
HOW TO SET UP YOUR POE ELECTRONIC PORTFOLIO

One of the benefits of participation in Portfolio of Excellence is  the opportunity to create an electronic collection of materials that document your success and progress through college. 

This electronic portfolio will give you the chance to collect and save (rather than just think it is a good idea to remember and then forget) important things you do in your first years at college. 

You’ll be able to use the material you save here to develop a resume or curriculum vitae. You’ll be able to consult this portfolio as you write scholarship and ATP grant applications, graduate applications, and job letters. 

Finally, you’ll use this portfolio to house your POE  journal and to be in touch electronically with your mentor and mentor group peers.

STEP ONE: SIGN UP FOR GMAIL ACCOUNT EVEN IF YOU ALREADY HAVE ONE
1. Go www.gmail.com and click on “CREATE AN ACCOUNT”
2. When it asks you to select your “DESIRED LOGIN NAME” type in “BSUyour username.” That will make your email address “ BSUyourusername”@gmail.com .

Example: My BSU username is “cholbrook” so my POE gmail username would be BSUcholbrook, and my gmail account would be BSUcholbrook@gmail.com.

3. Continue with the sign up process. You can select any password you choose. 

STEP TWO: SIGN UP FOR GOOGLE SITES
1. Go to http://sites.google.com and sign in with your POE email and password.
2. Click on “CREATE SITE.”
3. Choose the “BLANK TEMPLATE.” Typically the first option you will see.
4. Where it asks you to “Name your site” enter “BSUyourusername”

Example: My BSU username is “cholbrook” so the name of my site would be “BSUcholbrook” and the URL for my site would be http://sites.google.com/site/bsucholbrook.”

NOTE: When you fill in the “name your site” blank, what you type there will appear in the “Your site will be located at this URL” box as well. 

5. Click on “Choose a Theme.”  Scroll through the possible (and sometimes ugly) options to personalize your site.
6. Click on “More Options.”  Look at the “Share with” buttons and select “Everyone in the World can view this site.” 
7. Complete  the rest of the application and click “Create Site.” You should come to a page with the words “HOME” in the middle of it and “Your Name” on the left hand side.
8. Email your URL address to your mentor with the subject line BSU POE site address for Your Name. 

STEP THREE: SET UP THE BASIC STRUCTURE OF YOUR SITE
You will set up some basic pages to start. Once you get the hang of it, you are welcome to create as many other pages as you want (though we recommend consulting with your mentor before doing anything kooky). 

The three basic pages to your portfolio are: 
1) Personal information and Biography. 
This page includes whatever personal information and photos you want to share with your fellow POE students and mentor, your class schedule (if you don’t want to have a separate section) and as starter resume, etc. Save the page using the button at the top right of the page.

2) Announcement / Journal. 
This is the space where you will reflect on where you are at, where you want to go, and how you are going to get there. Sometimes you will respond to prompts from your mentors. Sometimes you will respond to prompts from each other. Sometimes you’ll be invited just to journal. NOTE: Whatever you write here will be read by your mentor and other folks associated with POE as well as, sometimes, other students in your group. 

3) Goals
This page is where you will be able to talk about your goals for the academic year, both academically-wise and social-wise.  We encourage you to create a few basic goals and commit to them by writing them done!  You can modify them as often as you want during the year, but evidence shows that we are all more likely to achieve goals we say out loud and commit to writing!

4) Student Involvement
This will have a small widget that will have a list of on campus activities that you take part in.  Create a page titled “Student Involvement” at the top level.  Click “edit page” on the upper left hand menu and choose the “Insert” option.  Scroll down to “Include gadget” and click on this gadget then hit “add.”  In the URL box copy and paste the following – http://bridgew.collegiatelink.net/Community?action=getExternalFlyerboard
This is the hardest part, so if you need help, ask your mentor and s/he will either help you or get you some help for our technical experts in your group or at the college!

5) Academic Plan
This is where you can map out your 4 or 5 year academic plan as you talk with your academic advisor and your mentor.  For example, if you want to study abroad in the fall of your junior year, you can map out what courses you need to take before going, while there and after.  As you work with your advisor and the Center for International Engagement, this will be a useful part of your planning.  Create a new page titled “academicplan” at the top level.  After it is created, change the title to “My Academic Plan”

6) POE File Cabinet. 
This is the space where you will archive your successes and learning experiences as you work your way through college. Great papers, impressive awards, community service experiences, study away, undergraduate research, presentations, publications, etc. This is the raw material for all the scholarships and applications you will one day fill out!  Don’t worry that you can’t think of what you will put there now – your adventure is just beginning – but soon you will have material you are proud of and want to save!


HOW TO MAKE A FIRST PAGE
1. From your google sites homepage, click on the “CREATE PAGE” button in the upper right of your page. 
2. Select the “WEB PAGE” template.
3. Where it asks for the page “NAME” type make this your personal information page. 

NOTE: You don’t have to call it “Personal Information,” but select an appropriate and relevant title in that vein. 

4. Where it asks you to, Click on “TOP LEVEL”
5. Click on “CREATE PAGE”

TO MAKE SUBSEQUENT PAGES FOLLOW ALL OF THE STEPS ABOVE. ASSIGN A DIFFERENT DESCRIPTIVE NAME TO EACH PAGE. 

HOW TO MAKE A FILE CABINET PAGE
1. From your google sites homepage, click on the “CREATE PAGE” button in the upper right of your page. 
2. Select the “FILE CABINET” template.
3. Where it asks for the page “NAME” type make this your document storage area. 

NOTE: You don’t have to call it “Document Storage Area,” but select an appropriate and relevant title in that vein. 

4. Where it asks you to, Click on “TOP LEVEL”
5. Click on “CREATE PAGE”
HOW TO EDIT A PAGE
1. From your google sites homepage, click on the name of the page you want to edit in the sidebar on the left.
2. Click on “EDIT PAGE” 
3. Add text, photos, video, links to the web, whatever you want to do—it will feel like you are working in MSWord.
4. When you are finished making your changes, click on “Save.” 

HOW TO PREVIEW A PAGE
1. In the page you are editing, click on “More Actions” in the upper right hand corner.
2. Click on “Preview Page as Viewer.”  Your preview page will open up in a new window. 
3. When you are done with your preview, close the preview window to return to the editing page.

HOW TO VIEW YOUR ENTIRE SITE
To preview your entire site you will need to SAVE  any changes you’ve made to your site in editing mode and log out of your account.  Then visit your webpage at http://sites.google.com/site/BSUusername.
