How to Share Your Portfolio (with affiliated viewers)

First, here are some things you should know:

If you created your portfolio based on a Drexel template then reviewers may
have been automatically assigned.

Each portfolio can be shared with a different set of reviewers. There are two
types of reviewers: Affiliated Reviewers and Custom Reviewers

Affiliated Reviewers are reviewers associated with your institution (e.g.
faculty members). Affiliated Reviewers will be listed for you in the
permission tree.

Custom Reviewers are reviewers outside of your institution (e.g. potential
employers).

Granting permission to an affiliated reviewer
These are the steps we will follow:

1. Go to http://www.iwebfolio.com and log in, or access iWebfolio by logging

into DrexelOne, clicking on the Drexel tab, then clicking on the iWebfolio link
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2. Click the Portfolios tab in the top navigation bar.
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Presentations Files Items Websites Reports

Welcome, !

You are logged in as . You last logged in on Jul 30, 2012.

The last portfolio you worked on was My LIFEfolio: College Portfolio.
Would you like to edit or viewthis portfolio now?
(You can always access it from the Portfolios page later.)

Find out what's new in iWebfolio!

3. Click the Edit link to the right of the portfolio name you wish to change.
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PORTFOLIOS [ Create New Portfolio ]

[ Portfolio Name # of Reviews Last Reviewed Modified |
|ﬁ Academic Portfolio [ Detail ] 1 Jun 22, 2010 Aug 15, 2011 Edit | View | Copy | Delete
|ﬁ My LIFEfolio: College Portfolio [ Detail | 2 Jun 9, 2012 Jun 6, 2012 Edit | View | Copy | Delete
|ﬁ Portfolio 1 Aug 13, 2012 | Copy | Delete
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EDIT PORTFOLIO: Portfolio 1

Click the Permissions tab at the upper part of the screen.
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GENERAL | CONTENTS [ FEEDBACK
[Add New Category | [Home
IE] Home EIE
Attachments Reflections
Add Attachment
‘'ou currently have no attachments

5. Inthe Permissions section of the screen, select your institution from the
dropdown menu.
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EDIT PORTFOLIO: Portfolio 1
GENERAL
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View Portfolio

[ CONTENTS [ FEEDBACK

PERMISSIONS

Current Per

(0) View Permissions Disclaimer

Drexel

= Drexel Previous | 1-25 of 414 ¢ | Next 25
= LeBow College of Business Select All | Select None
eBow Faculty | Save |
eBow Peer Leaders & TAS —
eBow Advisors Select Name Title Node
CNHP ] Abdul-Khabeer, Saeed LeBow Faculty
= COAS ] Adams-Eilers, Elizabeth Dr. Elizabeth Adams-Eilers English & Philosophy
English & Philosoph ) Advisor, Director of Writing Assessment. English & Philosophy
Bioscience & Biotechnology ] Advisor, CNHP
Culture & Communication = !

CNHP




6. Navigate through the list of nodes (departments) on the left to locate the
node containing the reviewer you wish to grant permissions. Click on the
node name to display the list of reviewers within that node on the right.

Permissions | Drexel

Expand All | Collapse All

Show All Reviewers

= Drexel

= LeBow College of Business
LeBow Faculty

LeBow Peer Leaders & TA'S

LeBow Advisors

CNHP

= COAS

English & Philesophy

Bioscience & Biotechnology
Culture & Communication

International Area Studies
IRT

Goodwin College

DCAE
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PH

7. Mark the checkbox next to the name of each reviewer you wish to grant

permissions then click on the Save button at the top.
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View Portfolio

LeBow Advisors

GENERAL CONTENTS FEEDBACK PERMISSIONS
Current Permissions (0) View Permissions Disclaimer
No Permissions granted
Per | Drexel 2
[Expand All | Collapse All | LeBow Faculty
Show All Reviewers -
o Drexel Previous | 1-250f93 = | Next 25
(= LeBow College of Business Select All | Select None
LeBow Faculty ['l
LeBow Peer Leaders & TA'S
Select Name Title Node

CNHP ] Abdul-Khabeer, Saeed LeBow Faculty
CoAS 7] Anandarajan, Murugan LeBow Faculty
REG ] Anselmo, Erika LeBow Faculty
x‘;‘;“‘"‘w ] Arredondo, Raquel Adjunct Faculty LeBow Faculty

H () Babitt, Sara Adjunct Professor LeBow Faculty

7 || Baxt, Marny LeBow Faculty
(] Bell, Monique PhD Candidate LeBow Faculty

| | Berger, Ashley LeBow Faculty

|| Biddle, Robert LeBow Faculty

ﬁ @  Buckman, Beth Ajunct Professor LeBow Faculty

™ carlin, Linda LeBow Faculty

|| Carney, Maggy Adjunct Professor LeBow Faculty

() Cataline, Jodi Instructor LeBow Faculty

8. The screen will display the reviewers in the Current Permissions section as
having access to your portfolio.
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EDIT PORTFOLIO: Portfolio 1

View Portfolio

GENERAL | CONTENTS | FEEDBACK PERMISSIONS
Current Permissions (2) View Permissions Disclaimer
Name Title Node Accesses Expiration
| Buckman, Beth Ajunct Professor LeBow Faculty 0 Edit | Remove
| cartin, Linga LeBow Faculty 0 Edit | Remove

Questions? Send us an email at eportfolio@drexel.edu
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