Steps to Claiming your ECE e-Portfolio on OpenLab

Claiming your ECE E-Portfolio
Please follow these steps to claim your ECE e-Portfolio

1. Navigate to BMCC’s Open Lab https://openlab.bmcc.cuny.edu/ and log-in
2. Click on ‘My Profile’ (circled in yellow)

€« > C @ openlabbmcccuny.edu

OPENL
0

Members  Courses  Portfolios =~ Communities  Projects  Calendar  About  Help
AT BMCC

My Profile ~ a ® w Hi,Jen Longley = Log Out

Welcome, Jen Longley E r OpenLab Workshops

My Profile Want to know more about the OpenLab?
\ / Come to a CETLS OpenLab Workshop
|

Not jlongley - 4 and learn how to use it to teach,
Log Out - collaborate, build community and more.

Click to view workshops

Need Help?

Visit the Help section or contact us with a
question.

IN THE SPOTLIGHT Courses © Portfolios © Communities © Projects ©

Teach On! Project

S join the Teach On! project
for up-to-date with
Information and resources
for moving to distance
ponse to the
coronavirus

See More
httpsy/opentab.bmecc.cuny.edu/groups/type/course/

[ [ O Type here to search

3. On your Profile Page, click on ‘+Create Profile’ (circled in red)
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D ACTIVE 1 MINUTE + Crante Portfolia
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2 Title Faculty My Profile
Pronouns she, her, hers My Settings
€
F| Email jlongley@bmcc.cumy.edu My Gourses
My Communities
Office Location S-616C
My Projects
[ Department Teacher Education X
My Friends
b Academic P Child Care/Early Childhood Education, AS. .
o cademic Program ild Care/Early Childhood Education, My essaees ®
My Invitations
2 # Edit Profile

Recent Activity

@ Change Avatar

event Module 7 Due
: W o

Jen Longley added the

o Courses © Communities © Projects ©
m‘ ECE 110 Seminar | ECE Shared Cloning Teach On!
# Section 092 | Fa est Templata L= Jen Longley joined the o
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4. 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
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Create Portfolio My Profile
! Step One: Portfolio Creation My Profile
o o My Settings
Set up the name, URL, avatar, and ather settings and permissions for your portfolio. These settings affect the portfolio home,
discussion, docs, and files. My Courses

My Communities

Name (required) My Projects

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

. . My Invitations
+ FirstName LastName's Portfolio

+ Jane Smith's Portfolio (Example)

Jen Longley's Portfolio

Recent Activity

an] Jen Longley added the
event Module 7 Dus
T 21 DAY, 17 HOURS AGO
|
K URL (required)
E
#
Choose a unique URL that will be the home for your portfalio. Jen Longley joined the
e group Test Faculty's Port-
httne:(innanlah hmee con addgeanoe Ll folio ~
L[ © Type here to search ‘o =l > @ © 2 a O m D B v A Y

Go to the URL (required) box and click your cursor in the box. The box should populate W|th
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 x +
<« () @ openlab.bmec.cuny.edu/groups/create/step/group-details/?group_type=portfolionew=true
Step One: Portfolio Creation My Profile

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

My Communities

Name (required) My Projects

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

My Invitations
* FirstName LastName's Portfolio 5

+ Jane Smith's Portfolio (Example)

Recent Activity
Jen Longley's ECE Portfolio

Jen Longley added the

event Module 7 Due
)

"D 1 DAY, 17 HOURS AGO

URL (required)

Jen Longley joined the

group Test Faculty's Port-
| ) folio

"D 4 DAYs, 20 HOURS AGO

Upload Avatar Jen Longley added the
event Module 6 Due

Upload an image to use as an avatar for this portfolio. The image will be shown on "D 5 DAYS, 23 HOURS AGO
the portfolio home page, and in search results

£ Type here to search

Scroll down to Avatar, upload an image or picture if you would like.
Scroll to Description and type “Your First & Last Name’s ECE e-Portfolio”
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§ BMCC Openlab
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@ openlab.bmcc.cuny.edu/groups/create/step/group-details/?group_type=portfolio8inew=true

Jen Longley added the
event Module 6 Due

Upload Avatar
"D 5 DAYS, 23 HOURS AGO

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.
Jen Longley added the
event Module 5 Due

Upload
"D 5 DAYS, 23 HOURS AGO

Drop your file here

or

Select your File

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

Description (required)

< Jen Longley ECE e-Portfolio >

Academic Units

P Type here to search

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

Care/ Early Childhood Education, A.S.’

§ BMCC OpenLab

<« c

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

Academic Units

Departments

ications, and Theatre Arts

Offices and Centers

LI ASap
) BMCC Learning Academy

L Career Development

Porfolio Contact

£ Type here to search

9. Scroll to Privacy Settings and select ‘Private’.
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BMCC OpenLab

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

Privacy Settings

These settings affect how others view your portfolio. You may change these settings later in the portfolio 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.
gl ab member may join this portfolio.

10 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 ©

YOU ARF HFRF  HOAME / GROUD
-l © Type here to search

10.Click ‘Create and Continue’.

11.0n 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 OpenLab

C @ openlabbmec.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 edn/

< - Recent Activity
® Use an existing site:

Jennifer Longley's Portfolio Jen Longley joined the

group Test Faculty’s Port:
. | ) folio
Use an exce,...! 42

D 4 DAYS, 20 HOURS AGO

Jen Longley wrote a new

blog post Module 8 Physi-
\ ) cal Development Assign-

ment #4: Self-Reflection in
the group ECE 209-091W
- Infan
Associated Site Privacy Settings i = Fal 2020 -}
Longley

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

" - 5 - = 11:18 AM
£ Type here to search ‘ ' ) #0020

12.Scroll down to Associated Privacy Settings and select ‘Private “| would like this site to be
visible only to members of this community.”
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@ openlab.bmce.cuny.edu/groups/create/step/site-details/

Associated Site Privacy Settings

our ECE e-Portfolio on OpenLab

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 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 members with an administrator role on the associated site.

Member Role Settings

These settings control the default member roles on your associated site when members join the group. You may also adjust

individual member roles in Membership settings and on the site Dashboard.

Group members have the following role on the associated site:

W BMCC OpenLab

<

c

& openlab.bmec.cuny.edu/groups/create/step/site-details/

Member Role Settings

These settings control the default member roles on your associated site when members join the group. You may also adjust
individual member roles in Membership settings and on the site Dashboard.

Group members have the following role on the associated site:

Author

Group moderators have the following role on the associated site:

Editor

ators have the f

Group ing role on the

Administrator

& Member Role Definitions: Portfolio

® Member Role Defi ns: Associated Site

@ Previous Step

YOU ARE HERE HOME / GROUPS

. OPENLAB
AT BMCC

Members Courses

R Type here to search

Portfolios

Communities

Projects

Calendar

About

Help

My Profile

the group ECE 209-091W
Lecture - Infant Care &
Curriculum - Fall 202
Longley

J:

D1 WEEK AGO

Jen Longley wrote a new
blog post Module 8 Physi-

pment Assign-
ment #1: Infant Physical
Development in the group
ECE 209-091W Lecture - In-
fant Care & Curriculum -
Eall 2020 - ), Longley

D1 WEEK AGO

Jen Longley created the
group ECE Shared Cloning
Test Template

D1 WEEK, 5 DAYS AGO

14.0n the Create Portfolio Step Three: Invite Members to Portfolio page, click ‘Finish’
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§ BMCC OpenLab x  +
< c @ openlab.bmce.cuny.edu/groups/create/step/invite-anyone/

2. OPENLAB
v

AT BMCC Members Courses Portfolios Communities Projects Calendar About Help

My Profile + HiJenlongley  LogOut

Create Portfolio My Profile

Step Three: Invite Members to Portfoli
ep Three: Invite Members to Portfolio My Portfolio Site ©

Portfolio Home | Dashboard
Invite OpenLab Members to Portfolio

Search for OpenLab Members to invite to your portfolio: Cifd

My Settings

My Courses

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

My Messages

@ Previous Step | My Invitations

Recent Activity

Jen Langley joined the
group Test Faculty's Port-
folio

BMCC OpenLab X [k

C @ openlab.bmec.cuny.edu/groups/jen-longleys-ece-portfolio71/

Q OPENLAB

AT BMCC Members Courses Portfolios Communities Projects Calendar About Help

MyProfle ~ & & Hi,Jen Longley = Log Out

Portfolio: Jen Longley’s ECE Portfolio

Visit Portfolio Site ©
This Portfolio is PRIVATE, but all logged-in OpenLab members may view the corresponding Site.
Department Teacher Education Portfolio Profile
Academic Program  Child Care/Early Childhood Education, A.S. Membership
" Settings
Porfolio Contact Jen Longley,

Description Jen Longley ECE e-Portfolio

Member Profile Jen Longley

Recent Posts © Recent Comments ©

ECE 210 Course Description & Academic Artifact No Comments Found

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

£ Type here to search

16.Go to the top of the page, hover over your name’s ECE Portfolio and a dropdown menu will
appear. Click ‘Dashboard’
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o - e )

Bl & Jennifer Longley's Portfolio x o+

= a X

<« C @ openlabbmcc.cuny.edu/jen-longley-ted-portfolio/ * @O B ¥ »Q

. OPENLAB
AT BMCC

MyProfle ~ & 3 ennife 'S P - R Hi JenLongley  LogOut

Dashboard

Themes
Widgets

Menus

! AboutMe  Academic Artifacts Fieldwork  Resume Links Q
f
: About Me
Iam —- and | am a student in the Early Childhood Education (ECE) program in the
é Teacher Education Department at Borough of Manhattan Community College (BMCC). In

Sl the ECE program, my specialization is (infants and toddlers/ preschool age children). This
e-Portfolio showcases my work and experiences while at BMCC. This e-portfolio contains

M the following information:
|
2
D = Academic artifacts from my ECE courses
= " = Documentation of my supervised fieldwork experiences
gley ~
Ll © Type here to search O Hi > @ 9 o B *» w P m v A &

17.0n the right side of the Dashboard, select ‘Appearance’ a pop-up will appear, then select
‘Menus’

o - e

& Dashboard < Jennifer Longley's ¥ X <+ - (m] X
<« C @& openlab.bmce.cuny.edu/jen-longley-ted-portfolio/wp-admin/ L e B 3 » a
5.OPENLAB . : . .
-Q AT BMCC My Profile = & = = Jennifer Longley's Portfolio « [ ] [+] Hi, Jen Longley Log Out
Sereen Options ¥ Help ¥
Dashboard
Welcome to WordPress! @ Dismis
We've assembled some links to get you started:
Get Started Next Steps More Actions
K Edityour front page B] Manage widgets
® Comments + Add additional pages B Manage menus
& completely B View your site B Turn comments on or off
& Leam more about getting started
L Customize
E
AV o4 Quick Draft AV 4
B 4 Pages Title
WordPress 5.5.1 running Twenty Tl
Content
Activity AV a ’s on your mind?
Recently Published
Sep 4th, 2:33 p ECE 210 Course Description & Academic Artifact
bmce.cuny.edu/jen-longley-ted cription & Academic Artifact ~
£ Type here to search ® 9 = B 9 = ® | ~ @ = ) ¥

18.0n the Menu page, select ‘CBOX OpenLab’ to open the item
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Menus < Jennifer Longley’s Portic X

C @ openlabbmec.cuny.edu/jen-longley-ted-portfolio/wp-admin/nav-menus.php

Menus [ Manage with Live preview |

Edit Menus Manage Locations

1o [ Edit your menu below, o create a new menu. Don't forget to save your changes!
_ B Media
!! W Pages Add menu items Menu structure

P Comments

Pages Menu Name | Main Menu

E M Appearance
MostRecent | Viewall: “Sesrch Drag the items into the order you prefer. Click the arrow on the right of the item to reveal additional configuration options.
Themes

Customize [ Fieldwork — Classic editor

= : About Me Custom Link v
. () Resume — Classic editor
Widgets

() Links — Classic editor
Menus

iseues; Select Al Add to Menu

" Infant-Toddler Specialization sub Category v
& Plugins

| item
CBOX OpenlLab
b & Users Ll

ok ECE 110 Course Description & Classic editor
& Tools jsweal Academic Artifact sub item

Academic Artifacts

B Settings Custom Links

ECE 110-Seminar Course Description Classic editor

: & Academic Artifact sub item
Categories

ECE 209 Course Description & Classic editor

# Menus < Jennifer Longley's Porttc X +

C' @ openlabbmecccuny.edufjen-longley-ted-portfoliofwp-admin/nav-menus.php % Go B % »Q

Q» g-'l? EBT)I é\g My Profile Fy = w Jennifer Longley's Portfolio » Hi, Jen Longley Log Out

Screen Options ¥
Menus

EditMenus  Manage Locations

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

Customize
CBOX Openlab

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

E Menus

" neader ) | Portfolio Profile ] About e Gl
K Plugins

£ 2 vos

cademic Artifacts Category ¥

Infant-Toddler Specialization sub Category ¥

& Tools

Posts item

[ B Settings
\ Custom Links
[ Y — ECE 110 Course Description & Classic editor ¥

N Academic Artifact sub item
Categories

ECE 110-Seminar Course Description Classic editor

£ Type here to search

20. Scroll down to find ‘Portfolio Profile’ and use your cursor to drag it to the top of the menu. Click
‘Save Menu’ again.
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longley-ted we-admin/nav f

Academic Artifact sub iem

ECE 211 Course Deseription &
Academic Artifact sub irem

ECE 311 Course Deseripti
Academic Artifact sul

ECE 312 Course Descri
Academic Artifact sub item

ECE 410 Course Description &
' Academic Artifact sub item

E P Appearance

The ECE 411 Course Description &
Academic Artifact sub item
C mize
q
ot Ficldwark
E Menus
Header Resume

Links

K Plugins
;

our ECE e-Portfolio on OpenLab

Classic editor

Classic editor

Classic editor

Classic editor

Classic editor

Classic editor

Classic editor

Classic editor

& Tools [ Portfolio Profile |
[ B Settings

E
© collapse menu Menu Settings

Auto add pages Automatically add new top-level pages ta this menu

Display locatien ) Navigation Menu

R Type here to search

# Menus < Jennifer Longley's Portic X
C @ operlabbmcc.cuny.edufjen-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
A posts

0 Media CBOX OpenLab

Drag the items into the order you prefer. Click the arrow on the right of the item 10 reveal additional configuration cptions.

B Pages

— Portfolio Profil
P Comments () [ Pontfolio Profile ) [Portfolio Profile ]

Custom Link ¥

» Appearance About Me

Themes Academic Artifacts
- - Posts.
Customize

Widgets
[ item

Categories

Custom Link ¥

Category ¥

Custom Links Infant-Toddler Specialization sub

ECE 110 Course Description &
[ £ Plugins Academic Artifact sub item

E-Users

ECE 110-Seminar Course Description

& Tools & Academic Artifact sub i

[ B Settings

tem

E ECE 209 Course Description &
' €@ Collapse menu Academic Artifact sub item

ECE 210 Course Descriptiol

n &

Academic Artifact sub item

£ Type here to search

21.Go to the top of the page, where is it says “your name’s e-Portfolio”, hov

click ‘Visit Site’

Category ¥

Classic editor

Classic editor

Classic editor

Classic editor

er over your name and
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& Menus  Jennifer Langley's Portic X 4
& C @ openlabbmcccuny.edufjen-longley-ted-portfolio/wp-admin/nav-menus.php i
; OPENLAB ] )
[« My Profile = a Hi, Jen Longley Log Out
O AT BMCC

Visit Site

Screen Options ¥ Help ¥
Menus | Manage with Live Preview

| Main Menu has been updated
EditMenus  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

Header Most Recent ~ View All  Search Drag the items inte the order you prefer. Click the arrow on the right of the item ta reveal additional configuration options.

£ Plugins ) Fieldwork — Classic editor
[ Portfolio Profile | Custom Link ¥

L & Users ) Resume — Classic editor

Links — Classic editor
& Tools About Me CustomLink ¥

[ B Settings () select all Add to Menu

’.E © collapse menu
P CBOX Openlab

Academic Artifacts Categary ¥

Infant-Toddler Specialization sub Category ¥

item

£ Type here to search

22.Return to your ECE e-Portfolio

10



