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Creating an Epsilen ePortfolio Group 

 
ePortfolio Groups 
ePortfolio  members can create private or public electronic spaces for sharing ideas and documents with 
invited colleagues. An instructor could create a Group for a class and then use the Group functions (that 
include Drop Box, Wiki and Chat Room) to communicate with the class outside the classroom. 

 
1) Log on to your Epsilen ePortfolio portal.  
2) From the left hand menu select Groups and then Create Group. 
3) Complete the form giving your group a name and description.  It is suggested that you leave the 

Registration as Invite Only and select the option to hide the group from the public. 
 

 

4) Click the button. 
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5) The screen above appears and you are now in the Group Portal page and ready to add members.   

 
 
 

Inviting  Epsilen Members to Join the Group 
 

6) Select the Members option from the left hand menu, and then the Invite people.  You will notice that 
you can invite existing Epsilen members by looking up their Epsilen name, or you can invite people by 
their email address.  
 
The Epsilen name option will be shown first. 
Select the top button. 

 

 
 

  



ePortfolio Group Creation ς Spring 
Funded in part by a Carl D. Perkins Vocational Education Grant 

  
Page 3 

 

  

 

7) Enter the name the name of the person you wish to add, the click the button. 
 

 
8) From the resulting search results window select the individual you wish to add and then click the 

button. 
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9) You will notice that an email text box containing a prepared message appears.  At this point you could 

search for additional Epsilen members to invite or send the message.  You could also revise the 

message contents.  For now we send the message by clicking the button. 
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Accepting the Group Invitation 
10) The invited person will receive an email via Epsilen to his/her QCC email account. 

 
  The message will look like this: 
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11) After logging into Epsilen, select Groups and then the Groups I am Invited to tab. 

 
 

12) From the list of groups you are invited to, accept the invitation by clicking the  button.  

  

13) Click the button to accept the invitation to join the group. 

 
 
 
 
 
 
 
 
 



ePortfolio Group Creation ς Spring 
Funded in part by a Carl D. Perkins Vocational Education Grant 

  
Page 7 

 

  

Inviting  non-Epsilen Members to Join the Group 
 

14) To invite people who are not members of Epsilen to join the Group select the bottom button.  You will 
see a space to enter email addresses followed by the same email message.  You may enter individual 
email addresses or a distribution list. 
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15) To invite an entire class go to your QCC email an open a Tony Hong email of your class members.  Select 
the listserv distribution list for the class and press the Ctrl and C keys at the same time to copy the 
distribution list.

 
16) Return to the Epsilen screen and paste the list into the email address text box by positioning the cursor 

in the box and pressing the Ctrl and V keys at the same time. 
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17) It is suggested that when inviting your class you modify the message sent to include mention of the 
class and the ePortfolio Lab Schedule.  Delete the message text, then copy and paste the following 
message into the text box adding the class number for your class. 

 
 
 

 

 


