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Getting Started with ePortfolios  
 
As you earn your degree through the School of Business at NNU, how will you and your professors know 
that you are meeting desired outcomes? One way is through the use of electronic portfolios whereby you 
can upload papers and projects demonstrating your very best efforts. While ePortfolios are a means of 
assessment, they are also helpful for building resumes and other showcases to enhance your 
professional career. The distinction between ePortfolios and general web pages is that you can invite 
specific persons, e.g. potential employers, to view your portfolios and make comments. 
 
This tip sheet will give you an overview of the Folio software and get you started on creating your resume. 
 

Part A – Creating a New Folder  
 
Step 1: Once you are logged in, you will be on the My Folio page. This is your repository of content. 
 

   
 
Step 2: You already have two folders, Academic Information and Professional Information, in which 

to place artifacts. Now, create a new folder by clicking Add a Folder. 
  
Step 3: For title, enter Personal Information. Leave the folder as My Folio. A description isn’t needed. 
  

  
 
Step 4:  Click Save. 
 
Continued 

Any Alerts from the 
system administrator or 
comments from viewers 
will display here. 
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Step 5: Click Add a Folder again and enter the course number and title of any of your current 
classes within the School of Business. For example, enter AC 106 – Financial Accounting. 
For a list of all courses, visit http://www.nnu.edu/OnlineCatalog/courses.htm 

 
 Instead of the My Folio folder, place the course folder within the Academic Information 

folder. Click Save. 
 

  
  
Step 6: Continue adding new folders for your current classes within the Academic Information folder. 

Eventually, you will upload Files -- papers and projects – to these folders in order to help you 
build portfolios. 

  
Note: If you need to correct a typo or otherwise modify a folder, click the small Tools icon. The Arrow icon 
is for moving folders and files. 
 

Part B – Building the Repository 
 
Now that you have your folder structure created, you are ready to start building your repository. You will 
complete data Forms and, eventually, upload Files. Once you have enough chunks of information 
created, you will put them together in the Share tab, using Templates to create Portfolios. For now, we 
will create a few forms to build a simple resume.  
 
Step 1: On the My Folio page, click Add a Form. 
 
Step 2: In the Select Form Type dropdown field, highlight Bio/Demo, then click Next. 
 
Continued 
 

Make sure you put the 
department initials first 
(AC, BU etc.), then the 
number, followed by a 
dash and the course 
name. This naming 
convention will help you 
find courses quickly, 
since Folio places folders 
in alphabetical order. 

http://www.nnu.edu/OnlineCatalog/courses.htm
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Step 3: Enter your personal demographic information. For title, enter About _____, substituting your 
name for the blank. For folder, choose Personal Information. For Bio/Demo Type, choose 
Campus. For the sake of your privacy, please do not enter a Social Security number. 

 

 
 
Step 4: Click Save. 
 
Step 5: On the My Folio page, click Add a Form again, highlight Address, then click Next. 
 
Step 6: Enter your address information. You will be able to create more than one address form, such 

as one for your address at your parents’ home and one for campus. Click Save when done. 
 

  
 
Continued 
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Continue adding new forms to build out your Personal Information folder. Suggested forms include 

 Email 

 Honors/Awards 

 Objective (Note that the Objective type should be set to Resume) 

 Skills 
 
Then, begin building out your Professional Information folder. Suggested forms include: 

 Work Experience 

 Professional References 

 Academic References 
 
Some forms may be more appropriate under the Academic Information folder. These include: 

 Course 

 Degree (expected) 
  
 

Part C – Creating Your Resume  
 
So far, we have been using the My Folio tab, which is your repository of data and files. Now, you will use 
the Share tab to put the various chunks of information together into a portfolio – in this case, a resume. A 
portfolio relies on a Template to pull in the Forms and Files you have saved in your My Folio repository. 
Templates for building other portfolios in addition to the resume are available; some of these are geared 
for other NNU programs. 
 

 
 
Step 1: On the Share tab page, click Create a New Portfolio. 
 
Step 2: Uncheck the All box for Template Categories, then check Career. 
 

  
 
Step 3: In the Template dropdown field, highlight Resume - Standard. 
 
Step 4: For Name, enter Resume Standard - ___________, substituting your last name and then 

your first name for the blank. For example, Resume Standard – DoeJohn. 
 
Continued 
 

NNU is using another naming 
convention here: 
 
Template type – LastnameFirstname 
 
The purpose is to help all of us find 
particular portfolios easily, especially 
when we start having hundreds of 
them in the system. 
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Step 5: For Access, choose Public. 
 
Step 6: Place a check by the desired forms for your resume. The Resume-Standard template is 

designed to include the following forms: 
 

 The Address section includes information from each Bio/Demo form and Address form 
that is selected.  

 The Email section includes information from each Email form that is selected.  

 The Objective section includes information from the Objective description from the 
Objective form where the Objective type is set to "Resume."  

 The Professional Experience section includes information from the Company, Job Title, 
and Responsibility at Company Fields of the Work Experience form.  

 The Education section includes information from the Degree form(s) that is selected.  

 The Honors and Awards section includes information from each Honors/Awards form 
that is selected.  

 The Skills section includes information from each Skill form that is selected.  

 The Other Materials section includes information from any other forms that are selected.  

 The Professional References section includes information from any Professional 
Reference form that is selected.  

 The Academic References section includes information from any Academic Reference 
form that is selected. 

 

  
 
Step 7: Click Finish. 
 
Continued 
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The resume-standard portfolio will open in a new browser window. If you need to correct any errors, go 
back to the My Folio tab and click on the desired form. 
 

 
 
 

Part D – Viewing Portfolios  
 
 Under the Explore tab, you can view sample portfolios and the portfolios of your classmates. Note the 
Search function will let you search by portfolio owner. 
 
Eventually, you will have more templates available to you, including one for assessment by the School of 
Business. You will also be able to share specific portfolios with specific persons, even people outside of 
NNU such as potential employers. 
 
 
For help with Folio, click Help in the top right corner of the screen or visit www.nnu.edu/foliosupport 
 

http://www.nnu.edu/foliosupport

