Creating a PEPP Portfolio Introduction
There are two steps involved in creating your portfolio introduction:

Step 1: Add your address, phone, email, and career plan into your "My ltems."

Step 2: Add the items to the Introduction of your PEPP Portfolio.

Adding items to "My Items"

1. Click on the "My Items" hyperlink.

> HOME
> Portfolios
My fterns

v CgTILTIES

2. Click on the "click here to add a new item" hyperlink.

desired itermn. To learn more about "My Iterns" see Help,

MY ITEMS [click here to,add a new item]

This screen identifies all of the items that vou have stored and can include in your portfolios, Each term can
be used in multiple portfolios, To add a new iterm, click 'click here to add a new item'. This will start a wizard
that allows you to chose the iterm type and create the new item. Use the + and - to the left of the item tvpe
to expand or shrink the itemn tree. To edit, delete or copy an item, expand the tree and click 'edit’ beside the

H Open all EClose all

U

Assignment

Course

File

3. Select "Address" from the dropdown menu.

Select Item Type®: |F'--:I|:|ress

Assignment
Athletics

The Address itermn can be used to record

different addresses, Examples: Home
address, Campus Address, Permanent
Address,

Beliefs & Yalues

Career Objective b
Career Plan

Certification

Community Service

|»

Competency
Course

_owver Letter o

cancel next

4. Click on the "next" button.




| cancel | | nextg

5. Enter your Address information, and click on the "Finish" button.

The Name of this item should
Name*: [Address -l NS be “Address,” not your name. |

Address Line 1: |Cla3rton College & State University |

Address Line 2: |590I:I Morth Lee Street |

City: |Mnrruw |

State/Province: IGEDrgia |

Zip/Postal Code: [30260 |

Country: |USF'.| |

| spell check | | cancel | | previous | finish{ﬁi

6. Click on the "return to my items" button.

 return to my items | | edit attachments |

7. Click on the "click here to add a new item" hyperlink.

This screen identifies all of the items that you have stored and can include in your portfolios. Each itemn can
be used in multiple portfolios. To add a new item, click 'click here to add a new item’'. This will start a wizard
that allows you to chose the itern type and create the new item. Use the + and - to the left of the item type
to expand or shrink the item tree. To edit, delete or copy an item, expand the tree and click 'edit' beside the
desired tem. To learn more about "My Items" see Help,

MY ITEMS [click here to.add a new itern] HOpen all EClose all

W

Assignment

Course

File

8. Select "Phone" from the dropdown menu.



Select Item Type*:

Description of the content item

Hobby -
Introduction

Language
Mermbership
Chjective
Patent

Project

Publication e
Skill
Standard X

cancel next

9. Click on the "next" button.

cancel nextg

10. Enter your Phone information, and click on the "Finish" button.

The Hame of this item should

Name*: [Phone -_ be "Phone,” not your name.

Phone Mumber: |(770)261-3410

spell check cancel

previous finish

0

11. Click on the "return to my items" button.

return to my items edit attachments

12. cClick on the "click here to add a new item" hyperlink.

MY ITEMS [click here to,add a new item]

This screen identifies all of the items that you have stored and can include in your portfolios. Each itemn can
be used in multiple portfolios. To add a new item, click 'click here to add a new item’'. This will start a wizard
that allows you to chose the itern type and create the new item. Use the + and - to the left of the item type
to expand or shrink the item tree. To edit, delete or copy an item, expand the tree and click 'edit' beside the
desired tem. To learn more about "My Items" see Help,

H Open all ElClose all

W

Assignment

Course

File

13. Select "Email" from the dropdown menu.




Select Item Type*: ;I
Competency -
Course

Cescription of the content iterm Cover Letter -
Cultural Background

Custarn Iterm

Degree Plan |
Dermographics i
Experience a

Farnily History

File dud

cancel next

14. Click on the "next" button.

cancel nextﬂ

15. Enter your Email information, and click on the "Finish" button.

The Hame of this item should

Name*: [Email -l he "Email,” not your name. |

E-mail Address: |ccsuDDDDD@mail.clayrtl:unstate.neﬂ |

spell check cancel previous finish

W

16. Click on the "return to my items" button.

return to my items edit attachments

17. Click on the "click here to add a new item" hyperlink.

This screen identifies all of the items that vou have stored and can include in your portfolios, Each term can
be used in multiple portfolios, To add a new item, chck 'click here to add a new item'. This wll start a wizard
that allows wou to chose the iterm type and create the new item. Use the + and - to the left of the item tvpe

to expand or shrink the itemn tree. To edit, delete or copy an item, expand the tree and click 'edit’ beside the
desired itermn. To learn more about "My Iterns" see Help,

MY ITEMS [click here to add a new item] HOpen all HClose all

U

Assignment

Course

File

18. Select "Career Plan" from the dropdown menu.



select Item Type*:

Academic Recaord

Description of the content iterm

Bctivity

Address p—
Assignrment

athletics

Beliefs & Values

Career Objective
Certification %

Community Service ¥

cancel next

19. Click on the "next" button.

cancel nextg

20. Enter your Career Plan information, and click on the "Finish" button.

The Hame of this item should

Career Plan*: |Career Plan _ he "Email,” not your name.

Cescription:

I plan to graduate in May 2005 with a B.B.A&. in Marketing.

spell check cancel

previous finis%

21. Click on the "return to my items" button.

return to my items edit attachments

Adding items to the Introduction

1. Click on the "Portfolios" hyperlink.

>  HOME
Porfalias
= tems
v UTILITIES

2. Click on the "Edit" hyperlink adjacent to Performance Evaluation Portfolio Program.




MY PORTFOLIOS [click here to create a new portfolio]

| Performance Evaluation Portfolio Program Eﬁit

3. Click on the "Contents" tab.

EDIT PORTFOLIO: Performance Evaluation Portfolio
Program

preview portfolio

BENERAL | CONTENTS | FEEDBACK | PERMISSIONS
W

4. Click on the "Attachments" hyperlink.

PORTFOLIO CONTENTS [manage categories]

Category: Introduction
Attach your address, phone, email, and career plan.

.ﬂ.ttaclﬁl;_nents | Reflections

5. Select "Attach Item," and click on the "next" button.

ATTACHMENTS

This screen is used to attach new iterms to a parent portfolio itermn, or reorder sub itermns under the portfolio
itern, Make a selection and click 'next'. To learn more about this topic see Help.

Item Type: Category

Name - Description: Introduction - Attach your address, phone, email, and

career plan.

" Organize Existing Attachrments

cancel next E

6. Expand the Address directory by clicking on the "+" sign.



MY ITEMS [attach a new item]

EH Open all EClose all

ﬁnddress
Assignment

Career Plan

Email

File

Phone

7. Click on the "Attach" hyperlink adjacent to Address.

MY ITEMS [attach a new item)

H Open all EClose all

E address

EI Address: Last Modified: 08/25/03

Assignment

.ﬁ.%f ch

[ Career Plan

Email

File

Phone

8. Click on the "return to contents" button.

return to \[%:u ntents

9. Your Address item will be added to your Introduction as shown below.

PORTFOLIO CONTENTS [rmanage categories]

Category: Introduction
attach vour address, phone, email, and career plan,

attachrments | Reflections

Address: Address

s

Wiew/Edit | Attachments | Reflections

10. Click on the "Attachments" hyperlink.

PORTFOLIO CONTENTS [manage cateqgories]

Category: Introduction
attach vour address, phone, email, and career plan.

Httan:lnments | Reflections
L




11. Select "Attach ltem," and click on the "next" button.

ATTACHMENTS

This screen is used to attach new items to a parent portfolio itermn, or reorder sub itermns under the portfolio
itern. Make a selection and click ‘next', To learn more about this topic see Help.
Item Type: Category

Introduction - Attach your address, phane, email, and
NMame - Description: U oL ! !

career plan.

" Organize Existing Attachrments

cancel next E

12. Expand the Phone directory by clicking on the "+" sign.

MY ITEMS [attach a new item] HoOpen all EClose all

Address

Assignment

Career Plan
Email
File

J\W_:)Phune

13. Click on the "Attach" hyperlink adjacent to Phone.

MY ITEMS [attach a new itemn] EDOpen all EClose all

Address

Assignment

Career Plan
Email

File

E Phone

EI Phone: Last Modified: 08/25/03 Aajach

14. Click on the "return to contents" button.

return t{:@: ntents




15. Your Phone item will be added to your Introduction as shown below.

PORTFOLIO CONTENTS [manage categories]

Category: Introduction
attach vour address, phone, email, and career plan,

attachrments | Reflections

Address: Address

View/Edit | Attachments | Beflections

Phone: Phone

3

16. Click on the "Attachments" hyperlink.

View/Edit | Attachrnents | Reflections

PORTFOLIO CONTENTS [rmanage categories]

Category: Introduction
Attach your address, phone, email, and career plan.

.ﬁ.ttacl?il;_nents | Reflections

17. Select "Attach ltem," and click on the "next" button.

ATTACHMENTS

This screen is used to attach new items to a parent portfolio itern, or reorder sub items under the portfolio
itern. Make a selection and click 'next'. To learn more about this topic see Help.

Item Type: Categoary

Introduction - Attach dd h il d
Name - Description: ntroduction ach your address, phone, email, an
careetr plan.

" Organize Existing Attachrments

nnxt{b

cancel

18. Expand the Email directory by clicking on the "+" sign.

MY ITEMS [attach a new item)

H Open all EClose all

Address

Assignment

Career Plan
@Email
File

19. Click on the "Attach" hyperlink adjacent to Email.




MY ITEMS [attach a new itemn] EDOpen all EClose all

Address

Assignment

Career Plan

E Email

EI Email: Last Modified: 08/25/03 attach
File 15\5
Phone

20. Click on the "return to contents" button.

return t{:@: ntents

21. Your Email item will be added to your Introduction as shown below.

PORTFOLIO CONTENTS [manage categories]

Category: Introduction
attach vour address, phone, email, and career plan,

Attachrments | Reflections

Address: Address

Wiew/Edit | Attachments | Reflections

Phone: Phone

View/Edit | Attachments | Beflections

Email: Email

s

View/Edit | Attachrents | Reflections

22. Click on the "Attachments" hyperlink.

PORTFOLIO CONTENTS [manage cateqgories]

Category: Introduction
attach vour address, phone, email, and career plan.

Httan:lnrnents | Reflections
L,

23. Select "Attach Item," and click on the "next" button.



ATTACHMENTS

This screen is used to attach new items to a parent portfolio item, or reorder sub items under the portfolio
itermn. Make a selection and click 'next', To learn more about this topic see Help.

Item Type: Category

Name - Description: Introduction - Attach your address, phone, email, and

career plan.,

cancel next E

24. Expand the Career Plan directory by clicking on the "+" sign.

MY ITEMS [attach a new item] HoOpen all EcClose all

Address

Assignment

QE3l25|rﬂﬂr Plan
Email

File

25. Click on the "Attach" hyperlink adjacent to Career Plan.

MY ITEMS [attach a new item] EH Open all EClose all

Address

Assignment

El Career Plan

a Career Plan: Last Modified: 08/25/03 : : Attach
I plan to graduate in May 2005 with a B.B.A4. in Marketing. q\%}i
Email
File
Phone

26. Click on the "return to contents" button.

return t{:@: ntents

27. Your Career Plan item will be added to your Introduction as shown below.




PORTFOLIO CONTENTS [manage categories]

Category: Introduction
attach vour address, phone, email, and career plan,

aAttachrments | Reflections

Address: Address

Wiew,/Edit | Attachments | Reflections

Phone: Phone

Yiew/Edit | Attachrents | Reflections

Email: Email

Yiew/Edit | Attachments | Reflections

Career Plan: Career Plan
I plan to graduate in May 2005 with a B.B.&. in Marketing.

Yiew/Edit | Attachments | Reflections

A

28. Click on the "preview portfolio” button located in the top right corner of the screen.

p reuin%nrtmlia

29. You may view each part of the Introduction by clicking on the desired hyperlink, or you may view the entire Introduction by clicking on the
"View All In This Category" hyperlink.

< ¥iew Entire Portfolio:= Introduction
= Introduction |
Address Address _ _
Address Line 1: Clayton College & State University
Phone Address Line 2: 5900 Morth Lee Street
Ernail City: Morrow
StatefProvince Seorgia
Career Plan Zip/Postal Code 30260
<¥iew All In This Country UUSAl
Cateqor
|E| Course |
BUSA1105 - Introduction to Phone
business Phone Number: (7701961-3410
BUSA3101 - Business " || Last Modified: 08/25/03
Statistics
ECOMNZ105 - Principles of
Macroeconamics
MGMT310Z - Performance Email _
Quality Management Email Address: csu00000@mail.claytonstate.net
R o |;| Last Modified: 08/25/03
4l L

30. Click on the "Logout" button located in the top right corner of the screen.






