ePortfolio Group Creation ¢ Spring

Funded in part by a Carl D. Perkins Vocational Education Grant
Creating an Epsilen ePortfolio Group

ePortfolio Groups

ePortfolio membergan 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 futtdibns
include Drop Box, Wiki and Chat Rgamcommunicate with the cks outside the classroam

1) Log on to your Epsilen ePortfolio portal.

2) From the left hand menu seleGroups and thenCreate Group.

3) Completethe form giving your group a name and description. It is suggested that you leave the
Registration asvite Only and select the option tdide the group from the public.

oy Create Group >

&) search Groups General Description

¥ Courses

E® Calendar Description:

M. Learning Matrix

Keywords:

Please enter keywords separated by commas)

Registrajtn: @ Invite only

(' Invite And Request

' ipen to Everyane in My Institution
Ccpen to Al Epsilen Members @

e . .
e Change 2 HiddegfGroup: [vac, 1 wol) like to Hide this group from the public (@
S de Tools Institutional Groups™ [Tvaz, [ would like to submit this aroup for institution appraval @

's Epsilen Points

Your Member Profile

Members "
Your Name: |J0hn Student |
B Disahle Menu Tips vour Title: |Owner |®
©' Log Out of Epsilen Your Email: [jstudentd@@tigermail.qoc.cuny.edu |

[l List me as a member an this group's public home page @

[¥ladd a QuickLink to this group on my ePartfalio Wehb site Home page

4) Click thel=
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Group Search or: I to
ePSILEN (Swichto Group ] | Eicara | Log out

wWelcome John Student to My Test Group
iy Home - Groups

e Sbout
- o [ Home @

Dear John Student welcome to the group My Test Group, &5 a group Owner you may send messages to ather member
using Group Mail, engage in discussions using the Forums, use the Drop Boxes to share files, communicate live with the
Chat tool, collaborate on editable web documents using the Wiki, etc.

& Calendar () There are currentfy no announcements 1y John Student

I Forums Use the Announcements tool to keep your Group members informed of the latest
Group information. Announcements are automatically displayed on your Group’s
Home page and the Group Website, You can also send a copy of the
announcerment to all Group members through Group Mail.

rﬁ Group Mail

@ jundicod -

= Drop B

Wiew Group Primer

5) The screen above appears and you are mowhe Group Portal page andready to add members.

Inviting Epsilen Members to Join the Group

6) Selecthe Members option from the left hand menu, and then thevite people. You will notice that

you can invite existing Epsilen members by looking up &esilen name, or yocan ivite people by
their email address.

The Epsilen name option will be shown first.
Select thetop button.

T [ES=————————————————————————
ePSILQ\[;IONmNT | Exit Group | Loa Out

Welcome John Student to My Test Group
iy Home - Groups

ra About

[ Invite People @

B Annnoncements

& Membars Click the circle next to one of the options below to invite new members to this group.

& Invite People

vite current Epsilen members (people who have already created their Epsilen accounts).
Invite others who do not have an Epsilen account by entering their email addresses,

c& View Invited
& Wiew Requests
‘& View Banned

& View Deleted
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7) Enter the name the name of the person you wish to add, the click&k

il o B o
epSILg\mONMeNT | Exit Group | Log Cut

Welcome John Student to My Test Group

i Home - Groups

[ Invite People @

& Members Click the circle next to one of the options below to invite new members to this group.

£, Invite People ® Invite current Epsilen members (people who have already created their Epsilen accounts).

. . O 1nvite others who do not have an Epsilen account by entering their email addresses.
& View Invited

£ View Requests Search for Epsilen Member to Invite

Hanssen| > Search

C_J) Mo Invitees Selected, use the search box above to find members to invite. ‘

& View Banned

&3 View Deleted

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

F add Selected button

©3 Search Epsilen Members - Mozilla Firefox

I
|., |j| |http:,l',l'www.epsilen.u:u:um,l'M';.fF‘u:urtaI,l'F'rivate,l'Netwu:urhl'Searu:hEpsilenMemberF‘Dpup.aspx?SelectedLlserID=n:tIDD_u: ’ﬂf|

[Search Epsilen Member » Close Windowy

Search For: |Hanssen

Institution : |£1‘«II V|

e’ Add Selected P

First Last o ..
S — Type Institution
MName MName L AN
Hanssen Faculty Pace University
Hanssen  Assistant Faculty Queenshorough Community
Professor College
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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 membegsinvite or send the message. You could also revise the

[ te

button.

[ Invite People @

Announcements
& Members Click the circle next to one of the options below to invite new members to this group.

£, Invite People @ Invite current Epsilen members (people who have already created their Epsilen accounts).

. . O 1nvite others who do not have an Epsilen account by entering their email addresses.
& View Invited

£ view Requests Search for Epsilen Member to Invite

. *

&5 View Deleted

Selected Invitees:

‘Edward Hanssen 5]
KB Calendar Invitation greeting message / Explanation of invitation
I Forums Epsfien wilf autornatically include the following greeding message within an email sent to each invites, This option can be left

ré e (N blank, it is not required o send the invitation.) WView Example Email

1 Drop 2 Flease Mote: Epsilen does not allow JavaScript. For security reasons, any content that resembles JavaScript will be disabled. @

S AYV i LBAREBBRIL(I 0 =250

éDeFauItFont v Gz v AW B 7 U ahe X' X. 2 ik

Dear Colleague;

£ Options easy to use ‘Web 2.0 environment.
E, Options

@ T hope to see you in the group soon.
b

=1 Exit Group
EIHTML CiPreview

&' Log Out of Epsilen
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Accepting the Group Invitation
10) The invited person will receive an email via Epsilen to his/her QCC email account.

[ Inbox

| Click here to enable Instant Search

! (18 From Subject

= Date: Tod ay
~  Epsilen Group Inv... My Test Group has sent you an invitation.

The message will look like this:

Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message.

From: Epsilen Group Invitation [mail @epsilen.net]
To: Hanssen, Edward

Co

Subject: My Test Group has sent you an invitation,

] ]

Hello Edward,

You have been invited to join the
My Test Group group.

Dear Colleague;

I would like to invite you to participate in my Epsilen Group. To accept
this invitation, log in to your Epsilen account and go to the Groups
tool. At the top of the Groups page vou will find a link to accept this
invitation.

Epsilen Groups provide us with all the necessary communication and
collaboration tools to "Virtually™ get connected in an easy to use Web
2.0 environment,

I hope to see you in the group soon.

GROUP DESCRIPTION
This is a demonstration of a test group.

To accept the invitation, [coin to your Epsilen Account and go to the
Groups tool. From there you will see a list of groups that vou have
been invited to and an "Accept” button for each invitation.

Copyright © 2007 - 2008, BehMeem LLC.
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11) After logging into Epsilen, selggtoups and then theGroups | am Invited to tab.

Z ry Portal

ﬁ My ePortfolio

[ Groups @

Use the Search Groups tool to find a Group to participate in or Create Group tool to create your own Group, What is a

Group?
f Groups I am Grigyps I Have Deleted Groups
a MembeENg Invited to g Lested

Groups I
Created f Own

Description Members Forum Replies Private Created Action
M, Learnin ] o ]
The Business This site is dedicated to... Read 5 0 Mo 03/11/2009 || F
Acadermy more about The Business..

12) From the list of groups you are invited to, accept the invitation by cIickin(ﬁ“'ﬁp éoutton.

[ Groups @
Use the Search Groups tool to find a Group to participate inor Create Group tool to create your own Group, What 15 &
Group?
Groups I Groups I am Groups I am Groups I Hawve Deleted Groups
Created f Own || a Member Of Invited to Eequested
Description Members Private Created Action
My Test Group This is a demonstration of a tes... Fead more about 1 s 03;*16;‘20!] ¥
My Test.,

T cept

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

[Accept Group Invitation @

To accept this Group Invitation, enter your name, title and email address and then click "Accept”

Group Mame: My Test Group
Description: This is a demonstration of a test group.

Your Name: |Edward Hanssen |*

Your Title: |Member | 2

Your Email: |ehanssen@qu:u:.u:uny.edu |

it me as a member on this group's public home page
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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 smaagage. You may enter individual

email addresses or a distribution list.

epS"-eN | Exit Group | Log Out

ENVIRONMENT
Welcome John Student to My Test Group

iy Home - Groups

[ Invite People @

1aLnce
Click the circle next to one of the options below to invite new members to this group.

&5 Membears

£, Invite People ﬂvite current Epsilen members (people who have already created their Epsilen accounts).
®

) ) wite others who do not have an Epsilen account by entering their email addresses,
J24 view Invited

You are not authorized at this time to invite non-edu email addresses (i.e. email addresses that do not end in .edu).
Please email NonEdu@Epsilen.com to request authorization. ¥ou can invite as many .edu email address as you

& Wiew Banned wish,

& View Requests

&) view Deleted List of email addresses to Invite:

«3 (Please enter the invitee(s) emall addressies), Separate multinle ernail addresses with cormmas.)

B Calendar |
I Forums

(5 Group Mail

Invitation greeting message / Explanation of invitation:

{Epsilen will automatically include the following greeting message to each invites, This aption can be left blank, it is not
required to send the invitation.) Wiew Example Email

Flease Mote: Epsilen does not allow JavaScript, For security reasons, any content that resembles JavaScript will be disabled. @

SR ATV IRDRARRBR I LI M =S5 Q=i=1

éDeFauItFont T Size < évarl-’?v B J U ahe X' X 4 55 =

ﬁ Options Dear Colleague:

LS Owner view

do not already have one) and jom the group. If you already have an E;

nnnnn + #Hhin dnrriba

account, please login and go to Groups to

= Exit Group
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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 @id andC keys at the same time to copy the
distribution list.

Extra line breaks in this message were removed.

From: Tony Hong [THong @qec. cuny. edul]

To: Hanssen, Edward

Cc

Subject: Email listname of students in your EUDS12D24E class

Dear Colleague:

To facilitate the use of QCC student e-mail (Tiger Mail) by faculty, the Inf
class. A list of the individual students and their Tiger Mail accounts also

Sincerely,
George Sherman

Executive Director
Information Technology

The name of this class is
BUDS12024B@Etigermall..gcc. cuny .. edu

ACQUISTA PAOLA PACQUISTARLEtigermail.gcc. cuny . edu
BERTRAM AMDREW M ABERTRAM7BEtipermail.gcc. cuny . edu
BEUDHU ROOPMAUTH REBUDHUSSEtigermail .gce. cuny .. edu
DAVIS JAUREZ JDAVISSAEtigermail . goc. cuny .. edu

DAVIS SHELIKA A SDAVISA7@Etigermail . .gcc. cuny .. edu

—_—————— . — - —— e

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&trl andV keys at the same time.

Invite People @

Click the circle next to one of the options below to invite new members to this group.

O Invite current Epsilen members {people who have already created their Epsilen accounts).
@ Invite others who do not have an Epsilen account by entering their email addresses,

You are not autharized at this time to invite non-edu email addresses (i.e. email addresses that do not end in .edu)l.
Pleasze email NonEdu@Epsilen.com to request autharization, ¥You can invite as many .edu email address as you
wish,

List of email addresses to Invite:

{Ploaz il i e5). Separate multinle email addresses with commmas.)

BUDS12024B@tigermail.qee.cuny .edu| ) *
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17) It is suggested that wheinviting 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.

Dear Student

Iwould like to invite you to participate in my Epsilen Group for BUxxx. This invitation will allow you to
create an Epsilen account [if you do not already have one) and join the group. If you already have an

Epsilen account, please login and go to Groups to acceptthis invite.

Epsilen Groups provide uswith all the necessary communication and collaboration tools to "Virtualhy™
getconnectedinan easy to use Web 2.0 environment. If you do not already have an Epsilen account
please attend one of the Queensborough Open ePortfolio labs listed below. You do not needan
appointment, and student tutors will assist you in registering for an ePortfolio account.

Spring 2009 ePortfolio Lab
Schedule

Day Time Room
Mondays  BAM to 10AM  Adl6

Tuesday Noonto 2PM A308
Wednesdays MNoonto 2PM H344

Thursdays  MNeonto 2PM A308

Fridays BAM to 10AM  A308
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