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An electronic portfolio (e-portfolio) is
a collection of artifacts and supporting
materials that document your learning
experiences and provide a way in which
to assess your academic progress.

Creating an E-Portfolio:
Getting Started

In this introductory workshop to creating an electronic portfolio you will discover the
basic concepts of designing and creating an e-portfolio. Topics include: overview of the
e-portfolio process, explanation of Adobe Acrobat and the Portable Document Format
(PDF), important design considerations, and understanding the e-portfolio workflow.

Course Expectations

*Attendance: Your presence during each of the scheduled workshops will
greatly enhance your ability to learn the technology necessary for putting
together an e-portfolio. This is your e-portfolio! Consequently, we will
only offer individual assistance and priority to those who attend all of the
required workshops.

*Attitude: While learning anything new (especially technology) can be a
daunting task, we expect that you begin this process with a willingness
to learn and a genuine desire to complete your e-portfolio. We cannot do
the work for you, but approaching the e-portfolio process with the right
attitude will make both our work and yours much easier.

*Assignments: Throughout the course of this semester there will be various
assignments and projects to be completed. We expect that you complete
all of the assignments on time, since each subsequent assignment builds
upon the previous assignment. Building an e-portfolio is not an overnight
project and cannot be completed all at once; there are several important
steps in the e-portfolio process, which is outlined below and should be
used as a reference guide to completing your e-portfolio.

*Attention: During each workshop we expect your full and undivided
attention. Missing even one important piece of information during a
workshop can easily cause your work on the e-portfolio to quadruple.

What is an E-Portfolio?

“. .. portfolios are highly regarded as effective learning tools which
encourage students to demonstrate many kinds of talent by creating and
collecting artifacts meant to represent effective thinking skills, positive
value states and additional accomplishments (Hauser, 1994, p. 50).
Portfolios inspire learning through a rich, authentic, and valid assessment of
student achievement (Calfee & Perfumo, 1993) . .. Such artifact collections
‘holistically portray student journeys toward various competencies’
(Hauser, 1994, p. 54).” K. Jensen & Vinnie Harris (July, 1999). The Public
Speaking Portfolio. Communication Education. Volume 48. (Pps. 212-
213).

An electronic portfolio (e-portfolio) is a collection of artifacts and
supporting materials that document your learning experiences and provide a
way in which to assess your academic and/or professional progress. There
are many reasons for creating an e-portfolio and many ways in which an
e-portfolio may be used:



ZIP Disk

When purchasing a ZIP disk for storage
of your e-portfolio files be sure to buy a
PC or IBM Formatted Zip disk!

A Mac formatted ZIP disk cannot be used
on a computer running the Windows
platform; however, a PC Formatted

ZIP disk can be used on a Macintosh
computer.

*Employment: an e-portfolio may be sent to a prospective employer
to give them a more complete picture of your academic learning and
applicable skills (university experience, professional experience,
technology skills, etc.)

*Graduate School: an e-portfolio may be used as an attachment to your
application for graduate school, offering more detailed information
about yourself and your ability to perform well academically.

eInternships: an e-portfolio provides an interactive and informative
picture of who you are and what skills you have to offer when applying
for a co-op or internship.

*Personal Reflection: an e-portfolio may also be used to create a
permanent archive of your learning and accomplishments, including
personal reflective statements, goals, and objectives.

Advantages of an E-Portfolio:
*Accessibility
*Portability
*Ease of Delivery
e[nteractivity
*Creativity

eTechnology

What is required for this course?

100MB or 250MB ZIP disk (PC or IBM Formatted ZIP Disk)
<<or>>

USB Thumb Drive

Blank CD-R (Recordable CD)

**Note:
3.5” Floppy Disks do not have the storage capacity required for creating an e-
portfolio and therefore are not recommended for use in this class.

250MB ZIP Disk

USB Thumb Drive




The E-Portfolio Process
Before you begin the e-portfolio process it is important to first define your
purpose and goals for the e-portfolio:

*Why are you creating an e-portfolio?

*Who is the intended (target) audience?

*What do you hope to accomplish by having an e-portfolio?

*What are your e-portfolio goals and expectations?

The E-Portfolio Process includes four
basic steps: collect, create/convert, com-
bine, and copy. The final e-portfolio will
be burned onto CD in Adobe Portable
Document Format (PDF).
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STEP 1: Collect

Before you begin the process of creating an electronic portfolio, it is
important to have all of your artifacts and materials together in one
folder. Make a list of all of the items you want to include in your
e-portfolio and begin compiling all of your documents, certificates,
awards, pictures, and multimedia materials (audio, video, digital images,
etc.) into a single folder. Be sure to keep a checklist of the items you
want to include in your e-portfolio but haven’t yet acquired (i.e., pictures
or video that you have yet to capture).

STEP 2: Create & Convert

This process will require the most attention to detail and take up the most
time in the e-portfolio process. Once you have all of your artifacts and
materials together and ready to include in the e-portfolio, you will create
a storyboard for each page (or screen) of your e-portfolio. In the Basic
Storyboarding Workshop you will learn how to effectively brainstorm
and put your e-portfolio ideas (including layout and design, navigation,
and content) onto paper. Then, using your storyboard as a guide, you will
begin the process of converting your portfolio into an electronic or digital
format. This process involves using Adobe Photoshop to scan images
(photos, awards, certificates, and other images), which can then be placed



into PowerPoint to be included in your final e-portfolio. You will use
PowerPoint to design and layout each screen of your e-portfolio (including
text and images). Additionally, you will convert your other Microsoft
Office documents into Adobe Portable Document Format (PDF). You may
also convert documents created in other applications into PDF format.
Once this step is completed you should have a folder that contains several
Adobe PDF files (including the original PowerPoint document).

STEP 3: Combine

The third step of the e-portfolio process involves combining all of your
PDF files from the previous step into a single PDF document. You

will use Adobe Acrobat to combine all of your PDFs, as well as to add
interactivity and links. Additionally, you may use Adobe Acrobat to add
multimedia content, such as Quicktime movies or audio files, to your
final e-portfolio. In the Adobe Acrobat Workshop you will learn Acrobat
basics, including how to combine multiple PDF documents, adding
interactivity and links, and setting document properties.

STEP 4: Copy

The final step of the e-portfolio process is copying your PDF file (and
all linked multimedia files) onto a blank CD-ROM. You will use CD
burning software (such as Toast Titanium) to burn your final e-portfolio
onto CD. Once this step is completed your e-portfolio is ready for
distribution and you are finished! However, if you would like to be
able to edit your e-portfolio, make changes, or add content later, it

is recommended that you also burn a second copy of your portfolio

that includes all of your original files (Adobe PDFs, Microsoft Word
documents, the original PowerPoint file, other Microsoft PowerPoint
presentations, and all original multimedia content--Quicktime movies,
sound files, Macromedia Flash files, HTML pages, etc.) This CD can
then be used as a permanent archive of your work, which can be accessed
and changed as necessary at any time. (The archive copy of your
portfolio will contain data only and will not be interactive.)




About Adobe Acrobat

Adobe Acrobat is a desktop productivity
tool for efficiently sharing information
online across a broad range of hardware
platforms and software applications
regardless of versions and fonts.
Acrobat allows the user to convert any
document created in any application

to Adobe Portable Document Format
(PDF), a standard for electronic
distribution that faithfully preserves the
look and feel of the original file, complete
with fonts, colors, images, and layout.
Adobe PDF files can be viewed and
printed by anyone with the free Adobe
Acrobat Reader software.

What is Adobe Acrobat? PDF?
The Adobe Website (www.adobe.com) provides the following description of
the Portable Document Format (PDF):

Adobe® Portable Document Format (PDF) is the open de facto standard for electronic
document distribution worldwide. Adobe PDF is a universal file format that preserves

all of the fonts, formatting, colors, and graphics of any source document, regardless of

the application and platform used to create it. PDF files are compact and can be shared,
viewed, navigated, and printed exactly as intended by anyone with a free Adobe Acrobat®
Reader. You can convert any document to Adobe PDF, even scanned paper, using Adobe
Acrobat software.

Adobe PDF is the ideal format for electronic document distribution because it transcends
the problems commonly encountered in electronic file sharing. Anyone, anywhere can
open a PDF file. All you need is the free Acrobat Reader. PDF files always display exactly
as created, regardless of fonts, software, and operating systems. PDF files always print
correctly on any printing device.

Adobe PDF also offers the following benefits:

*PDF files can be published and distributed anywhere: in print, attached to e-mail, on
corporate servers, posted on Web sites, or on CD-ROM.

*The free Acrobat Reader is easy to download from our Web site and can be freely
distributed by anyone. More than 110 million copies have been downloaded or preloaded
onto PCs.

*Compact PDF files are smaller than their source files and download a page at a time for
fast display on the Web.

*Using Acrobat software, bookmarks, cross-document links, Web links, live forms,
security options, sound, and video can be added to PDF files for enhanced online viewing.
(Adobe, 2000)

Other E-Portfolio Programs:
*LaGuardia Community College: E-Portfolio Project
www.eportfolio.lagcc.cuny.edu
eIndiana University: Purdue University Institutional E-Portfolio
www.iport.iupui.edu
*Alverno College: Diagnostic Digital Portfolio For College Students
www.alverno.edu/academics/ddp.html
*College Senior Portfolio: Kalamazoo College
www.kzoo.edu/pfolio/
*Cascadia Community College: e-Portfolio Project
http://www.cascadia.ctc.edu/eportfolioweb/

For More Information:
*Helen Barrett’s Electronic Portfolio Site
http://electronicportfolios.com/
*ERIC Digest Article on Electronic Portfolios
http://www.ericfacility.net/ericdigests/ed390377.html





