
 

 
1) Login to your ePortfolio at www.epsilen.com 

 
First Create an Access Key 
 

2) In the Epsilen Environment, under “My ePortfolio” click  
“Access Keys” 

 

 
 

3) Click “Add New Access Key” 
4) Type a Key Name like “Family Key”  or other appropriate name 
5) Type a Key Code like “98765”  
6) Click “Add” 

 
 
Your new key is now in the list of Access Keys. Later you will apply the key using 
its name, like “Family Key”. To view the folder or file, visitors will need the Code 
“98765”  
 

 
 

http://www.epsilen.com/


 
 

 
Second Create an Access Key  Controlled Access Folder  
 

7) Under “My ePortfolio” click “Files / Folders” 

 
8) Click “Create Folder” 

 
9) Type the new folder name, like “Family Files” 
10) Type a Description for the folder 
11) Check “Share and display this folder on my ePortfolio homepage” 
12) UNCHECK “Public” 
13) Check your key, like “Family Key” 
14) Click the “Add Folder” button 

 
Your new folder is ready for you to upload files and write reflections 

 
 

Next , see the document “Uploading a File to a Folder “   

 


