Uploading Content to an e-Portfolio

Uploading Content to an e-Portfolio - DEC [D]

Step 1: Log into Digication and choose your DEC e-Portfolio.
NOTE: Firefox seems to work best with Digication.

E-Portfolio

Step 2: To upload a Document, go to the section that you would like to add a document to, for example: under Looking
Back/Looking Forward - Summary Report for Last DEC Evaluation.

Step 3: First, you must add a Module. There are three categories of modules: Basic, Google, and Social. Make sure you
are on the Basic Tab and choose Rich Text. Then click on Add This Module:

View Pages Add/Edit & Add A Module
Looking Basic Rich Text
BaCk/LOOking Image/Video/Audio
.-Rich Text
Forward —_

Contact Form
Summary Report from Last DEC

Evaluation Equation
Self-Reflection Google
DEC Letter with Vote

Social

This module provides a rich text area that can contain formatted text

and display links, files, and images inline.

C\j) Add This Module)

Step 4: A blank Module will open up. Type in some introductory text and then click on the Insert File Icon:

View Text Edit Publish Delete

DRAFT: This module has unpublished changes.

This module was last edited on Sep 11, 2017 at 2:22 PM

Insert

+ Save File
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Click on the following file to view my Summary Report from my last DEC Evaluation:
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Step 5: Click on Browse, select your file, and choose Insert:

My Assetls ®

From My Computer |

File * File size limit: Each file must be Z0ME or smaller.
*+ The following file types are accepted:

(Al files accepted)

o file selected.

You will see the document file name in the Text Box:

View Text Edit Publish Delate

DRAFT: This module has unpublished changes.

This module was last edited on Sep 11, 2017 at 2:22 PM

+ Save
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Click on the following file to view my Summary Report from my last DEC Evaluation:

@EC Evaluation from EDIB.Ddf)
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Step 6: Click on Save and Publish This Page:

© Add A Module | {(« Publish This pagE)

View Text Edit Publish Delete

DRAFT: This module has unpublizshed changes.

This module was last edited on Aug 18, 2017 08:18:48 AM

Step 7: Click on Publish All Changes:

@ Add A Module + Publish This Page

Publish All

This is a quick way to publish all modules on this page.

Gu blish all Cha nges)

If you need to get back into the Text box to add more information, click on the Edit tab.

View Text Publish Dealeta

This module was last edited on Aug 18, 2017 08:18:48 AM

+¥ Save
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Step 8: To upload a Picture, go to the section that you would like to add a picture to, for example: under Looking
Back/Looking Forward — Self-Reflection.

Step 9: Click on the Edit Button and choose the Insert Media Icon:

View Text Publish Delate

This module was last edited on Sep 11, 2017 at 3:37 PM

w“ Save
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This section should include a detailed self-evaluation which includes a discussion of
how s/he meets the appropriate criteria for promotion or rolling contract from the
Same Standards document.

Step 10: Browse your computer:

”
From My Computer || Media From Web || Madia From Web (new) |
File Your image, video, audio or pdf will be shown at most
S500px wide. Images will be resized to fit within this
dimension, preserving their ariginal aspect ratio.
# Filz size limit: Each file must be 20MB or smaller.
# The following file types are accepted:
Images: bmp, gif, jpeg, jeg, png
Audio: mp3, wav
Videe: avi, flv, mov, mpd, mpeg, mpg, swf, wmv
Other: pdf
No file selectad.
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Step 11: Select the file and choose Insert:

self-reflection.jpg (119 Kb)
Upload complete
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Step 12: You will the picture in your Text Box. Choose Save and Publish This Page, then Publish All Changes:
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This section should include a detailed self-evaluation which includes a discussion of
how s/he meets the appropriate criteria for promotion or rolling contract from the
Same Standards document.
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