How to Create a Workspace and the Workspace Portfolio for the Team

Conference
By Scott Badger

1. Click on Menu.

2. Click “Work”.

Dashboard

My Coursework

< B O©

My Results

Work

3

Reporting

3. Click “Collaboration”.

BACK

My Coursework

Field Placement Finder

Collaboration

Journals

4. Name your workspace.
5. Click the “Create Workspace”.
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Create New Workspace

Workspace Name

Create Workspace ‘

Workspace Invitations

INVITATION TO COLLABORATE

MNo matching results found.

6. Click on your new workspace.

Collaboration

My Works paces Search Workspaces:
My Workspaces Owner R} =]
ELED Team Conference Student, Rick 1 0 P

7. Click on “Workspace Portfolios”.
Workspace Overview

(0

# Home B8 Workspace Portfolios @& FileLibrary 49 History W& Discussions # Members +* To-Dos

Create New Portfolic Discussions

I WORKSPACE DISCH

0

Recent Activity - 0 changes in past day.

8. Click on the “Create New Portfolio” button.

B2 Workspace Portfolios

§ Home B8 Workspace Portfolios & File Library 9 History W% Discussions % Member

Show Hidden

ELED Team Conference

Create New Portfolio h

9. Name your portfolio.
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10. For the Table of Contents, select your department Student Teaching Portfolio. (l.e. ELED
Undergraduate Student Teaching Portfolio for Team Conference).
11. Click on “RETURN to WORKSPACE”.

@ RETURN TO WORKSPACE

ER ELED Undergraduate Student Teaching Portfolio for Team Conference

@ 0 Overdue Submissicnis) 0 Submission(s) Due Now 23 Upcoming Submission(s] @ 0 Submitted (D) 0 Resubmissicn Request(s)

ELED Undergraduate Student Teaching Partfolio
[/ e it G s
4 % Welcome and Cover Page

4 B observation ane Progress Reperts

PR o Y S T S S

12. Click “Members”.

# Home BB Workspace Portfolios @ File Library +® History W Discussions # Members + To-Dos

Creat= New Portfolic

I WORKSPACE DISCUS!

MName 0

13. For Manage File Library, click the “No” so it’s set to “Yes”.

New Pages are New Pages are New Pages are Manage Set Page Manage
Workspace Member Viewable Editable Submittable Members Permissions Portfolios
Student, Rickm Yes Yes Yes Yes Yes Yes
Default for New Yes No [ No | No | No [ No [

Members

Members & General Workspace Permissions

New Pages are New Pages are New Pages are Manage Set Page Manage
Workspace Member Viewable Editable Submittable Members Permissions Portfolios
Student, Rick m Yes Yes Yes Yes Yes Yes
Default for New Yes No | No | No [ No [ No |

Members

14. Click “Workspace Portfolios list”.

Page Permissions

Portfolio page-level permissions for this space are set in the Workspace Portfolios list.

15. Click on your portfolio name and then select “Permissions”.

3|Page

Manage File

Library

Yes

No

&«
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v records per page
Name K

ELED Undergraduate Student Teaching Portfolio for Team Conference

revious 1 Mext —

) : Dug
Zxcel Viewer / TSV Viewer

16. Below SUBMIT, click “Select All”.

Anomymous Guest

Edit Portfolic

Hide Portfolic

=1l

Page Permissions
NONE
Select All
[ welcome and Cover Page

[ Observation and Progress Reports

17. Click the ;Save” button.

Anonymous Guest
Page Permissions
NONE VIEW EDIT SUBMIT
SelectAll  SelectAll  Select Al SelectAll
O ow ne and Cover Page -
[ Observation and Progress Reports ®
[ Observat rviscr ®
[ Observation #1 by the College Supervisor @
[ Observa 2 by the Collec isor 0
[ Observation #3 by the College Supervisor O
[ Cbse #4 by th ®
[ Observations by the Coope O
#1 by the Cooperating Te ®
by the Cooperating Te. O
by the ting Te. ®
[ Observation #4 by the Cooperating Te... o
®
.
t Learning Objectives @
[ Part 3. Assessment System 0
Oy Part 4. ®
[ Part& Desig .
[ Part 6. Assessmel ®
[ Part 7. Learning from Practice - THE .
Save orClose

18. Click “Members”.

Home B8 Workspace Portfolios

@ File Library # History %% Disc

ns

VIEW EDIT  SUBMIT
Select All Select All  Select All
]
-

B Members + To-Dos

19. Click the “Invite Members to Workspace”.
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Imvite Members to Workspace

Moderate Start Create Manage Remaove
Discussions Discussions  To-Dos To-Dos User
Yes Yes Yes Yes

”n

20. Click on “Departments”.

Sources ; My Contacts

Sources

Ala Departments
IE! Department Contact Lists

IM My Contact Lists

21. Click on “(All Departments)”.

Sources Departments

Sources

(All Departments]
(Unassigned)

ELED - Undergraduate

Office of Partnerships and Placement

22. Enter in your College Supervisor’s last name in the search box and the hit the “Enter” key on

your keyboard.
x

Enter in your College m or gGarcal

Supervisor's last name

Sources b Search New Members
Back
{All Departmentsf List empty

(Unassigned)

ELED - Undergraduate

Office of Partnerships and Placement

23. Place your pointer on the move icon (four arrows) and drag your College Supervisor’s name over
to the New Member panel.
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- Search Mew Members
Add AlL
Type heme

+ Badger, Scott ad B

+ Ba dgerfssessor, Scott a

Search Mew Members

Wiew Info  Add Selected Deleta All

Type here Badger, Scott ad a

+ Badger, Scott ad B

+ BadgerAssessor, Scott a

24. Repeat steps 21 and 22 to add in your Cooperating Teacher.
25. Click the “Done” button.

ﬁ or | Cancel
New Members
Dizlzte All
Badger. Scott ad a
BadgerAssessor, Scott a

Upload your Reflection File
26. Click “Workspace Portfolio”.

ne B Workspace Portfolios & File

27. Click your portfolio name and then select “Edit Portfolio”.

v records per page Edit Portfolio
. Permi

Name /
E Download As Zip

ELED Undergraduate Student Teaching Portfolio for Team Confereriee
Download As PDF

wn

1 Hide Portfolic

Duplicate Portfolio

Excel Viewer / CSV Viewer

28. Click on the Observation #2 by the College Supervisor section.
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ELED Undergraduate Student Teaching Portfolic

# Enable Table of Contents Edit Mode

4 @ Welcome and Cover Page
4 @ Observation and Prograss Reports

4 @ Observations by the College Supervisor

B Observation #1 by the College Supervisor
4 B Observation #2 by the College Supervisor
@ Team Conference

a Observation #3 by the College Supervisor
a Observation #4 by the College Supervisor

4 @ Observations by the Cooperating Teacher
B Observation #1 by the Cooperating Teacher
E’l Observation #2 by the Cooperating Teacher

a Observation #3 by the Cooperating Teacher

—

29. Click the down arrow :;\hd thén sél.e.ct ”Acid File”..

ADD CONTEN n

Text Block

Add File
Journal Entries

Form

Link to a Porti

30. Click the “Add” button.
31. Click the “Add” button.

Drag Files Here to Add

or

Add files...

or
32 Choose from Dropbox
or

& Choose from OneDrive

32. Go to where you have your file located on your local computer, select the file and then click
uopenn.
33. Click the “Start Uploading All” button.

&aStart Uploading All
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34. Click the “Close” button once the file has been uploaded.

Closse

Upload your Video
35. Click “Workspace Portfolio”.

ne B Workspace Portfolios & File

36. Click your portfolio name and then select “Edit Portfolio”.

15 ¥ records per page
Permissions

Download As Zip
Download As PDF

— Previous | 1 | Next — Hide Portfolic

Duplicate Portfolio

Excel Viewer / C5V Viewer

37. Click on the Observation #2 by the College Supervisor section.
ELED Undergraduate Student Teaching Portfolio

# Enable Table of Contents Edit Mode

4 E’l Welcome and Cover Page
4 @ Observation and Prograss Reports
4 a Ohservations by the College Suparvisor
@ Observation #1 by the College Supervisor
4 a Observation #2 by the College Supervisor
a Team Conference —
a Observation #3 by the College Supervisor
@ Observation #4 by the College Supervisor
4 a Ohservations by the Cocperating Teacher
Observation #1 by the Cooperating Teacher

Observation #2 by the Cooperating Teacher

D @ M

Observation #3 by the Cooperating Teacher

38. Click the down arrovx_/.and t.heh. Sélect ;’Add File'T.
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ADD CONTEN n

Text Block

Add File E

Journal Entries

Form

Link to a Portfolio Page

39. Click the “Add” button.

Drag Files Here to Add

or

Add files...

or
33 Choose from Dropbox
or

& Choose from OneDrive

40. Go to where you have your file located on your local computer, select the file and then click
Ilopenll.
41. Click the “Start Uploading All” button.

&Start Uploading All

42. Click the “Close” button once the file has been uploaded.

Closse

43. You will see the “CONVERTING YOUR FILE”.

O Q E oo LV TN IEAINA Creating audio and video for student feedback
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44. Once the conversion process has completed, you will see the video window.

ADD CONTENT v

o Observation #2 by the College Supervisor

Please submit your work to your college supervisor for your second observation here. You must select all rubrics after clicking Submit.

45. You're College Supervisor and Cooperating Teacher will now be able to add comments/feedback
to your uploaded video.
46. You can now click the “TABLE OF CONTENTS”.

@® TABLE OF COMTENTS

B Observation +2 b
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