Creating an Academic ePortfab

Creating an ePortfolio as a SharePoint Workspace in My Site

A Workspace is the term used by SharePoint to indicate ss#ealereated for the purpose of sharing
materials needed for a project or meetin®y creating a Workspace in your My Syteyl as he
administratorcancontrol to whom you allow access. It also allows you to create Document Libraries,
Photo Libraries, Lists of links, as well as control what items are displayed on the maiVmgall use
the creation of arAcademic Portfolicas anexample of creating a Workspace in My Site that uses
multiple functions of SharePoinHere are the steps:

1. Plan.
Decide on the purpose of the site and what types of materials will need to be placed there.

a) The purpose of an Academic Portfolio isiémnonstrate your academic accomplishmesygecial
achievementsind chronicleyour progression through medicsghool It offers a place for you to
reflect on your progression thru medical schdbprovides a place to organize and display
examples of yar work todemonstrate mastery of specific competencies. This data can be
sharad with your advisos and mentors who may help you through timeaacddemidifficulty
as well ashelp you make your specialtgreer choice The AssociatedDean of Student Adirs
could use some of the materials stored here to create the deans letter that will be sent to your
potential residency directors.

b) Based on this, what folders and objects do you Reed
i) Document Libraries

(1) Academic JournalTo contain an unofficial tratript, summary of the results of various
learning styles inventories as wellra$lections on your medical education, the success
or failure of your learning strategies to date, your progression towards becoming an
independent, lifelong learner, and yotareer choice feelings.

(2) Curriculum Vitae.To contain a copy of your CV to be updated as you progress through
medical school, with your extra curriculum activities, service, honors, awards,
publications, and national presentation¥ou should also p&a copy of your personal
statement here to be revised until time to submit it to ERAS for residency application.
Other ERAS documents can go here for safe keeping.

(3) Course ProjectsPlace a copy of any PowerPoints, papers, images, and other projects
creded as requirements for courses during medical school.

(4) ResarchProjects Place a copy of any posters, presentatigimnenat national
conferencespapers or publication in national journgsu create from researgtrojects
during medical school

(5) SpecialProjects

(6) Service Learning Activitie®lace a documertdescribingeach service learning activity in
which you participate with reflection ghe experience.

if) Lists Library

(1) My Links. List of links to other examples of your work, like videos of y@septations

posted on the intranet and your profile on the CoM website.

FSU College of Medicine
Spring 2008 Pagel



Creating an Academic ePortfdb

2. Create the Workspace.
a) Go to yourMy Siteon the Intranet: from the CoM main website, open the Intranet, and at the
top right of the screen, click oy Site

ATE i )
F\-'DC;E:E?E oF H”é“é':"cﬁ:?h My Site | My Links ~ | Welcome Clark, Mancy -

INTRANET | Al sites [l |2 Advanced search

Help Desk ' MNews & Events Faculty & Staff ' Students ' Alumni ' Sites

b) At the topright of the screen click oBite Actionsand selecCreate

Intranet = Clark, Mancy Welcome Clark, Nancy ~ | My Site | My Links @ |~
- . AN

@5 My site [ A sites [v] e [2] |=
My Home | My Profie 5t Actions - |

—— Edit Page

| L meNrary, it or web page b
Add a neWNrary, list, or web page to
\% ® Clark, Nancy 'I'LD—I this website.
@

. Add, remove, or update Web Parts on
Get Started with My Site ) this poge.
- Desc:r.lbe yourself and help others find VDI..I and know what you do _ Site Settings
View All Site Content = Identify the people you know and work with to put your personal netw - Manage site settings
to good use - - Web Pages
My Profile = Upload your picture to help others easily recognize you at meetings and type the URL in th _
» Details events server address t o Basic Page
- o Web Part Page
¢) UnderWeb PageselectSites and Workspaces @ Sites and

Workspaces

d) Complete theNew SharePoint Sitéorm asfollows:
1. UnderTitle and DescriptionseAcademic Portfolio
. Web Site AdessuseePortfolio
. Template SelectigrunderCollaboratiorpickBlank Site
. UnderPermissiongickUse unique permissions
. UnderNavigationand Navigation Inheritancéeave everything’es
. CliclCreate.

Clark, Mancy = Create > New SharePoint Site

New SharePoint Site

OOk, wWN

Use this page to create a new site or workspace under this SharePoint site. You can spedify a title, Web site address, and access permissions.

Title and Description Title:

Type a title and description for your new site, The title will be displayed on
each page in the site.

Academic Portfolio

e) It will ask you tdSet Up Groups fothis Site This is where you can set users if you know who
they will be. You wikventuallyneed to assign various Clerkship Directors and Education
Directors for some of your®year clerkships, because they will use the portfolio. Once your
clinicd academic advisor is assigned to you, you should give him/her permission to view your
portfolio. For now you can leave this unchanged, and later add u§gick OK
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f)

You will see the neyblanksite.

Intranet > Clark, Mancy

Welcome Clark, Nancy = | My Site | My Links = @

#28 Academic Portfolio

This Site: Academic Portfolio [v]

_____1A]

Home  Academic Portfolio

[ Ste Actions |

View All Site Content.
Documents
Lists

Clark, Nancy = Academic Portfolio

Discussions
Sites
People and Groups

&] Recycle Bin

Microgokt

Windows
SharePoint Services

oy

3. Create your Document Folders.

a)
b)
C)

d)

On the leftnavigation bar,click onDocuments

At the top of the screen, click dhe Createbutton

UnderLibraries slectDocument

Library.

Create Document Libraries for your

Academic Journal, CV, Course

Projects, Research Projects, Service

Learning Activities and Spat

Projects. Complete the fornmas

follows:

1. Name of the librarywhich is really
just a folder

2. [Description see suggested

descriptions for each library at -

right

UndemavigationselectYes

UnderDocument Version HistosglectNo.

. UnderDocument TemplateselectNone.

Document Libraries

@] Academic Journal

Course Projects

&

Curriculum Vitae

B

Research Projects

&

B

Special Projects

ooaw

4. How to Add Users.
Give permission to individuals to whom you wish to give access to the sit:

a)
b)

c)

UnderSite Actiong(top right) dick onSite Settings
UnderUsers and PermissionselectPeople and groups

Service Learning Activities

Description

Reflections on my medical education, the
success or failure of my learning
strategies to date, my progression
towards becoming an independent,
lifelong learner, and my career choice
feelings.

Required projects for courses, such as
PowerPoints, papers, and such.

Papers and posters from research
projects.

Chraonicle of each service learning
activity and a reflection of what I learned
from the experience.

Research Projects, Papers and Posters
for national conferences, journals, etc.

. CliclCreate. Repeat procesBom step a)until you havecreatedall of the libraries above.

rs and Permissions

@ People and groups

you will see a list of all assigned users. At this point only your name v © Advanced permissions

show up.

UnderNew, selectAdd Users New | - | Actions -

Settings -~

Add Users
Add users to a group or site.

New Group

Create a new SharePoint group.
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d) Type in theemail addressof any individals you wish to share your portfolio, such as your

Clark, Nancy > Academic Portfolio > Site Settings > Permissions > Add Users

Add Users: Academic Portfolio

Use this page to give new permissions.

Add Users Users/Groups:

‘fou can enter user names, group names, or e-mail addresses, ;cur'tis.s‘tine@med.fsu.edu
Separate them with semicolons,

Add all authenticated users

Give Permission Give Permission

Choose the permissions you want these users to have. You can add () Add users to a SharePaint group
users to a SharePoint group {which is already assigned to a

permission level), or you can add users individually and assign them

to & spedific permission level. ermissions this g
SharePoint groups are recommended as they allow for ease of ® Give users permission directly

permission management across multiple sites. D Full Control - Full control of the scape.

[[] Design - Can ceate lists and document libraries and edit
pages in the Web site,

O Contribute - Can create and edit items in existing lists and
document libraries,

Read - Read-only access to the Web site.

Send E-Mail Send welcome e-mail to the new users

Use this option to send e-mail to your new users. You can sacts
- h Subject:
personalize the message that is sent. " - " "
Welcome to the SharePoint site: Academic Portfolio
Links and information about the site will be added below your
personal message. Personal Message:

You have been given permission to view my Academic
Portfolio. If you have any comments or suggestions for
improvements, please send them to me.

advisor, the Dean of Student Affairs, efthey have to have a CoM accoul¥iou can also click
on the little address book icon to find people in the CoM directory. Ufaiee Permissign

make them aRealer. Decide whether you want to send them an email telling them they have
been added to your workspace, and @K

My Portfolio > Course Projects
. o ) Course Projects
e) To assigror Changwsers to deVIduaIISIngle Required projects for cUursEs,sud1asPUu\'ErPUinE,DaDErs.and%ﬁ'll‘
documents or folders do the following: New = Upload = Actons - | Setongs -
i) Navigate to the document library that containg ™ " odted
the file or folder that you want to assign a e BB
specific user access to. 2 Edtpropertes
i) Move your cursor over the file or folder name ;—f‘ P rm———
until you see the drop down arrow to the right B et o Outionk
of the name and click on itillustration at NertMe

right)
i) Click onManage Permissions [ - cou rome - octorng <= rermenons
iv) You will se¢he names of all | Permissions: Doctoring 1

This folder inherits permissions from its parent folder or library. To manage permissions directly, dick Edit Permissions from the Actions menu.
the people that have —
,

permission to look at the L

K K e / \sebastian.alston Read
contents. Click oActionsand i — e gemis ok Resd

. . . Copy permissions from parent, and
SeleCtEC“t Perm|SS|0nS then stop inheriting permissions. ED\maggie blackburn Read
Brummel-Smith, Ken User MEDen.brummel-smith Limited Access
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My Portfolio > Course Projects = Doctoring 1 > Permissions
Permis;jfons: Doctoring 1

e to assign users and groups permission to this folder. This folder does |

V) You can clicklewto add users or check the
names of users to remove, then under
ActionsselectRemove User Permissions

Use this p

Actions 7

New i
F ! Users/Groups
Alston, Sebastian

Type User Name

User MED\sebastian.alston
Baker, Dennis User MED\dennis.baker
F lackburn, Maggie User MED\maggie. blackburn

5. Uploading Your Documents and Files.

a) Open thedocument library andolder into which you wish to upload a document by clicking on
the foldernamelisted under Documents on the left side of the screen.

My Site | My Links =

_____12
[ Site Actions _}

Welcome Clark, Mancy =

]

Intranet > Clark, Mancy

Thig List: Academic Journal

@8 . .
@d Academic Portfolio

Portfolio
L3

view All Site Content

Home

Clark, Nancy > Academic Portfolio > Academic Journal
Academic Journal

Reflections on my medical education, the success or faiure of my learning strategies to date, my progression towards becoming an independent, lifelong learner,

and my career choice feelings.

= Spedial Projects

Upload Multiple Documents

Documents

! Academic Journal Mew * Upload | v | Actions Settings * View:  All Documents -
= Curriculum Vitae Type Upload Document Modified ) Modified By

= Course Projects There are n g.j Eg’,lf’;ﬂ:,‘jtﬁ,”,fh”g,:ﬂ” e " document library. To create a new item, dick "New” or "Upload™ above.

% Upload multiple documents from your

= Research Projects
computer to this library.

= Service Learning
Activities

b) Click onUpload Document Browse to the file ypwant to upload. It is a very good idea to
organize the files you want to put in
your portfolio into one folder in your My
Documents on your computer. Once
you have selected the file, hit tHgave
and Closéutton. If there are multiple

Clark, Nancy > Academic Portfolio > Curriculum Vitae > Upload Document t

Upload Document: Curriculum Vitae

Upload Document Name:
Weluster1\home\nancy.clark\personaly
Upload Muttple Fies. .

Overwrite existing files

Browse to the document you intend to upload.

files to upload use theUpload Multiple
C A f feadupe.
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6. Troubleshooting.

a) If you ever need to change the settings | ¥~ | Upksd - actons - | settngs - |
on a document library (folderppen the | " e i e okt Store acditorsd
There are no items to show in this view o information about each item, a

document librarygclick onSettings then
Document LibranSettings This will let
you modify librarieschang the title,
description, users, etc

Create View
Create a view to select columns,
filters, and other display settings.

Document Library Settings
Manage settings such as permissions,
columnsz, views, and policy.

7. Making your Portfolio Pretty. (optional)
a) SharePoint pages are rather dull with nothing on them but a list of file folders on the left side of
the screen You can make them look more like real web sites by usimgEdit Pagdunction
under the Site Actiondutton. Here is an example of a way to add interest to the main page
and make it more functional at the same time.

Intranet > Clark, Nancy > My Portfolio

82 My Portfolio

Welcome Clark, Nancy + | My Site | MyLinks = |

[o] £

This Site: My Partfolio

View All Site Content
Documents

This is my Academic Portfolio

= Curriculum Vitae Nancy B. Clark, M.Ed.

= Academic Journal
. Director of Medical Informatics Education
® Course Projects FSU College of Medicine
= Spedal Projects

= Research Projects

Mission of the FSU College of
Medicine

The Florida State University College of
Medicine will educate and develop
exemplary physicians who practice

patient-centered health care, discover
and advance knowledge, and are

responsive to community needs,

b) Adding Text to the page.

» Service Learning Academic Journal hd especially through service to elder,
Senvice L p vodied oy rural, minority, and underserved
- populations.
Frctures @j Reflections on my learning styles and strategies @ Clark, Nancy
S Wase ] Results of Learning Styles and other Inventories @ Clark, Nancy
= [ Add new document / it \
Lists
= Links to My Videos and - Ly
Posters Curriculum Vitae il
Type MName _) Madified By 1 o
Discussions i | | L
= J Nancy's CV Professional 2007 ® Clark, Nancy 7] ME y
_ [ Add new document = 4
2] Recydle Bin COLLEGE of MEDICINE

1. SelectEditPagefrom underSite Actions Click orAdd a Web Parto the Left column.

Intranet > Clark, Nancy
I-] - -
&% Academic Portfolio

Version: You are editing the Shared Version of this page

Welcome Clark, Nancy = | My Site | MylLinks = |
_____1A]

Exit Edit Mode %

This Site: Academic Portfolio u

/

view All Site Content
Documents

Clark, Nancy = Academic Portfolio
Left
= Academic Journal
= Curriculum Vitae
= Course Projects
= Spedal Projects
= Research Projects
= Service Learning
Activities
Lists
Discussions
Sites
People and Groups

5] Recycle Bin

B, Add a Web Pa

Right

e

B}, Add a Web Part
Site Image
May
—

Windows
SharePoint Services

edit - | X
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2. UnderMiscellaneous you should see th€ontent Editor Web Part Click that, then at
the bottom click Add.

3. Inthe new Content Editor Web Part box that will appear in on the page

=l Add a Web Part

Content Editor Web Part edit - | X

To add content, open the tool pane and then click Rich Text Editor.

4. dickonopen the tool pangthen clickRich Text Editar You will see the text editor box.
Press the space bar to begin entering teXbu can use the formatting provided. It is
written in HTML, so usshift-Enterto keep from getting blank lines.

/

5. Type in something like the title | welcome to my Acade mic Portfolio
at right. Use the Heading and

other formatting options to
make attractive. Use ShiEnter
for single spacing. When you
are finished, cliclOK

Jane Doe , BS, MPH

Medical Student
FSU College of Medicine

c) Add Images.

i) To use a picture, you either have to create a picture library, just like you would a document
library, then you need topload an imagéike the College of Medicine studelago to that
picture library Add an Images Web Part to the page linking ithe image in the image
document library.You have to put in the URL to the image. Youatsm link toyour image
from the FSU CoM web site. For example, if | gto picture on my web profile page in
the student directory and right click on it, andtdProperties, it shows me the URL for that
image. Copyhe URL and paste thanh this Image Web Part form. For example:
http://www.med.fsu.edu/images/faculty/nancy.clark.jpg

FSU College of Medicine
Spring 2008 Page’/



