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Creating a Personal Portfolio 

 

Introduction 

Blackboard offers two portfolio options: the Basic Portfolio  and the Personal Portfolio. 

The Personal Portfolio has much more flexibility in design and content. 

ü All of your portfolios are listed in the My Portfolio area of Blackboard, and the type 

is designated in the Portfolio Type column. 

ü 5ƻƴΩǘ ōŜ ŎƻƴŦǳǎŜŘ ōȅ ǘƘŜ ǘŜǊƳ άtŜǊǎƻƴŀƭ tƻǊǘŦƻƭƛƻέΣ ŀǎ ȅƻǳ Ŏŀƴ ǳǎŜ ǘƘŜǎŜ ǇƻǊǘŦƻƭƛƻǎ ŦƻǊ ŀƴȅ ǇǳǊǇƻǎŜ 

ȅƻǳ ŘŜǎƛǊŜΦ ¢ƘŜ ǘŜǊƳ άtŜǊǎƻƴŀƭ tƻǊǘŦƻƭƛƻέ ƛǎ ǳǎŜŘ Ƨǳǎǘ ǘƻ ŘƛŦŦŜǊŜƴǘƛŀǘŜ ƛt from the Basic portfolio. 

 

Elements of  the Personal Portfolio 

Personal portfolios have three basic areas that you can customize: 

 

ü Header and Footer: fixed elements, determined in portfolio settings 

ü Menu: fixed, determined in portfolio settings. Can be located on the left or right side of the 

page, or across the top, under the header. 

ü Content Area: Changes, based on what menu item the user clicks 
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Understanding Artifacts 

Each page in your personal portfolio is made 

from content items called ά!ǊǘƛŦŀŎǘǎέΦ ¢Ƙƛƴƪ ƻŦ 

ŀǊǘƛŦŀŎǘǎ ŀǎ ōǳƛƭŘƛƴƎ ōƭƻŎƪǎ ǘƘŀǘ ȅƻǳΩƭƭ ǳǎŜ ǘƻ 

construct your portfolio pages. For example, 

ȅƻǳ ŎƻǳƭŘ ƘŀǾŜ ŀ ǇƻǊǘŦƻƭƛƻ ǇŀƎŜ ŎŀƭƭŜŘ ά!ōƻǳǘ 

aŜέΣ ǘƘŀǘ Ŏƻƴǘŀƛƴǎ ǘƘǊŜŜ ŀǊǘƛŦŀŎǘǎΥ ŀƴ ŀǊǘƛŦŀŎǘ 

about your education, another artifact about 

your hobbies, and another artifact about your 

ŦŀƳƛƭȅΦ ¸ƻǳΩƭƭ ŎǊŜŀǘŜ ŜŀŎƘ ƻŦ ǘƘŜǎŜ ŀǊǘƛŦŀŎǘǎ 

separately, then put them together later to 

form a complete page. 

ü LǘΩǎ ōŜǎǘ ǘƻ ŎǊŜŀǘŜ ŀǊǘƛŦŀŎǘǎ ōŜŦƻǊŜ ȅƻǳ 

create your portfolio.  

ü To manage your artifacts, click on the Portfolios link, then select the Personal Artifacts link. 

 

Creating Artifacts 

¢ƻ ŀŘŘ ŀ ƴŜǿ ŀǊǘƛŦŀŎǘΣ ŎƭƛŎƪ ǘƘŜ ά!ŘŘ ǇŜǊǎƻƴŀƭ ŀǊǘƛŦŀŎǘέ ōǳǘǘƻƴ ƛƴ ǘƘŜ ǘƻƻƭōŀǊΦ  

 
 

1. {ǇŜŎƛŦȅ ŀ ƴŀƳŜ ŦƻǊ ȅƻǳǊ ŀǊǘƛŦŀŎǘΣ ŀƴŘ ŀ ǎƘƻǊǘ ŘŜǎŎǊƛǇǘƛƻƴ ƛŦ ȅƻǳΩŘ ƭƛƪŜΦ ¢ƘŜ ŘŜǎŎǊƛǇǘƛƻƴ is for your 

reference and will not display in your portfolio. 

 

2. Add your content. You can use the text editor to 

change font properties, add images and other 

media, and format the content for your page.  

 

3. You can also attach files from your computer or 

files stored in your Blackboard folders. For 

example, you could create a page reflecting on 

an assignment, then attach the assignment 

document for readers to review. 

 

4. /ƭƛŎƪ ά{ǳōƳƛǘέ ǘƻ ǎŀǾŜ ȅƻǳǊ ŎƘŀƴƎŜǎΦ 

 


