Reference Guide for the ePortfolio Template

[bookmark: _GoBack]Link to download template: http://www.pgsmst.com/files/portfolio.zip	

Once you download the template, open the zip folder and extract all files to a convenient location on your computer (Desktop, Documents, etc). 

About the template:
· The template from the University of Wisconsin La Crosse was originally created in Microsoft FrontPage.
· FrontPage is no longer in production, so I modified the pages so they could be edited in Microsoft Word.
· In order to edit the html files with Word, you must right click on the file you wish to open and click Open with… and select Word. 
· index.html is the “magic” file that puts the pages all together. As you are editing the different pages in your site, you can keep index.html open in a browser and refresh the page each time you save a change in one of your files. You should not need to modify index.html at all. If you don’t like to keep other windows open, double clicking index.html will open the site in a browser. 
· I usually do not use Word for html editor, so if you run into problems getting things to display how you would like, I would be happy to help you with any issues… just ask when you see me or email me at jmabry@newcollegeinstitute.org


Folders

There are only three folders that will need to be modified in the template. The rest are folders that Microsoft Word automatically creates and manages each time you save a file. 
1. portfolio - This is your root folder. Everything resides here. 
If you need to change the root name, change it BEFORE doing anything else.
2. images - This is where you save all your images. 
Before adding the images and pictures to your page, make sure to copy them to this folder.
3. resources - This is where you save all your .doc, .PDF, and any other files you wish to include.
Before linking the files to your page, make sure to copy them to this folder. 

First items to edit

1. The first files you should edit are head.html and left.html
2. head.html is the site “header” and left.html is the navigation bar. 
3. The only thing you would need to change in head.html is your name and position
4. In left.html you should change your email address at the bottom. 
a. To do this, select youremail@ph.vccs.edu, right click and select Hyperlink, Edit Hyperlink. 
b. This will open a box that will let you edit what is displayed and the actual email address link. You can also modify the subject that will automatically fill in when someone clicks your email link. (It is now set to be ePortfolio).
5. These will only need to be edited once, as the borders are shared by all of the other pages.




Your HTML Pages to Edit

1. home.html: This is a cover page. The picture and words are just samples. You can change this cover page to suit your personal style. 

2. philosophy.html: This is where you insert your educational philosophy.

3. st1.html - st7.html: All of these 7 pages are where you type your reflective statement and include artifacts about each standard. Change hyperlink properties of the artifact to your actual artifacts. You should have all of your artifacts saved in the resources folder before you change the hyperlink properties. 

4. assessment.html: This is where you would insert any scores, endorsements, achievements, etc that you would like to include in your ePortfolio.

