PB2z2T

Help support LIU-Global alumni Lily Hanson, Elizabeth Rinaldi and Alicia White. They
are participating in the... http://t.co/CdfiMGir

Come to "Online Live Chat" Tomorrow from 7:00 pm to 9:00 pm. You are invited to
LIU Global's Live Chat for... http://t.co/7om5zs4K
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Portfolio Nuts and Bolts: Copying a Portfolio

Let’s say you create a portfolio for a class and want to make a copy of it in order to use
the content as a base for a career portfolio. Copying a portfolio is very easy.

1) Select “Make a Copy” from the Portfolio Tools dropdown menu.

Portfolio Tools
Settings
Submit
Download
Make A Copy

Organize

Delete

2) Name your new portfolio:

Home | Calendar | People | Courses | | | | Reports Wwelcome, Norm | Logout | More

LONGISIAND
UNIVERSILY

Make A Copy Title:

My Career Portfolio

Please fill out the form on the right
to continue.
Web Address:

https://liu.digication.com/ | Sutaria-CareerPortfolio|

Note: Make sure you choose a
unique web address.

Go»

Terms of Use | Privacy | Contact Us

. Copyright ® 2012. All rights reserved

3) You will see your new portfolio with a green text indicating that you are working
on a copy.

isEdit  oPreview  5/Published Portfolio Tools

My Career Portfolio

@
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Portfolio Nuts and Bolts: Deleting a Portfolio

Deleting a portfolio is a permanent action — please do so carefully.

1) From the “portfolio tools” menu, select “delete”.

Portfolio Tools
Settings
Submit
Download
Make A Copy

Organize

Delete

2) You will receive a warning before you delete your portfolio.

izsledit  l=Preview isPublished Portfolio Tools

My Career Portfolio

Confirm Delete: "My Career Portfolio"
Are you sure you want to permanently delete this ENTIRE e-Portfolio and all pages? This action CAN NOT be undone.

Delete Cancel
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