Sign up Instructions for eFolio Minnesota™ Electronic Portfolio

Augsburg College
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the Custom Design Code for your school at the appropriate screen during the signup process.

Follow the steps outlined below to sign up for your eFolio:

1. Go to www.efoliomn.com and click on the SIGN UP link located on the right sidebar.
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Welcome!

Welcome to eFolio Minnesota, a multimedia electronic portfolio designed to eFolioMinnesota Awards
help you create a living showcase of your education, career and personal
achievements. All Minnesota residents, including students enrolled in
Minnesota schools, educators and others can use eFolio Minnesota to reach
their career and education goals. See Before You Begin to learn more about
using this cutting-edge electronic portfolio tool, or go straight to Sign Up.
It's fun and easy!

Recently, eFolio Minnesota has expanded into development of institutional
portfolio work efforts. If you are interested in this effort click here for more
information.

A registered trademark, eFolio Minnesota is a product of the Minnesota
State Colleges and Universities in partnership with state workforce and
education organizations. The Minnesota State Colleges and Universities
System is an Equal Opportunity employer and educator.

2. At the Sign up here page, click on the blue Sign Me Up button to be taken to the Getting Started
page.
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Sign up here

- To be eligible for an eFolio account, you must agree to the GALLERY

— ELWEENIY torms of the eFolio license stating that you are 3 resident of
Minnesota or enrolled at a Minnesota educational TECHNICAL SUPPORT

institution. When you sign up for an electronic portfolio, you'll receive an TAKE & TOUR
email from eFolio Minnesota with your unique URL that will include your
name from the submittal form. For example, it could be something like 3 SIGN UP
www jilldoe.efoliomnl.com. You'll use this URL to access your personal RETURNING USERS
administration site when you want to work on your content.
To begin the sign up process click on the "Sign Me Up" control button. This

will open up a new window. S|gn Up Tnday e
IM PORTANT: Please Read If you are signing o

up as part of a class or group action (for example, in the computer lab as Search
part of a class exercise), please time your submittals, allowing the first
person to submit and receive their "Welcome™ message before having the l:l@

next person hit their submit button and so on. This will help assist eFolio
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3. The Getting Started page has two links to use in signing up ¢ Traditional and Step-by-step. Sign up
using the Traditional method.
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http://www.efoliomn.com/
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Getting started - You now have at least two different options!

Thanks to on-going investments in eFolio Minnesota there are a number of GALLERY

ways for a user to start constructing their eFolio site. TECHNICAL SUPPORT
> Traditional - This sign-up method provides users the ability to immediately TAKE A TOUR

start working with their site. A user should also select this option if their SIGN UP

school or organization has provided them a sign-up code.

. RETURNING USERS
Step-by-step - For users looking for a more step-by-step method for
establishing their eFolio site. With this method users will respond to a

number of questions to assist them in getting their site up and operational.
Whatever method you decide on, users will have access to the same set of w
tools that allow users to construct, maintain, and display a rich, multi-media S

web-based portfolio.
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4. Read through the steps you must go through in order to receive an eFolio site and click Next.
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You are about to create a new "electronic portfolio” site. Your eFolio Minnesota site will initially
come with pre-determined section names. These initial section names are ones that would likely
be most "appropriate” for you, but you can change them as you desire.

In order to receive a site, you must go through the following steps:

. Carefully read the legal requirements for using this technology

. Only eligible users, as defined in the terms of use (on the next page) can legally use the tool

. Complete all required fields

. Choose which version of the efolio technology most describes your situation (choices are
"Student”, "Worker", and "Educator"). Each of these versions are designed to showcase the
strengths of those in that category (e.g. "Student" initially focuses on more academic areas, while
"Waorker" emphasizes employment history and "Educator” is built to highlight their background and

professional life).
Cancel Next o

5. Read through the MnSCU E-Folio Terms of User Agreement. Place a checkmark in the box agreeing
to the terms of use. Click Next.
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MnSCU E-Folio Terms of Use Agreement =]

ELIGIBLE USERS

"Eligible Users" of the MnSCU E-Folio system include only the
following persons: Minnesota residents, individuals enrolled at a
Minnesota educational institution, and non-resident employees of a
Minnesota political subdivision. An "Eligible User" may construct
and maintain only one (1) E-Folio site at any given time. Use of
E-Folio in violation of these Terms of Use is prohibited and is
subject to immediate termination without notice and without
recourse.

MnSCU E-Folio includes various Web sites, Web pages and

software operated by MnSCU , 30 East Seventh Street, Suite 500,

St. Paul, MN 55101, or its affiliates (collectively, the "MnSCU

E-Folio"). This Terms of Use Agreement applies to the E-folio 3

ﬁ

I understand and accept the terms of use.
(These terms are also available at the help site)

Cancel o Prev. MNext o



6. Click the radio button next to Student. Enter the custom design code for your college. Augsburg@
code is auggie .
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Please Choose One of the Following:

O worker

This site is best for those who are in the job market, either currently working or looking for employment.
It is designed to best highlight your work experiences and your skills. If you are under age 18 you will
receive a private site that will require a password and username in order for the public to view your site.

@ student

This site is best for current students, whether that be in K-12 or higher education. The "student" version
highlights your educational accomplishments, while still allowing you to showcase any work or volunteer
experience that you may have done. If you are under age 18 you will receive a private site that will
require a password and username in order for the public to view your site.

© Educator

This site was specifically developed for teachers, instructors and faculty members. It helps to highlight
their professional development, including publications, presentations, educational and professional career
development.

Please remember that you can adapt any particular site to your needs as time goes by. You can
start with a "student" version, and then add more and more work experiences in as you enter
the world of work. Each of the three choices allows you to gradually adapt the content to match
your current experiences and needs.

Option for a Custom Design

If you have received a custom design code and would like to have your eFolio Minnesota site created
using this design, please enter it in the box below.

If you haven't received a custom design code just click the "Next" button to skip this optional step.

—_— * optioral

7. Enter your personal information in the required fields and click Next. Make sure you correctly enter
your current email address otherwise you will not receive the confirmation email.
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Name
First Name: joe *
Last Name: smith *

Your Current Email Address (e.q. jildoe@hotmail.com)
Email Address: joe.smith@dodgeitcom *

Email Address (verify): joe.smith@dodgeitcom *

Birth Date (MM/DD/YYYY)

Birth Date: “

Username/Password

Username: jsmith * (6 characters minimum)
Password: e * (6 characters minimum)
Password (verify): i * (6 characters minimum)

* - Denotes required field
Please be patient, click the Next button only once.

IMPORTANT: Please Read If you are signing up as part of a class or group action (for example, in the
computer lab as part of a class exercise), please time your submittals, allowing the first person to submit
and receive therr "Welcome" message before having the next person hit their Submit button and so on.
This will help assist eFolioMinnesota during this peak demand period. Thank you!

Cancel o Prev. Next o



Shortly after signing up, you will receive a confirmation email from efolio.help@state.mn.us with the
subject title “Your eFolio Minnesota Web Site has been created.” The email will contain the username
and password you chose to access your eFolio administrative site in order to begin building your eFolio.

The first and last name you submitted is part of your unique URL string. For example Joe Smith will have
a URL of http://joesmith.efoliomn.com.
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Accessing your admin site is the same by adding /admin to the end of your URL. For example, Joe Smith
will access his admin site by going to http://joesmith.efoliomn.com/admin and enter his username and
password.

) Site Administration - Mozilla Firefox
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Site Administration
Help Logout Live Site
Enter your username Welcome to the eFolio Site
t Administration! Enter your
username and password to build

your electronic portfolio. Both
are case sensitive.
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T *Note: If you remember your
username, but forget your
assword, please enter your

Click here if you forgot your password. 5sername.pNext click tlze link
below the login button to have
your password sent to the email
used upeon registering for your
eFolio site.

Visit http://efolio.custhelp.com
for eFolio technical support.

The eFolio Site Management
Guide is available for download
by clicking here. It requires
Microsoft Word to open and
view.

*Important: Remember to
save your work by clicking Save
or the Finish button before you
click on any other tabs or links.
See Answer ID 655 on Session
Timeouts.

eFolio Tip: if you want to
copy text from Microsoft Word
and paste it into eFolio, please
see Answer ID 731.
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For eFolio help, visit http://efolio.custhelp.com. The eFolio Minnesota web site for our users is located
at www.efoliomn.com. This site provides examplesof studentSC2 f A2 Qa Ay (KSa DI ff SNE ®
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Tips on Getting Started

With Your Electronic Portfolio

To begin building your eFolio, go to your eFolio admin site. For example, Joe Smith would go to
http://joesmith.efoliomn.com/admin.

Your username and password are case sensitive. Once you have logged in with your username and
password, you can start building out your electronic portfolio.

Here are some tips to get you started:

1. Enter your nameintothe banner® / K22 a$S WwW5SaAiday /SYydidSNDR Ay GKS { Al
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2. Place welcome information on your Introduction page by clicking on "Content Tools," then "Home\.\"
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3. Begin building other sections of your portfolio. Click on the "Content Tools" tab, then on whatever
particular sectionyouwanttowor] 2y ® ! 3 Ay3>s Of AO01 2y GKS of dzS WSRA
attachments.

4. Remember to click the green “finished’ or ‘save’ buttons to save your work! You can preview your
eFolio by clicking on the "Live Site" tab that is on the top right side of the screen.

5. Check out the help tools including "Quick Tips" and the "Help Site." You can get to the "Help Site" by
clicking on the "Help" tab on the top right side of the screen.

eFolio Supported Browsers

The eFolio administration tool was designed to work with the two most popular browsers, Internet
Explorer and Netscape. The eFolio administration tools have been tested using the following browsers:

1 Microsoft Internet Explorer 5.x and later
1 Mozilla Firefox 1.x and later for Windows and MacOSX
1 Apple Safari for MacOS 1.2 and later (partial support; no formatting toolbar)
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