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Overview
Blackboard's Portfolio tool allows all users (Students and Faculty) to create 
online Portfolios that can be shared with other users and within Blackboard 
courses. Users may have a number of Portfolios, for various uses - either for 
class or for personal use. Portfolios can also be set up to allow visitors to enter 
comments.

Portfolios provide a means of presenting a collection of work and sharing that 
collection with others. They are used for many purposes in learning and 
assessment such as displaying achievements and progress, showcasing 
experiences and collections of work, or collecting self-reflection. Electronic 
Portfolios (e-Portfolios) make it easy to share the presentation and to receive 
feedback from friends, coworkers, educators and peers. 

Instructors may ask their students to create a Portfolio to share with a course, or 
students can create Portfolios to document their professional and academic 
resumes.

Users can also export their Portfolios to be viewed outside of Blackboard as an 
HTML package. 

Example of a Portfolio
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Examples for using Portfolio !

Examples Uses

Sharing Course Content               Assignments
Information                     Class Blogs
Journals                          Presentation of Projects

Personal Personal Portfolios         Resume/CV
Collection of Projects     Personal Blog

Using the links in the My Portfolios area of the left navigation panel, users can 
create, manage and share Portfolios.

Left Navigation Panel

Links Option

Portfolio Creation Ð When this option is 
selected the Portfolio Wizard will 
automatically launch. Users may create and 
save a Portfolio.
My Portfolios Ð This area enables users to 
view, add and manage Portfolios.
Received Portfolios Ð All Portfolios that 
others have shared with the user will appear 
in this area. 

Create a Portfolio without the aid of the wizard

Step Action

Step 1 Click on My Portfolio in 
the left navigation bar. 

Step 2 My Portfolios appears in the right-side frame.
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Create a Portfolio without the aid of the wizard

Step 3 Click the Add Portfolio button in the menu 
bar at the top of the right-side frame

Step 4 The Portfolio Manual Setup Screen appears. Enter the name and 
description, select the design, availability and comment options.

Step 5 Click the Submit button to create your Portfolio.

Step 6 You will be brought back to My Portfolio to add content to your Portfolio.

Add content to your Portfolio

Make sure you are in the My Portfolios section of the Content System. 
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Locating icon elements !

Step Action

Step 1 Locate the Portfolio to which you wish to add content.

Step 2 Click the Contents link to the right to begin adding content to your 
Portfolio.

Step 3 Click on one of the icon elements to add content, link and/or an item.

Add Content to your Portfolio

Steps Action

Step 1 In order to attach a document to your Portfolio, you will Þrst have to 
upload it to your Content System user folder. (Refer to the Content 
System)

Step 2 Click on the Content Link.

Step 3 The Content  Menu Item  screen 
appears. Enter a name for your 
content, browse for your Þle in the 
Content System,  select the  
availability and click the Submit 
button. 

Step 4 Click Browse to locate and select the document or folder within the Content 
System.

Step 5 Select Yes or No to determine whether or not the item will be available 
when other users view the Portfolio.

Step 6 Click the Submit button to attach the file to your Portfolio.

Step 7 Repeat this step to add more  documents from the Content System to your 
Portfolio.
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Add an item 

Portfolio items are web pages created in the Text Box Editor by the user and 
added to a Portfolio. There are templates available for creating some kinds of 
pages. Pages may also be created without a template, using the Text Box Editor. 

            

Add an item to your Portfolio

Steps Action

Step 1 Click Add Item.

Step 2 Select a template from the drop down menu.

Step 3 The Template item screen appears. 

Step 4 Name your item.

Step 5 In the text box, type in the information necessary to complete your template.

Step 6 Select Yes or No to determine whether or not the item is available when 
other users view the Portfolio.

Step 7 Click the Submit button to attach the file to your Portfolio.

Step 8 Repeat this step to add more templates to your Portfolio.
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Add a Link !

Steps Action

Step 1 Click Add Link in the Menu Bar,

Step 2 Enter a name for the link. The text entered here will appear in 
the Portfolio menu as a hyperlink. Clicking on the hyperlink in 
the Portfolio will take a user to the web page entered in the URL 
Þeld.

Step 3 Enter a URL for the link. Be sure to enter the URL completely. 
For example, http://fccj.edu, not  fccj.edu.

Step 4 Select Yes or No to set the availability of the link.

Step 5 Click the Submit button to attach the file to your Portfolio.

Create a Portfolio using the Creation W izard

The wizard walks you through a simple step-by-step process to set up a Portfolio. 
After the first step, all subsequent steps are optional and you may select Finish at 
any time. Portfolios are stored and managed in My Portfolios and may be 
modified at any time, even after the Wizard is completed.

Create a Portfolio with the wizard

Step Action

Step 1 Click Portfolio Creation under 
Portfolios on the Content Collection 
menu OR click My Portfolios, then 
click Portfolio Creation Wizard 
from the menu bar. 

Step 2 OR click My Portfolios, then Portfolio Creation Wizard from the menu bar.
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Create a Portfolio with the wizard

Step 3 The Portfolio Manual Setup Screen appears. Use the Begin, Next, Back and 
Finish buttons to navigate through the wizard.

Step 4  Portfolio Information 
 Enter a title and description for the Portfolio.

Step 5 Portfolio Design  
Menu Style - Select how to display the items in the Portfolio menu by clicking 
the Buttons option or the Text option. 
If you choose Buttons for your menu style, select the button type, shape and    
style of buttons. 
If you choose Text for your menu style, select the color for your text and menu 
background.

Step 6 Portfolio Welcome Page (Optional)
Enter a title for the welcome message. The welcome message is the first page 
that will appear when others view your Portfolio.

Step 7 Add Content (Optional)  
Enter the name of the item then click Browse to search the Content 
Collection for an item.

Step 8 Add Links (Optional)

Enter the name of the item then and then enter a link to the external web page.

Step 9 Add Items (optional)
Enter the name of the item then select Blank Item or select a Template from 
the list of Templates. In the text box, type in the information necessary to 
complete your template.

Step 10 Select Yes or No to set the availability of the link.

Step 11 Determine if other users may share and add comments to the Portfolio.

Step 12 Click Finish when you have added everything you want.  You can go back and 
change anything you like after the Portfolio has been created.
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Share a Portfolio 

Your Portfolio is private until you decide to share it with other users. The Portfolio 
can be shared with individual FCCJ users,  with all the users in an FCCJ course, 
or with an organization. In addition, Portfolios can be shared with anyone who 
has an email address and access to the Internet.

Share your Portfolio with other FCCJ Blackboard users !

Steps Action

Step 1 Click the Manage link for the Portfolio you wish to share.

Step 2 Click the Share Portfolio link.

Step 3 Click the Share with Users button in the Menu Bar.

Step 4 Click Browse to find FCCJ Blackboard users. You can browse 
according to first name, last name or FCCJ user ID. 

Step 5 You can choose to send an email notifying users you have shared 
your Portfolio by selecting  Yes. The message will inform users 
that you are sharing your Portfolio with them.

Step 6 Click the Submit button to send  your Portfolio.

Share your Portfolio with a Course

Steps Action

Step 1 Click the Manage link for the Portfolio you wish to share.

Step 2 Click the Share Portfolio link. 

Step 3  Select Share with Course or 
Share with Organization from 
the drop-down list in the Action 
Bar.

Step 4 Click Browse to find an FCCJ Blackboard Course. You can browse 
according to the  FCCJ course name, ID or reference number. It is 
best if you know the course reference number (example 254671).

Step 5 Click the Submit button to send  your Portfolio.
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Email access to your Portfolio for an external user

Steps Action

Step 1 Click the Manage link for the Portfolio you wish to share.

Step 2 Click the Share Portfolio link.

Step 3 Click the Share with External Users button in the Menu Bar.

Step 4 Type in a valid email address, separated by commas. You can choose to 
copy yourself on the message if you like.

Step 5 You can choose to create a password for your Portfolio.

Step 6 You can determine the amount of time users will be able to view your 
Portfolio. 

Step 7 Click the Submit button to send  your Portfolio.

Manage your Portfolio
You can manage the sharing, downloading and comments for a Portfolio from the 
Manage Portfolio page. To access Manage Portfolio, click on the Manage link 
next to your Portfolio.  

Manage your Portfolio

Links Action

Modify
Properties 

Modify Properties allows you to rename, change the style or availability 
of the Portfolio.

Share 
Portfolio

Share the Portfolio allows you to share with users of a speciÞc course, 
other Blackboard users or organizations or email access to an external 
user.
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Manage your Portfolio

Manage 
Comments

Each Portfolio created in the Blackboard Content System provides the 
ability to allow others to make comments (if the Portfolio is shared with 
them).  
•   The Received Portfolios link allows you to create comments about 

someone else's Portfolio, select and open the Portfolio to view it and 
add your feedback on the comments page.

•  The Manage Comments link allows you to manage the comments 
others have made about your Portfolio.

Check Links To check if all the files and links added to your Portfolio are still correct 
or available, you can use the Link Checker to make you aware of any 
broken links.

Download 
Portfolio

Select the Download Portfolio option to download to a local computer 
for storage and sharing
• The next page contains the instructions to download the packaged 

portfolio. Click on the link to download the portfolio.
• Save the PortfolioDownload.zip file on your computer.

Step 6 Click the Submit button to attach the file to your Portfolio.

Step 7 Repeat this step to add more content documents from the Content 
System to your Portfolio.
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