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

First Create an Access Key

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

Use Access Keys to create groups (keys) that define who can and cannot see information on your ePortfolio Web site and
inside Epsilen. Some default keys such as "Public” have been created for you.

» Add New Access Key

Public @@
Employer |:\ E
Department |_\ E
Epsilen |:\ E
Institution |:‘ E
Advisor |:‘ E

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”

Add Access Key

Enter the Access Key's name and key code. Provide the key code to visitors that you want to have access to information
protected by this key.

Key Name: |Fami|\«fl-<eyr |

ey Code: 58763 |

| Add

|| cancel |

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”

{ Access Keys g ePortfolio Meter: 75% @

Use Access Keys to create groups (keys) that define who can and cannot see information on your ePartfolio Web site and
inside Epsilen. Some default keys such as "Public” have been created for you.

|+ Add New Access Key

Key Name Key Code

acc 55555 @&
Advisor |:| E
Department |:| E
Employer |:| E
EN-101 Key 98765 @&
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7) Under “My ePortfolio” click “Files / Folders”
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ﬂ File Manager® Disk Space: 2% of 125 MB
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=3 [ My Files | My Files Y
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@ Fictures -"’ Videos Documents This is your file and folder manager. From here you can upload new files, create and
---,;l. FamilyFiles edit folders, and share your files and folders with others.
& QuickLinks Groups
-l Matrix To work with your files, start by selecting a folder from the list of folders on the left or
L create a folder by clicking Create Folder.
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rﬁf | Use the below form to create a new folder. Enter a folder name, description, and
L2 choose whether o i er on your ePortfolic Web site Home page.

= Access Keys

Create in: My Files

i= Options Folder Name: [Family Files
El Interests Description:  Files for my family to view.
Themes
@ Preview ePortfolio B
Sharing: Share and display this folder on my ePortfolio Web site Ho‘r@
@ Groups 4 LS
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9) Type the new folder name, like “Family Files”

Files / Folders ) 10) Type a Description for the folder

11) Check “Share and display this folder on my ePortfolio homepage’
12) UNCHECK “Public”

(9 share It i’ 13) Check your key, like “Family Key”

14) Click the “Add Folder” button
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@ Search Epsilen Your new folder is ready for you to upload files and write reflections
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(}) There are no files associated with this folder.

[Cg Create Folder

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




