Steps to Cloning & Claiming your ECE e-Portfolio on OpenlLab

Cloning & Claiming your ECE E-Portfolio

Please follow these steps to clone and claim your ECE e-Portfolio

Part 1. Sign-Up or Log-on BMCC’s OpenLab

1.
2.

Navigate to BMCC’s Open Lab https://openlab.bmcc.cuny.edu/ sign-up or log-in

Follow these instructions to sign up for the OpenLab for the first time, or, to log in:
https://openlab.bmcc.cuny.edu/blog/help/how-to-sign-up-and-log-in-to-bmcc-openlab-students-
staff-faculty/

Part Il: Cloning the ECE e-Portfolio Project site:

3.

4.

5.

Navigate to the project template that you will clone in order to create your portfolio:
https://openlab.bmcc.cuny.edu/groups/ece-e-portfolio-template/
Click “Clone this Project”:

Project: ECE E-Portfolio Template

O ACTIVE 3 MINUTES AGO i 5 .
Visit Project Site ©

This Project is PRIVATE, but all logged-in OpenLab members may view the corresponding Site.
Project Profile

CLONE

Department Teacher Education

Academic Program  Child Care/Early Childhood Education, A.S.

Project Contact Jen Longley.
Category Student Coursework
Description This is the master copy of the Early Childhood

Education major e-Portfolio template

May be cloned by logged-in community members.
& Request Membership /
Clone this Project

Recent Posts © Recent Comments ©

This takes you to a temporary “Create Project” page.

Create Project

Step One: Project Creation

Set up the name, URL, avatar, and other settings and permissions for your project. These settings affect the project home,
discussion, docs, and files.

Create New or Clone Existing?

Create New

® Clone Existing ECE E-Portfolio Template ~

Note: Cloning copies the project home, site set-up, and all documents, files, discussions and posts you've created. Posts will be set to
"draft" mode. The clone will not copy membership or member-created documents, files, discussions, comments or posts.

Name (required)

Please choose your project name carefully. A clear name will make it easier for others to find your project. We recommend
keeping the name under 50 characters.


https://openlab.bmcc.cuny.edu/
https://openlab.bmcc.cuny.edu/blog/help/how-to-sign-up-and-log-in-to-bmcc-openlab-students-staff-faculty/
https://openlab.bmcc.cuny.edu/blog/help/how-to-sign-up-and-log-in-to-bmcc-openlab-students-staff-faculty/
https://openlab.bmcc.cuny.edu/groups/ece-e-portfolio-template/
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6. Look for the ‘Name (required)’, which you should fill in with “[Your Name]'s ECE Portfolio,”
then click in the ‘URL box’, which will auto populate with an URL address.

Name (required)

Please choose your project name carefully. A clear name will make it easier for others to find your project. We recommend
keeping the name under 50 characters.

: Jennifer Longley ECE E-Portfolio >

URL (required)

Choose a unique URL that will be the home for your project.

https://openlab.bmcc.cuny.edu/groupsfl” jennifer-longley-ece-e-portfolio

7. In the ‘Description’ box, delete the text “This is a master and replace it with “[Your names]’s”
copy of the Early Childhood Education major e-Portfolio template.

Description (required)

@Longley's copy of the Early ChildhoYd Education major e-Portfolio template

8. Scroll down to the bottom of the page and click ‘Create and Continue’.

Create and Continue ©

YOU ARE HERE HOME / GROUPS

he «‘OPENL/\B Members  Courses
Q" ATBMCC

9. On the next page, scroll all the way down to the bottom of the page and click ‘Next Step’.

@ Previous Step Next Step ©

YOU AREHERE  HOME / GROUPS

<« . )- OPEN\ "'\R Members Courses
AT BMCC

10.0n the next page, click ‘Finish’.

@ Previous Step
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Step 3: Separating your Project site from its Project Profile — in order to create your Portfolio
11.Go to ‘Settings’ at the bottom of the gray box on the right:

Project: Test Faculty’s ECE Portfolio Admin

' ACTIVE 5 MINUTES AGO L . y
Visit Project Site ©

Site Dashboard
This Project is PRIVATE, but all logged-in OpenLab members may view the corresponding Site.

Department Teacher Education Project Profile
Project Contact Test Faculty Discussion
Category Student Coursework Calendar
Description This is the master copy of the Early Childhood Membership o
Education major e-Portfolio template Docs

X . Files

Credits Project —Jen Longley
Settings
Group invites sent. /
Recent Discussions © Recent Docs ©
sorry, there were no discussion topics found. No Recent Dogs

12.Go to ‘Site’ at the top, and click ‘Unlink’:
Project: Test Faculty's ECE g;tfolio Admin
Settings: Project Detail{ | Site | ings | © Clone | @ Delete D ACTIVE 8 MINUTES AGO
|

Associated Site Details

Visit Project Site ©

Site Dashboard

. . . . . . Project Profile
This group is currently associated with the site "Test Faculty's ECE Portfolio” (¥4

. mps://openlab.hmcc.cuny.edultest-facultys-ece-portfuIio-tes SISEESE
Calendar
Membership
i i . i Docs
Associated Site Privacy Settings
Files
These settings affect how others view your associated site. Settings

Public
O Allow search engines to index this site. The site will show up in web search results.

O Ask search engines not to index this site. The site should not show up in web search results.

Private
13.Next, uncheck the box ‘Set up a site?’

Create Project
Step Two: Associated Site Creation
Each project can also have an optional associated site. This is a WordPress site that all members of your project can access and

contribute to.

Associated Site Details

Set up a site?

Take o nonicnc to consider an address for the site associated with your project. You will not be able to change it once you've
created it.

14. Scroll down and click Save Changes:
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Project: Test Faculty's ECE Portfolio

Settings: Project Details ‘ Site ‘ Settings ‘ © Clone | © Delete

Associated Site Details

[ set up a site?

Save Changes ©

/

Admin

D ACTIVE 23 MINUTES AGO

Step 4: Create your OpenlLab Portfolio Profile and attach your site

15.Click on ‘My Profile’ (circled in yellow)

- BMCC OpenLab

€« > cC

@& openlab.bmcc.cuny.edu

+~ OPENLAB
Q" ATBMCC

My Profile

Members Courses Portfolios Communities Projects

Welcome, Jen Longley

My Profile

S

Need Help?

Visit the Help section or contact us with a
question.

IN THE SPOTLIGHT Portfolios ©

Teach On! Project

Join the Teach On! project
for up-to-date with
Information and resources
for moving to distance
learning in response to the
coronavirus

See More

s/type/course/

L I © Type here to search

@ openlabbmec.cuny.edu/mermbe

V' AT BMCC

MEMDErS  LOUES  FUTLONUS  LONImUNIUeS

rrojecs

Calendar About Help

OpenLab Workshops

Want to know more about the OpenLab?
Come to a CETLS OpenLab Workshop
and learn how to use it to teach,
collaborate, build community an

Click to view workshops

Communities © Projects ©

in red)

Carenuar

Project Profile
Discussion
Calendar
Membership
Docs

Files

Settings

My Profile ~

Jen Longley’s Profile

Title Eaculty
Pronouns she, her, hers
€ 5
f] Email jlongley@bmee.cumy.edu
Office Location 5616C
f Department Teacher Education

Academic Program

4 # Edit Profile
@ Change Avatar

Child Care/Early Childhood Education, A.S.

Hi Jenlongley  LogOut

Faculty

My Profile

DACTIVE 1 MINUTE

My Profile

My Settings

My Courses

My Communities
My Projects

My Friends

My Messages.

My Invitations

Recent Activity

Jen Longley added the
event Module 7 Due




Steps to Cloning & Claiming your ECE e-Portfolio on OpenLab

17. On the Create Portfolio Step One: Portfolio Creation page scroll down to ‘Name (required)’;
you will see a box filled with “Your name’s Portfolio’. Click on the text box, after your last name

and before Portfolio add “ECE”, so it reads “Your Name’s ECE Portfolio”

- BMCC Openlab

C @ openlab.bmcc.cuny.edu/groups/create/step/group-details/?group_type=portfolio&new=true

Members Courses Portfolios Communities Projects Calendar About

>~ OPENLAB
Q" AT BMCC

My Profile = a B w

Create Portfolio

Step One: Portfolio Creation

Set up the name, URL, avatar, and other settings and permissions for your portfolio. These settings affect the portfolio home,
discussion, docs, and files.

Name (required)

The suggested Portfolio Name below uses your first and last name. If you do not wish to use your full name, you may change
it now or at any time in the future.

+ FirstName LastName's Portfolio
* Jane Smith's Portfolio (Example)

Jen Longley's Portfolio

URL (required)

Choose a unique URL that will be the home for your portfolio

httmesliananlzh kraes e adiy

L W O Type here to search

Hi, Jen Longley Log Out

My Profile
My Profile
My Settings
My Courses
My Communities
My Projects
My Friends.
My Messages

My Invitations

Recent Activity

Jen Longley added the
event Module 7 Due

D1 DAY, 17 HOURS AGO

Jen Longley joined the
group Test Faculty's Port-

18.Go to the URL (required) box and click your cursor in the box. The box will auto populate with

the URL for your e-Portfolio. Add 2 numbers after the word “Portfolio”; you can add any 2
numbers. If the URL does not automatically populate, type your name-ece-eportfolio, in lower
case letters, with a dash between each word (see below) then add 2 numbers at the end

¢ BMCC OpenLab

& c

@ openlabbmec.cuny.edu/groups/create/step/group-details/?group_type=portfolio&new=true

Step One: Portfolio Creation

Set up the name, URL, avatar, and other settings and permissions for your portfolio. These settings affect the portfolio home,
discussion, docs, and files.

Name (required)

The suggested Portfolio Name below uses your first and last name. If you do not wish to use your full name, you may change
it now or at any time in the future.

« FirstName LastName's Portfolio
« Jane Smith's Portfolio (Example)

Jen Longley's ECE Portfolio

URL (required)

Upload Avatar

Upload an image to use as an avatar for this portfolio. The image will be shown on
the portfolio home page, and in search results.

£ Type here to search

My Profile

My Settings

My Courses

My Communities
My Projects

My Friends

My Messages

My Invitations

Recent Activity

Jen Longley added the

event Module 7 Due
)

D1 DAY, 17 HOURS AGO

Jen Longley joined the
group T s Port-
folio

D 4DAYS, 20 HOURS AGO

Jen Longley added the
event Module 6 Due

D5 DAYS, 23 HOURS AGO
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19. Scroll down to Avatar, upload an image or picture (optional).

20. Scroll to Description and type “Your First & Last Name’s ECE e-Portfolio”

g ¢ BMCC Openlab

<« C @ openlabbmcc.cuny.edu/groups/create/step/group-details/?aroup_type=portiolioBinew=true

Upload Avatar

Description (required)

< Jen Longley ECE e-Portfolio >

Academic Units

P Type here to search

21.Scroll down to Academic Units. Under Departments, scroll to and select ‘Teacher Education’.
After you click Teacher Education, the Academic Programs section will populate. Select ‘Child

Upload an image to use as an avatar for this portfolio. The image will be shown on

the portfolio home page, and in search results.

The maximum upload size is 150 MB.

Upload

Drop your file here
or

Select your File

Can't decide? You can upload a photo once the portfolio s created.

Care/ Early Childhood Education, A.S.’

Academic Units

Departments

] Speech. Communications, and Theatre Arts
8 Teacher Education

] Other

Academic Programs

O Bilingual Childh
B Child Care/Early Childhood Education, A.S.

Offices and Centers

LI ASAP
U] BMCC Learning Academy

[ Career Development

22.Scroll to Privacy Settings and select ‘Private’.

lGJ

@J

Jen Longley added the
event Modul

*D 5 DAYS, 23 HOURS AGO

Jen Longley added the
event Module 5 Due

"D 5 DAYS, 23 HOURS AGO
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Privacy Settings

These settings affect how others view your portfolio. You may change these settings later in the portfalio settings.
© Public

« Portfolio and related content and activity will be visible to the public.

« Portfolio will be listed in the "Portfolios" directory, in search results, and may be displayed on the OpenLab home
page.

@gglab member may join this portfolio

Private
oo content and activity will only be visible to members of the portfolio.
« Portfolio will be listed in the "Portfolios" directory, in search results, and may be displayed on the OpenLab home
page.
= Only OpenLab members who request membership and are accepted may join this portfolio.
© Hidden
« Portfolio content and activity will only be visible to members of the portfolio.
« Portfolio will NOT be listed in the "Portfolios" directory, in search results, or on the OpenLab home page.
= Only OpenLab members who are invited may join this portfolio.

Create and Continue @

VOl ADE HEDE LARic s soAnDe

23.Click ‘Create and Continue’.
24.0n Create Portfolio Step Two: Associated Site Creation, go to Associated Site Details. Select
‘Use an Existing Site’ and click on the pop-up menu. Select the portfolio with your name.

¢ BMCC Opentab

< C @ openlab.bmec.cuny.edu/groups/create/step/site-details/

Create Portfolio My Profile

Step Two: Associated Site Creation My Profile

My Settings
Each portfolio is associated with a WordPress site. The site is where portfolio owners display their work and accomplishments.
My Courses

My Communities
Associated Site Details :

My Projects
Take a moment to consider an address for the site associated with your portfolio. You will not be able to change it once My Friends
you've created it.

My Messages
' Create a new site: My Invitations

openlab.bmcc.cuny edu’

S Iyl Recent Activity
® Use an existing site:

Jennifer Longley's Portfolio Jen Longley joined the

~ group Test Faculty
o) e
Use an exce,...! 4o

O 4 DAYS, 20 HOURS AGO

Jen Longley wrote a new

blog post Module 8 Physi-
,g J)  calDevelopmentAssign:

ment #4: Self-Reflection in
the group ECE 209-091W
ecture - Infant Care &
Associated Site Privacy Settings Curriculum - Fall 2020 = ),
Longley

These settings affect how others view your associated site. D 1 WEEK AGO

L Type here to search

25. Scroll down to Associated Privacy Settings and select ‘Private “I would like this site to be
visible only to members of this community.”
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Associated Site Privacy Settings

These settings affect how others view your associated site.

Public
Allow search engines to index this site. The site will show up in web search results.

Ask search engines not to index this site. The site should not show up in web search results.

Private >
@® | would like the site to be visible only to of this i

) 1 would like the site to be visible to community members with a role on the associated site.

Hidden

1 would like my site to be visible only to those s with an administrator role on the associated site.

26. Scroll to the bottom of the page and click on ‘Next Step’

Group ini: s have the role on the i ] site:

Administrator A

[ Member Role Definitions: Portfolio

(@ Member Role Definitions: Associated Site

O Previous Step Next Step @

YOU ARE HERE HOME / GROUPS

2. OPENLAB
Q

AT BMCC Members  Courses  Portfolios  Communities  Projects  Calendar  About  Help = My Profile

ere to search

- BMCC OpenLab x 4+

< C @ openlabbmec.cuny.edu/groups/create/step/invite-anyone/

2.OPENLAB
v

AT BMCC Members Courses Portfolios Communities Projects Calendar About Help

My Profile ~ Hi, Jen Longley

Create Portfolio My Profile
E Step Three: Invite Members to Portfolio My Portfolio Site ©
| Portfolio Home | Dashboard
g Invite OpenLab Members to Portfolio
¥ - . My Profil
Search for OpenLab Members to invite to your portfolio: y Frofile
My Settings
al My Courses
K Start typing a few letters of member's display name. When a dropdown list appears, select from the list. My Communities
" These members will be sent an invitation. Click "Finish’ to continue. My Projects
My Friends
l! My Messages
L @ Previous Step My Invitations
( Recent Activity
L]

28.Go to the address bar at the top of your screen, and copy the URL

Log Out
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g BMCC Openlab

<« c & openlabbmee.cuny.edu/groups/jen-longleys-ece-epo
H oApps G Gmal @ YOI i i

2. OPENLAB
Q

AT BMCC Members  Courses  Portfolios ~ Communities  Projects  About  Calendar  Help My Profile
MyProfle - @ B w Hi, Jen Longley Log Out]
d
.
Portfolio: Jen Longley’s ECE ePortfolio Admin
Visit Portfolio Site ©
This Portfolio 1s PRIVATE. but il loggedtin Opentab members may view the correspanding Site

- Department
Academic Program

Porfolio Contact

Member Profile

Description

Teacher Education
Child Care/Early Childhood Education, ASS.
Jen Longley

Jen Longley's ECE e-Portfolio

Jen Longley

29.0n your ECE Portfolio page, click ‘Visit Portfolio Site’

 BMCC OpenLab

< c

@ openlab.bmcc.cuny.edu/groups/ien-longleys-ece-portfolio71/

A~.OPENLAB
Q" AT BMCC

My Profile ~

Members ~ Courses  Portfolios

Portfolio: Jen Longley’s ECE Portfolio

This Portfolio is PRIVATE, but
Department
Academic Program
Porfolio Contact

Description

Member Profile

Recent Posts ©

ECE 210 Course Description & Academic Artifact

Social Foundations of Early Care and Education Course Description:
This course [..]See More

[l © Type here to search

30.Go to the top of the page, hover over your

appear. Click ‘Menu’

~. OPENLAB
Q" ATBMCC

My Profile +

Communities Projects Calendar About

all logged-in Opent.ab members may view the corresponding Site.
Teacher Education

Child Care/Early Childhood Education, A.S.

Jen Longley

Jen Longley ECE e-Portfolio

Jen Longley

Recent Comments ©

No Comments Found

Dashboard

Themes

Widgets

1 [Portfolio Profile]

About Me Academic Artifacts Fieldwork

About Me

Portfolio Profile
Membership

Settings

Help

Hi, Jen Longley

Visit Portfolio Site ©

Portfolio Profile
Membership

Settings

Resume Links

Log Out

1am Jen Longley and | am a student in the Early Childhood Education (ECE) program in the

Tearhar Ediratinn Nanartmant at Raranah af Manhattan Cammunity Callaas (RMCOCY In

9
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31.0n the right side of the screen, under ‘Add menu items’ click ‘Custom Links”

£ Apps G Gmail @ YouTube gd Posts @ Maps B Translate

Add menu items Menu structure

Themes Pages = Menu Name | Main Menu m

Customize

Widge Most Recent  View All  Search Drag the items into the order you prefer. Click the araw on the right of the item to reveal additional configuration options
§ Menus -

| Fieldwork — Classic editor i
Header o [Portfolio Profile] Custom Link ¥
] Resume — Classic editor

i - _J Links — Classic editor
. % Plugins About Me Custom Link ¥
i & User P

- = ) select All Add to Menu
} & Tools : Academic Artifacts Category ¥

CBOX Openlab v
Infant-Toddler Specialization sub Category ¥
- R r— Posts " e
@ v ECE 110 Course Description & Classic editor v
Academic Artifact sub item
Categories v
ECE 110-Seminar Course Description Classic editor ¥

& Academic Artifact sub item

32.In ‘URL’ paste the website address you copied and in ‘Link Text’ type in “[Portfolio Profile]”.
Click ‘Add to Menu'.

=T AR
g 2.?%“58 MyProfle ~+ @ B @ JenLongley'sECE ePortiolio - @ © Hi,Jen Longley Log Ou

Screen Options ¥ Help ¥

S Menis [ sansge v e rve |

A Posts Edit Menus  Manage Locations
F 07 Media
] es Edit your menu below, or create a new menu. Don't ferget to save your changes!
¥ 9 ¥ g
® Comments
- Add menu items Menu structure
i » A
Pages M Menu Name | Main Menu m
Customi
CBOX OpenLab
Widgets: Drag the items into the order you prefer. Click the arrow an the right of the item ta reveal additional configuration options.
i Menus Posts -
B Header [Partfalic Profile] Custom Link ¥
Custom Links B
j & Plugins
£ Plgin About Me Custom Link ¥
. B
j & Users TR | Htps:/fopentab . bace.
& Tools ‘ . Academic Artifacts Cateqory ¥
> Link Text | [Portfolio Profile]
= Selfings sub Category ¥
© Collapse menu item
Categories - ECE 110 Course Deseription & Classic editor ¥

Academic Artifact sub item

ECE T10-Seminar Course Description Classiceditor  »
& heademie Artifact sub item

B P Type heretosearch ofs s ECE€ A GHEROG o R ~gena o8 B
33.Scroll to the bottom of the ‘Menu structure’ items and find “[Portfolio Prolfile]” hover over it then
drag it to the top of the ‘Menu structure’, so it is above ‘About Me’. Click ‘Save Menu’.

® Menis acnier Longlegs Fort X 4

< G @ openlabbmee cunyeduy

ECE 311 Course Desc
Acadermic Arifact =

ECE 312 Course Desc
Acadernic Arsto

ECE 410 Caurse Descs
Acadernic Aritact

ECE 4T Course Description &
Acadamic Arutact b e

Fieidwark
Rosume
Links.

[ Portoto profia ]

Menu Setting
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& Menus  Jennifer Longley's Portic X =

c

Themes
Customize
Widgets
Menus

Header
£ Plugins
- Users
A & Tools
[. B Settings

@ openlab.bmcc.cuny.edu/jen-longley-ted-portfolio/wp-admin/nav-menus.php

Edit your menu below, or create a new menu. Don't forget to save your changes!

Add menu items Menu structure

Pages Menu Name [ Main Menu

CBOX Openlab

Drag the items into the order you prefer. Click the arrow on the right of the item 1o reveal additional configuration options.

9 ) [portfolio Profile [ Portfolio Profile ] rmmm_D
‘onments Portfolio Profile

Custom Link w
» Appearance Add to Menu e

Academic Artifacts Category ¥

Posts
Custom Links Infant-Toddler Specialization sub Category ¥
item

Categories
ECE 110 Course Description & Classic editor
Academic Artifact sub item

ECE 110-Seminar Course Description Classic editor
& Academic Artifact sub item

ECE 209 Course Description & Classic editor

F: Q Collapse menu Academic Artifact sub item

ECE 210 Course Description & Classic editor
Academic Artifact sub item

L Type here to search

34.0n

35.Go

the right go to ‘Posts’, hover over so ‘All Posts’ appears and click on ‘All Posts’

& Menus < Jen Longley's ECE ePort. X +

< C (+ & openlab.bmcc.cuny.edu/jen-longleys-ece-eportfolio/wp-admin/nav-menus.php

55 Apps G Gmail @ YouTube “ Posts 9 Maps g Translate

'v'g-?EBm_écB: My Profile ~ ‘& &4 % JenLlongley's ECE ePortfolio ~ ¢ ©

@ Dashboard Menus I Manage with Live Preview

t' Posts updated.
ﬂ‘: Media Add New

W Pages

® Comments

Casgonss nage Locations

Tags

Edit your menu below, or create a new menu. Don't forget to save your changes!

X Appearance

Themes .
Add menu items Menu structure
Customize
el Pages - Menu Name | Main Menu
Menus )
Header Most Recent  View All  Search Drag the items into the order you prefer. Click the arrow on the right of the
& Plugins I:I Fieldwork — Classic editor

to ‘Bulk Actions’ and select ‘Edit’ from the drop down menu

11
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g-IF-,EBNhALég MyProfle + & &4 % JenLongley's ECE ePortfolio ~

‘Q‘

@ Dashboard Posts

A Posts All (14) | Published (14)

All Posts [ Bulk actions v H Apply ] i All dates vl i All Catege

I Bulk actions |
Categories Move fo Trash | o X ) i
= cernuwourse Description & Academic Artifact — Classic

Tags

‘h Media (") ECE 110-Seminar Course Description & Academic Artifact -

36.Check the box beside “Title”, this will cause all of the boxes to auto populate with check marks

@& Dashboard POStS

A Posts All (14) | Published (14)

All Posts { Apply ] l All dates v l l All Categori

Add New

Title

ECE 110 Course Description & Academic Artifact — Classic ec

Categories

Tags

_. 07 Media

ECE 110-Seminar Course Description & Academic Artifact —

W Pages

P Comments ECE 209 Course Description & Academic Artifact — Classic e

£ 2 Appearance

f¢ Plugins

ECE 209-Seminar Course Description & Academic Artifact —

a
aa Users ECE 210 Course Description & Academic Artifact — Classic e

- ¥ Tools

Settings ECE 211 Course Description & Academic Artifact — Classic ec

37.Click “Apply”

$ ppps G Gmail D YouTube g Posts @ Maps B Translate

*‘O"R-II:-,EBTALCAE MyProfile + & &4 % JenLlongley'sECEePortfolio ~ @& @

@& Dashboard Posts

A Posts All (14) | Published

All Posts l Fdit

Add New Title
Categories

All dates v l I All Categories

- ECE 110 Course Description & Academic Artifact — Classic edito
ags

i ﬂ.: it ECE 110-Seminar Course Description & Academic Artifact — Cla:
B Pages

® Comments ECE 209 Course Description & Acacemic Artifact — Classic editc

£ 2 Appearance

ECE 209-Seminar Course Description & Academic Artifact — Cle

12
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38.Go to ‘Status” and select “Published’ from the drop-down menu. Then click 'Update’
Posts Screen Options ¥ Help ¥

Al (14) | Published (14) [ H Search Posts ]
i Edit v l Apply i All dates ~ l i All Categories v l 14 items
Title Author Categories Tags | | Date
BULK EDIT Categories Tags
€ £CE 110 Course Description &amp: Academic Artifact o -

() Academic Artifacts
€ ECE 110-Seminar Course Deseription &amp: Academic Artifact

€ ECE 209 Course Description &amp; Academic Artifact (Jinfant-Toddler Specialization

€ ECE 209-Seminar Course Deseription &amps: Academic Artifact

[ ] Prescheol Specialization Author ‘ — No Change — v

€ £CE 210 Course Description &amp: Academic Artifact

€) ECE 211 Course Description &amp; Academic Artifact (T)uncategorized Comments ‘ — No Change — v | Pings ‘ — No Change — v ‘

€ ECE 308 Course Description &amp: Academic Artifact e — e —

£ COC 200 Cavnren Noccrintin iamn A eadamin fxitass - Status Sticky ‘ — No Change — v ‘

Format
Pending Review G
qrq " § N Draft
ECE 110 Course Description & Academic Artifact — Classic editor Jen Longley Infant-Toddrer-opeeamzaton; . = Published
Preschool Specialization 2020/09/04 at 2:31 pm

ECE 110-Seminar Course Description & Academic Artifact — Classic editor Jen Longley Infant-Toddler Specialization, — Published

39.0n the right go to ‘Pages’, hover over so ‘All Pages’ appears and C|ICk on ‘All Pages’.

Q g.lFEthjnLé(B-; MyProfile ~ & &4 % JenLongley's ECE ePortfolio

@ Dashboard Dashboard

Home

My Sites
Welcome to WordPress!

We've assembled some links to get you started:
f Posts

B Media Get Started

! @ All Pages
our Site

+ B Comments Add New

chan

nge your theme completely

> Appearance

K¢ Plugins

40.Go to ‘Bulk Actions’ and select ‘Edit’ from the drop down menu

@ Dashboard Pages

A Posts All (4) | Published (4)

ﬂ_: Media Bulk actions

@ Pages

[ Apply ] ’ All dates

Bulk actions

| Move to Trash

All Pages 1 moourwie—- Front Page, Classic editor

Add New

+ B Comments () Fieldwork — Classic editor

> A
A Appearance () Links — Classic editor

K Plugins

& Users ] Resume — Classic editor

& Tools

13
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41.Check the box beside “Title”, this will cause all of the boxes to auto populate with check marks

& Dashboard Pages

A Posts All (4) | Published (4)

ﬂ.: Media I Bulk actions v H Apply ] l All dates v H Filter

All Pages About Me — Front Page, Classic editor
Add New

, B Comments Fieldwork — Classic editor

> A
& Appearance Links — Classic editor

£ Plugins

& Users Resume — Classic editor

& Tools
Settings Title &

42.Click ‘Apply’

& Dashboard Pages

A Posts All (4) | Publishe

d (4)
B Media [ Bulk actions AII dates v ] [ Filter

Il Pages Title &

All Pages About Me — Front Page, Classic editor
Add New

. B Comments Fieldwork — Classic editor

M Appearance

Links — Classic editor
43.Go to ‘Status” and select “Published’ from the drop-down menu. Then click 'Update’

Screen Options ¥ | Felp ¥
d Pages [ ad new

All(4) | Published (4) H Search Pages

[ edi o | agply ] [AHd.lles o | [ Fiter ] 4 items
vl Title & Author [ ] Date
BULK EDIT
O Avout Me | Author ‘ — No Change — v
© Fieldwork .
O ks Paent [ —NoChange— v |
O resume ———
Comments | —No Change — v |

Status

[ I

Trate
Pending Review
Drat

| cancer |

Update
V| About Me — Front Page, Classic editor Jen Longley = Published
2020/09/02 at 7:43 pm

(¥l Fieldwork — Classic editor Jen Longley — Published

2020/10/08 at 12:50 pm
(V] Links — Classic editor sen Longley - Published

2020/08/04 at 3:57 pm
V| Resume — Classic editor Jen Lengley — Bublished

2020/09/22 at 251 pm

44.Go to the top of the page, where is it says ‘[Your Name]’s Portfolio]’, hover over your name and
click ‘Visit Site’.
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Steps to Cloning & Claiming your ECE e-Portfolio on OpenLab

# Menus  Jennifer Longley's Portfe X +
@ openlabbmec.cuny.edu/jen-longley-ted-portfolio/fwp-admin/nav-menus.php

OPENLAB
AT BMCC

& c
My Profile = a

Visit Site

Hi, Jen Longley

Log Out

Menus

| Main Menu has been updated

Edit Menus Manage Locations

Edit your menu below, or create a new menu. Don't forget to save your changes!

Add menu items Menu structure

Customize

Widgets Pages Menu Name | Main Menu

Menus
i Most Recent | View All  Search
| £ Plugins
E & users
& Tools
[ B Settings

’.E © collapse menu
P CBOX Openlab

) Fieldwork — Classic editor ) §
. ~ [ Portfolio Profile |
) Resume — Classic editor

Links — Classic editor

Add to Menu

About Me

[) Select all
Academic Artifacts

Infant-Toddler Specialization sub
item

£ Type here to search

45.Return to your ECE e-Portfolio

Drag the items into the order you prefer. Click the arrow on the right of the item 1o reveal additional configuration options.

Custom Link ¥
Custom Link v
Categary v

Category
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