Sending Your Portfolio to a Prospective Employer via E-Mail

1. Go to hitp://www.iwebfolio.com. Enter your "Login Name" and "Password." Click on the "Login" button.

Login Mame: |Business |

Password: [#es ] |

|_ Save Login Informmation

Forgot Lu! in N! e or Password?

2. Click on the "Edit" hyperlink located adjacent to the portfolio you want to send to a prospective employer.

MY PORTFOLIOS [click here to create a new portfolio]

=] Performance Evaluation Portfolio Program Z003-2004 EEit

3. Click on the "PERMISSIONS" tab.

EDIT PORTFOLIO: Performance Evaluation T
PDI‘thliD PI’DgI’Em 2003_2004 e e )
RENERAL | GONTENTS | FEEDBACK | PERMHSSIONS
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4. Click on the "Manage Custom Reviewers" hyperlink.

HOpen all EClose all
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[T Teacher Education
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||_ Custom Reviewers [Manage Cus,ﬁ:um Reviewers]
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5. Click on the "add custom reviewer" hyperlink.

MANAGE CUSTOM REVIEWERS [add custom reviewer]
W

You have not added any custom reviewers.

return to permissions

6. Enter the reviewer's First Name, Last Name, and E-mail Address. Modify the E-mail Subject, if desired. Check the box to "Allow This Custom
Reviewer to Give Feedback," if desired. For your future reference, enter a brief description of the custom reviewer. Click on the "Save" button.


http://www.iwebfolio.com/

ADD CUSTOM REVIEWER

First Name*: [Iohn

|
Last Name*: [Smith |
|

E-mail*: |jsmith@xyzcumpany.cum

E-mail Subject*: |E-usiness Student would like you to view his / her portfolio, |

¥ A&llow This Custormn Reviewer to Give Feedback

Director of Hurman Resources af XvZ Cormpany -

Custom Reviewer
Description:

spell check cancel save

7. Verify that the custom reviewer information is correct, and click on the "return to permissions" button. If you need to change the custom reviewer
information, click on the "Edit" hyperlink. Likewise, if you want to remove this custom reviewer, click on the "Delete" hyperlink.

MANAGE CUSTOM REVIEWERS [add custom reviewer]

. S Allow
Name E-mail Description Feedback
Director of
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Smith, John jsmith@xyzocompany.com Resources at ves Edit | Delete
mTE
Campany

return to permissions

8. If you are ready to send an email to this custom reviewer containing a hyperlink to your portfolio, click in the checkbox corresponding to his/her name,
and click on the "Save" button.
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9. Click "OK" on the permission confirmation window.



Microsoft Internet Explorer : 5[

@ You are giving permission bo access this porkfolio, The individuals that you have included can do the Following:

11 Yiew the entire portfolio and the contents

2) Download all or part of the portFolio

3 Provide Feedback and ratings

4 'Custom Reviewers' may Forward the email link generated to others,

Ok & I Cancel

10. As soon as you click "OK," an email will be sent to the custom reviewer. The email contains a direct link to the preview version of your portfolio (see
sample below). Important: This link will only be active if you maintain your iWebFolio license.

& Business Student would like you to view his / her portfolio. - Message (Plain Texkt) - |I:I|5|
Jﬂéﬂeply | €54 Reply to Al | ¥ Forward | = | A4 ||:B > | *> - ¥ - K| @ >

JEiIe Edit Wiew Insert Format Tools Actions Help

Fran: BusimessStudent(@mail claytonstate. net Sent: Fri3f19/2004 6:26 PM
To John Smith
Cr: |

Subject:  Business Student would like wou to view his | her porkFolio,

Dear John 3mith, =

Business Student has requested that you wisit

http:.-",-’iwehfnlin.cnmfviewPDrthlinfviewPDr,-]_:fDliD.jsp?ID=BCD13".-‘5C892DBZZZDECSABTISZSQDECE Lo view
an electronic portfolio created with Nuveﬂ_”}.ve's ilebfolio.

If wou hawve trouble with the link abowve, copy and paste the entire link into a new bhrowser
window.

Thank You.

If you need assistance with this link or using iWebhfolio, please contact supportlnuventive.com
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