Instructions for Creating Your Secondary Licensure Portfolio

1. Log into Taskstream

[image: image1.png]Presentation Portfolios () What:s Thi

Create a portfolio for presentation of selected work, resource, or artifacts
Portfolios offer several styles and design options.

To create new portfolio, enter tile:
Secondary Education Licensure Portoflio of John Brang] | Corestet




2.  Down the left column of tools find and click once on Web Folio Builder.
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3.  On the right, find the purple box for “Presentation Portfolios”.  Directly below that is a box for you to Create a New Presentation Portfolio. Into that box enter the name of the course and the word portfolio followed by your name. Example: You will type in your course #, ex. 301
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4.  Click the create it tab.
5.  On the next screen, scroll down and you will find a template for your course. Click in the circle beside the correct template for your course.


Then click the next step button.

6.  You will now see a step by step explanation of the portfolio in the tabs at the top.
7.  “Choose a Style.”

Select the style you wish and click the yellow Next Step button.
8.  Notice the Structure of the Portfolio on the left.  You have one page for each of the assignments in the course.
9.  You have now completed creating your web portfolio.  You will not have to do the above steps again. 

Adding Evidences to your Portfolio

1. Log into Taskstream.

2. Click on Web Folio Builder

3. On the right scroll down and find your portfolio and click once on it. 

4. Your portfolio will open.  Click on the page you want to edit.


5.  On the right click on the [image: image2.png]


  Button. This will pop up a window allowing you to enter in evidence of the standard. 
6.  In the window that appears, notice the tabs across the top.
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 In the first window –Introductory Text, you can type any text that you might need.  

 Image Tab – Will allow you to attach images to your pages.

Standards Tab – Will allow you to place state and national standards on your page.

Main Text  Tab – Will allow you to type more text on the page.

For all of the tabs, once you have added something, then click once on the yellow save and close window button.

Attachments Tab – Use this tab to attach your evidences to this page. (See below for more detail on attaching files)

Attaching files using the Attachments tab.

This will be used by most people to attach their evidences  Click on the attachments tab.  Click on the attachments tab at the top.  Give the attachment a title.

Click on the browse button, and then from the dialogue box locate your document to be attached and click on the document.  Click Open on the dialogue box.

Click on the yellow Add File button.

You will see that your file is now attached.

Things You Can Upload

New Files (Things like Microsoft Word documents, or PowerPoints.)

Previously uploaded items.  Just use something you have already uploaded.

Or, My Taskstream Work which will let you attach, lesson plans, portfolios, or rubrics from Taskstream.
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When you are ready to Submit your portfolio for review:
1. Click the Publish/Share Tab at the top of your portfolio.
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 button.

3.  Choose to share the Entire portfolio, then click continue.

4.  On the next screen, choose the instructor you wish to share it with.  

5.  Scroll down and click submit for review.
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