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How to view shared folders (and the attached files) on VT ePortfolio

Overview

VT ePortfolio is an online, limited-access electronic portfolio system for Virginia Tech students. Designed to provide students with an electronic means of displaying their capabilities, ePortfolio is a useful tool for students applying for jobs or graduate school, or for students who just want to maintain electronic information in an interface with customizable accessibility. Although every ePortfolio account is password-protected, students may “share” folders with other internet users. To “share” a folder is to make it available for viewing by someone who would not normally have access to the folder. When a student shares a folder with another internet user, that person may access the shared folder through the student’s ePortfolio account. These instructions explain how to view folders that have been shared by an ePortfolio accountholder.

Instructions for Virginia Tech users begin with “VT users:”. A VT user is an internet user who has a Virginia Tech PID; please note, however, that until ePortfolio is made available to the entire Virginia Tech campus, VT users not participating in the pilot version of ePortfolio may need to follow the instructions for guest users throughout these steps. Throughout these instructions, “VT users” will refer to VT users who are participating in ePortfolio’s trial version.

Instructions for guest users begin with “Guest users:”. A guest user is an internet user who does not have a Virginia Tech PID, or a Virginia Tech user who is not associated with the pilot version of ePortfolio.

Actions to take are in bold, green text (for both VT and guest users).

1. Log in to ePortfolio.

· when an ePortfolio accountholder shares a folder with another internet user, that person is notified by an email that describes the folder and gives brief instructions for viewing it

· to view the shared folder, go to the ePortfolio website by clicking the link provided in the notification email

· log in to ePortfolio using the light brown box at the right of the screen

VT users: type in your VT PID and password, then click the “login” button or press Enter. If ePortfolio does not accept your PID/password combination, enter as a guest user (see next paragraph).

Guest users: click the “guest” button. On the next screen, enter your full email address and the password included in the notification email, then click the “login” key or press Enter

2. Select the folder, category, and item you wish to view.
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VT users: as soon as you log in, your ePortfolio homepage will load. Click the “View” tab to see the folders that have been shared with you.

Guest users: as soon as you log in, ePortfolio displays the list of folders that have been shared with you by the ePortfolio accountholder
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now click on the name of the folder you wish to view

· the folder will open, displaying 
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the folder name,
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a brief folder description provided by the sharer,
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and a list of categories contained in the folder

· from the list of folder categories, click on the category of information you wish to view

· from the displayed list of category contents, select an item to view by clicking on an element in blue or purple underlined text

Open any attachments.

· if there are any materials attached to the element you selected, you will see them displayed at the right of the screen in a box labeled “Material Manager”

· to open an attachment, select an item from the list in the Materials Manager box and click the “view” button
· when the next screen appears, click the large icon at the left


· your browser will display a dialogue box giving you the option to save the file in your computer or to open it immediately; click either “save” or “open”
· if you choose “save,” another dialogue box will open, allowing you to select the location in your computer where the saved file will be stored. Choose the save location, and click the “save” button. Note that if you choose save, your browser may open another window that stays blank. Close this window when the save operation is complete. If you chose to save the file, verify that the file has downloaded correctly by opening it from the location in your computer where you saved it. If you can’t find the file in the location where you saved it, try using your computer’s search function to find out whether the file was saved in another location. If you still cannot find the file, return to the page in ePortfolio that shows the file you want to download (the large icon) and try again to save the file to your computer.

OR

if you choose “open,” the file will open immediately on your screen. If you want to keep the file in your computer for viewing again later, save the file and verify that it saved correctly by reopening it from your computer. If you cannot find the file where you saved it, try using your computer’s search function to find out whether the file was saved in another location. If you still cannot find the file, return to the page in ePortfolio that shows the file you want to save (the large icon) and try again to save the file to your computer.

3. Log out of ePortfolio.

· when finished viewing, choose the “close” buttons on each successive screen to return to the Viewing homepage


· log out of ePortfolio using the “Logout” button in the upper-right corner of the screen, which will look like this for VT users:
OR

for Guest users, will look like this:

· close your browser window to prevent other users from accessing the information by using the browser’s “Back” button

