
 

Using the Portfolio Wizard 
A Blackboard Educational Services Tip Sheet 

 
About the 

Blackboard 
Content 
System 

A complement to the Blackboard Learning Suite, the Blackboard Content 
System delivers features and functionality that can be best said as four distinct 
products within the core content system. The Blackboard Content System offers: 

Virtual Hard 
Drive: 

Anytime, anywhere access to your files and folders. 

Learning 
Content 
Management: 

Faculty can share, reuse, and repurpose learning assets 
across the Blackboard Learning Suite. 

ePortfolios: ePortfolios can be assembled by students and faculty 
members to create an online portfolio in a matter of minutes. 
Templates can be created for students and faculties to use. 

Library 
Digital Asset 
Management: 

Faculty members can search and use digital materials for 
use in their courses with the integration of Library Digital 
assets into the Blackboard Content System.  

 
About 

ePortfolios 
Within the Blackboard Content System ePortfolios play an integral role. Using 
ePortfolios, students and faculty members can create rich multimedia portfolios 
that can highlight their skills, display resumes, show work examples, to provide 
information to potential employers, tenure renewals, and to meet graduation 
requirements. When creating the portfolio, you are creating a website that has 
the same look and feel as using the Blackboard Learning System, with the 
navigation menu located in the left hand pane and content featured in the right 
hand pane. Not only can you create portfolios targeted for employment positions 
and graduation requirements, you can create a portfolio that showcases your 
talents such as multimedia presentations, or coursework. 

 
Document 

Conventions  
Anytime this Icon is displayed, it indicates an important detail, 
or tip. 

  A bullet within a procedure indicates the result of the step. 
For example: 

Click Next. 

 The Portfolio Creation Wizard appears. 
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Portfolio Wizard, Tip Sheet 

Getting Started 
Getting 
Started 

Let’s begin by launching the Portfolio Creation Wizard.  

 
Note: This guide assumes you have logged in and have 

uploaded your content to be used in building out your 
portfolio.  

 
 

 
 
Procedure: To start the Portfolio Creation Wizard, use the following step: 

In the left navigation pane within Portfolios, click Portfolio Creation. 
 The Portfolio Creation Wizard appears. 

 
Note: You may also click Portfolio Creation Wizard within My 

Portfolios.  
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Blackboard Educational Services 

Portfolio Creation Wizard 
Portfolio 
Creation 
Wizard 

When the Portfolio Creation Wizard appears, notice the left hand pane which will 
guide you through the steps of creating your portfolio. After filling out the 
mandatory first step of naming your portfolio, all the other steps are optional. In 
this manner, you can enter as little or as much information as you want for your 
portfolio. Keep in mind to have all your portfolio items uploaded into the 
Blackboard Content System to minimize the time it takes to develop your 
portfolio.  
 
While you can create all your items in the Portfolio Creation Wizard, you also 
have the ability to manage your portfolio later on and add additional items such 
as templates, external links, and files. 

 

 
 

Procedure: To begin filling out your portfolio, click Next. 
 The Portfolio Information screen appears. 
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Portfolio Information 
Portfolio 

Information  
In the Portfolio Information screen, the title and description is what will be seen 
by you and others (if you choose to share it.) The title conveys to the viewer 
what the portfolio is about. Entering a description is highly useful to keep 
multiple portfolios separated within your portfolios as you may have multiple 
portfolios targeted for different audiences. 

 
Note: If you choose to create a Portfolio Welcome Page the 

title of your portfolio will appear at the top. Ensure you 
have a meaningful title. 

I 
 

 
Procedure: Add your portfolio information by performing the following steps: 
 

1. Enter a Title. 

 
Note: Title is a mandatory field.  

 
2. Enter a Description. 

3. Click Next. 

 The Portfolio Design screen appears. 
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Blackboard Educational Services 

Portfolio Design 
Portfolio 
Design 

Customize the look of your portfolio. Choose between buttons or text for your 
navigation. By using buttons you can create various designs based on button 
types, shapes, and design styles. Using text, you can select the background 
color and the text color for your links. Consider using your school color scheme 
for text navigation, or use the various buttons designs to create a unique looking 
portfolio. 

 
Note: Click Next to bypass Portfolio Design, if desired. 

 
 

 
Procedure: To customize your navigation menu, perform the following steps: 
 

1. To select Navigation Style, select Buttons or Text 

 The Portfolio Design screen displays options based on desired selection. 

 
Note: The following procedures are based on Text Navigation Style.  

 
2. To select Menu Background Color, click Pick. 

 The Color Picker appears. Click to select desired background color. 

3. To select Menu Text Color, click Pick. 

 The Color Picker appears. Click to select desired text color. 

4. Click Next. 

 The Portfolio Welcome Page appears. 

 
Note: Please note the new location of the Next button. You may click 

Back to go to a previous step, or click Finish to close the 
Portfolio Creation Wizard.  
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Portfolio Welcome Page 
Portfolio 
Welcome 

Page 

When people view your portfolio, the Portfolio Welcome Page is the first thing 
people will see. The Portfolio Welcome Page provides an overview about your 
portfolio, what it contains, and perhaps a personalized message from you. 
Consider talking about yourself or future aspirations. If the portfolio is about 
employment such as a resume portfolio or curriculum vitae, consider using this 
page as a marketing tool and create that positive first impression about you. 

 
Note: Click Next to bypass Portfolio Welcome Page, if 

desired. 
 

 

 
Procedure: To complete the Portfolio Welcome Page, perform the following steps: 
 

1. Enter a Title. 

2. Enter a Welcome Message. 

 
Note: Write something about yourself, what the portfolio is about, what 

content is located here, etc. 
 

3. Click Next. 

 The Add Content screen appears. 
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Blackboard Educational Services 

Add Content 
Adding 
Content 

By adding content, this is where you ‘build out’ your portfolio. You can create a 
name for the link that will be contained in the navigation menu, and associate 
the link with items in the Blackboard Content System. When adding items, keep 
in mind how they add to the value and theme of your portfolio. For example, if 
the portfolio is for potential employers, suggested content would be a resume, 
cover letter, and some examples of work.  

 
Note: Click Next to bypass Add Content, if desired. 

 
 

 
Procedure: To add content, perform the following steps: 
 

1. Enter Menu Link Name. Keep it meaningful to the content you are referring to. 

2. In File or folder to Link to: click Browse. 

 The Blackboard Content System appears, pointing to your personal content area. 

3. Select desired file or folder and click Submit. 

 The link appears within the File or folder link to: 

4. Click Add. 

 The link appears underneath Current Menu Links in Portfolio. 

 
Note: Repeat Steps one through four to add additional content. 

 
5. Click Next. 

 The Add Links screen appears. 
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Add Links 
Add Links As with adding content, you can add external links in the same manner. External 

links are a great way to showcase a website you may have developed, a 
published work of yours on an external website, or a website that has a common 
theme or interest as part of your portfolio. For example, if you are affiliated with 
an organization, consider sharing the organization’s website with others about its 
benefits.  

 
Note: Click Next to bypass Add Links, if desired. 

 
 

 
Procedure: To add links, perform the following steps: 
 

1. Enter Menu Link Name. Keep it meaningful to the link you are referring to. 

2. Enter Link URL: 

 
Note: Use the full URL, for example, http://www.blackboard.com  

 
3. Click Add. 

 The link appears underneath Current Menu Links in Portfolio. 

 
Note: Repeat Steps one through three to add additional links. 

 
4. Click Next. 

 The Add Items screen appears. 
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Blackboard Educational Services 

Add Items 
Add Items The Portfolio Creation Wizard allows you to download customized templates or 

blank pages into your portfolio. If enabled, you can download templates that are 
ready to use for things like resumes, skills matrix, publications, etc. Once 
downloaded, you can edit the items after completing the Portfolio Creation 
Wizard.  

 
Note: Click Next to bypass Add Items, if desired. 

 
 

 
Procedure: To add items, perform the following steps: 
 

1. Enter Menu Link Name. Keep it meaningful to the link you are referring to. 

2. Select Item Type. If using a template, select from the drop-down list. 

3. Click Add. 

 The link appears underneath Current Menu Links in Portfolio. 

 
Note: Repeat Steps one through three to add additional links. 

 
4. Click Next. 

 The Portfolio Availability screen appears. 
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Portfolio Availability 
Portfolio 

Availability 
You can choose to make your portfolio available to users within the Blackboard 
Leaning Suite, or make unavailable to users. 

 
Note: Users cannot see your portfolio until you share it with 

them. Click Next to bypass Portfolio Availability, if 
desired. 

 
 

 
Procedure: To share your portfolio, perform the following steps: 
 

1. Select Yes or No from Available field. 

2. Click Next. 

 The Portfolio Comments screen appears. 
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Portfolio Comments  
Portfolio 

Comments 
You can enable comments in your portfolio. Comments are a great way to get 
feedback from your peers or professors about the theme, content, and overall 
quality of your portfolio. By default the comments are shared to all who view 
your portfolio. If you wish you can disable comments. 

 

 
Procedure: To disable comments and complete your portfolio perform the following steps: 
 

1. To disable shared comments, select No. 

 
Note: After completing the Portfolio, you may enable shared 

comments if so desired underneath the Manage 
Settings link within My Portfolios. 

 
2. To complete your portfolio click Finish. 

 The Portfolio Success screen appears. 
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Portfolio Success! 
Portfolio 

Completion 
Now your portfolio is complete. After closing the window, you may make 
modifications to your portfolio within My Portfolios. 

 

 
Procedure: To close the Portfolio Creation Wizard, click Close Window. 

 The Portfolio Creation Wizard window closes. 

 
Note: Your portfolio will appear in My Portfolios..  
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Blackboard Educational Services 

Accessing Your Portfolio 
Viewing Your 

Portfolio 
Once your portfolio is created it is placed within My Portfolios. In My Portfolios 
you can access and manage all of your portfolios. It is here where you may also 
preview your portfolio, modify content, and manage your portfolio. 

 

 

Procedure: To access your portfolio, perform the following steps: 
 

1. In the left Navigation Pane, click My Portfolios. 

 My Portfolios screen appears. Your Portfolio appears in the right Content Pane. 

2. In the right Content Pane, click on desired Portfolio link. 

 Your Portfolio appears in a new window. 

 
Note: To make content or modification changes click Content. To 

share the portfolio, change comments privileges, or to download 
to your desktop, click Manage. 

 

 
To Learn 
More… 

Blackboard Educational Services offers comprehensive classroom training 
programs and educational materials for the Blackboard Academic Suite. For 
more information about how Blackboard Educational Services can serve your 
institution’s training needs through on-site events, remote seminars, or via our 
Certified Education Center partners, please contact your Account Manager at 
Blackboard or visit the online Training Center at http://behind.blackboard.com. 
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