
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 Items." 

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

Adding items to "My Items"

1.  Click on the "My Items" hyperlink.

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

3.  Select "Address" from the dropdown menu.

4.  Click on the "next" button.



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

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

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

8.  Select "Phone" from the dropdown menu.



9.  Click on the "next" button.

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

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

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

13.  Select "Email" from the dropdown menu.



14.  Click on the "next" button.

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

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

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

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



19.  Click on the "next" button.

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

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

Adding items to the Introduction 

1.  Click on the "Portfolios" hyperlink.

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



3.  Click on the "Contents" tab.

4.  Click on the "Attachments" hyperlink.

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

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



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

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

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

10.  Click on the "Attachments" hyperlink.



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

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

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

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



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

16.  Click on the "Attachments" hyperlink.

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

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

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



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

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

22.  Click on the "Attachments" hyperlink.

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



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

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

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

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



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

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.

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



 


