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TUTORIAL

EPORTFOLIO GUIDE FOR TAP
(TENURE AND PROMOTION)

This tutorial serves as a guide for setting up the Tenure and Promotion (TAP)
eDossier Template page and files.

Part I: Copying the TAP Template

1. Login and click the “My ePortfolio” tab.

PACE UNIVERSITY

For help, email acadtech@pace.edu or
contact the TS Helpdesk at

pacehelpdesk@pace.edu or
914-773-3333
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2. Under Pages, Click “Copy a Page”.
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DASHBOARD MY EPQRTFOQLIO CONTENT GROUPS ADMINISTRATION

Collactions 3’3'&::: me  Shared withms Export mport

Pages i

Search: (Title, description, tags) Sort by- Pag €2] Copyapag
Title, description, tags v A\

3. Search for the page titled “Tenure and Promotion (TAP) eDossier TEMPLATE”
by the Academic Portfolio Workshop.

DASHBOARD MY EPORTFOLIO CONTENT GROUPS ADMINISTRATION

E Collactions 3’3'%::_. me Shared with ma  Export mport

Copy a page or collection

|

Here you can search through the pages that you are allowed to copy as a starting point fer making a new page. You can see a

preview of each page by clicking on its name. Once you have found the page you wish to copy, click the corresponding "Copy
page’ button to make a copy and begin customising it. You may also choose to copy the entire collection that the page belongs to

by clicking the corresponding "Copy collection” button.

4. Once you find the page, select the “Copy Page” button.
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Copy a page or collection

Tenure and Promatior

Here you can search through the pages that you are allowed to copy as a starting point for making a new page. You can see a
preview of each page by clicking on its name. Once you have found the page you wish te copy, click the corresponding "Copy
page” button to make a copy and begin customising it. You may also choose to copy the entire collection that the page belongs to

by clicking the correspending "Copy cellection” butten.

COLLECTION TITLE PAGE NAME OWMER

Tenure and Promotion (TAP) eDossier TEMPLATE Academic Portfolio Workshop

5. Make sure to click Save at the bottom of the page.

No title | Edit title and description
Display page @ Share page # Editcontent  [T] Editlayour | £ Edit title and description
Page title” Tenure and Promotion (TAP) eDossier TEMPLATE

Page description

~  Paragraph - B I

p Words: 0

Tags Type in a search term o

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

MName display format * Display name (Brian Gregory (bgregory)) ~

How do you want people who look at your page to see your name?
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6. Once the page is saved, you will be taken to the editing mode of your TAP page. There
you will see a list of empty folders. To populate these folders with your files, follow the
instructions below.

Tenure and Promotion (TAP) eDossier TEMPLATE | Edit content @
Display page @ Shars page # Editcontant | [T] Edit layout ﬂg Edit title and description
Th o sh o preview of what yo age looks like. Changes are saved automatically.
:'fg on e page to agd ti m .'.3\ then also na the 35%9 to C"B'_ZE thel o
A T 1. CURRICULUM VITAE (CV) # o
Eal Image Emet
v B Med 2. EXECUTIVE SUMMARY A
w g Journal ls —
v = Generl
© & Personslinfo 3. TEACHING PORTFOLIO A |
v F Exeornl B Stotement
€
[ ] Supporting Documents
4. SCHOLARSHIP/RESEARCH PORTFOLIO A
B Swement
[ ] Supparting Documants
5. SERVICE PORTFOLIO oo
B Sorement
[ ] Supporting Documents
6. PROFESSIONAL/PRA...LIO (OPTIONAL) LA
7. ADDENDUM L
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Part II: Populating the Folders

1. Click on the ePortfolio icon to be taken back to the Homepage

e Search & Brian Gregory ¥ My Students L Settings =0 @ Logout
PACE UNIVERSITY ) ) )

DASHEOARD MY EPORTFOLIO COMTENT GROUFPS

ADMINISTRATION

Page saved succassfully

2. Once at the homepage, select the “Content” tab.

(e

Ssarch -
PACE UNIVERSITY

DASHEOARD MY EPORTFOLIO ‘ COMNTEMT \ GROUPS ADMIMISTRATION

3. Under Content, select “Files”.

(e

Search & Br
PACE UNIVERSITY

DASHEOARD MY EPORTFOLIO COMTEMT

:':-'-::':'..'-::.:.":i Rasuma Plans Motes

GROUPS ADMIMISTRATION

4. Asyou scroll down the “Files” page you will see all of your files and folder. Select the
“Viewfiles” folder, this is the folder where your TAP subfolders are located.
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& Create folder

HOME
= crirminsl prafling images 18112015
b Caurricudar Folder 122014

= vimehles Files from copied pages 10002205

5. Within “Viewfiles” there will be another subfolder with a 6 digit number with the
description “Files copied from Tenure and Promotion (TAP) eDossier
TEMPLATE.” Click the title of the folder.

& Create folder

HOME / VIEWFILES

m
Ll

ESCR 3 Al = OATE
—t e 1

=) Pl o Y ) =

: Parent folder Plarsmt faldsr

b 187634 Fil=s r_:Piud from Showesss (20673) 1022015 r m'

= 187934 Filaz copiad fram Showease (20961) 17022013 & | O

I b 234289 Files copiad fram Tenure and Promotion (TAF) aDossier TEMPLATE Q082G " m' I
£ 1 cldar cants iph
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6. You can now see your list of TAP folders. Here you can populate each folder with files
from your computer of flash drive. For example, to upload a document in the Executive
Summary folder, click the title of the folder.

Files ©

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

Upload file

[C] Yes: The file 1 am sttempting to upload is my own or | have exprass rie

permission to reproduce and/or distribute this item. My use of this Browse... | Mo files salectad.

file does not breach any local copyright lagislation. This file also (Maximum upload siza SOME)

adherss to the terms and conditions outlined on this site.

Drop files here to upload

HOME / VIEWFILES / 234289

Parent folder

Parant folder

05/08: 2016

1. Curmculum: Vitse (CV)
2 Exmcutive Summary O5/08/2016
3. Taaching Portfcks O5/082016
4. Schalarchip/Rezearch Portfolic OS{082006
3. Serwica Portfclia 05/ 082016

&, Professiansl/Pra..lio (OPTIOMALY OS/02/2016

J

"% % % % %N
B 8 B8 8 B8 B8 B

(ﬂ'ﬂﬂﬁ'ﬂ'ﬂ'”\

7. Addandurm 05/08/2016
D oldar conte ip
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7. To upload a file, select the box next to “Yes” and browse your computer for the file.

Files ©

Organize v New folder

Pictures library

Includes: 2 locations

¢ Favorites
B Desktop

8 Downloads
3 Dropbox

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

Upload file

[ Yes: The file | am gttempting te upload is my own or | have express ri=

permission to reproduce and/for distributs this itam. My use of this Browse... | Me files selected.

file does not breach any local copyright lagislation. This file also {Maximum upload siza SOME)

adheres to the terms and conditions outlined on this site.

Drop files here to upload
& Create folder
@ File Upload =)
@@i =/ » Libraries » Pictures » B S 7 |
=~ [0 @ [P ateog B

Arrangeby: Folder v

RY

] Recent Places

& Google Drive

9 Libraries

i
i

Logitech
Webcam

LS

} BB

Desktop_comput
er_clipartpng |

Sample Pictures

E Porsfalo INT 1968)

| 5| Documents

& Music

| Pictures
B videos

1% Computer
&, Local Disk (C)
- Backup ()

€ Network

File name: Desktop_computer_clipart.png

= 1. Curriculum Vitae (CV)
= Executive Summ
= 3. Teaching Portfoko

- [AnFiles ) -
Open  |+] Cancel | I
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Once the file is done uploading it will be highlighted on the bottom of the page, within

the folder.

Files ©

noaces Lirs
.-G:-'E'.—. L'ra

I Upload of Desktop_computer_clipart png to 2342789 complate

Upload file

Yes: The file | am attampting to upload is my own or | have exprass
parmission to reproduce andfor distribute this itam. My use of this
file does not breach any local copyright lagislation. This file also

adheres to the terms and conditions outlined on this site.

BS Creats folder

HOME / VIEWFILES / 234289

:.E

Browse... | Mo files salected.

[Maximum upload size SOMB)

Drop files here to upload

and C’SZ-J:DE' or rolgar |c

iy Parartt faldar Parent folder

= 1. Curriculum Vitas (CV) 05082016 PR
S 2. Executiva Summary 05/08/2016 & o
= 3. Teaching Partfolia 05/0312016 &
= 4. Scholarshipi Research Portfdic 05/08/2016 P
S 5. Sanvica Partfalio 05/08/2016 PR
= 6. Prafessionsl/Pre._lia (OPTIOMAL) 05/08/2016 PR
S 7. Addandum 054082016 PR

I.J Dresktop_computes_clipert.png 368.6K 05/082016 & o I
& Dawndced foldar cantent =z & zip fila
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You will need to drag and drop the image to the appropriate folder.

HCHAE [ VIEWFILES | 734789

F §F F F 7 ®F =
%

L]
L TR TREL TREE YRR WREL AR YREL ¢
r

9. Now when you go onto your TAP page, your file will automatically be on the page
underneath the subheading. Repeat steps 6-8 for each folder.

DASHEOARD MY EPORTFOLIO CONTENT GROUPS ADMINISTRATION

Tenure and Promotion (TAP) eDossier TEMPLATE

by Brien Gragary (bgragory) & Edit this page @ Copy | s

1. CURRICULUM VITAE (CV)

I 3. Deasktop_computer_clipart.png I

% Details

2. EXECUTIVE SUMMARY

% Details

3. TEACHING PORTFOLIO

BB Stotement

] Supporting Documents

% Detsils
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