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How to Create your Early Childhood Education Major E-Portfolio on 

the BMCC OpenLab 

Please follow these steps to create your ECE e-Portfolio, using the designated ECE template  
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Part I | Sign up (first time) or Log in to the BMCC OpenLab 
 

1) Navigate to the BMCC OpenLab https://openlab.bmcc.cuny.edu/, and follow these instructions: 

https://openlab.bmcc.cuny.edu/blog/help/how-to-sign-up-and-log-in-to-bmcc-openlab-students-

staff-faculty/ 

 

Part II | Create your portfolio with the designated ECE e-Portfolio Template 
 

2) Navigate to My Profile. You can use several paths to get there: 
 

 
 
 
 

 

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/
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3) On your My Profile page, click on +Create Portfolio: 

 

 
 

4) You will see Create Portfolio | Step One: Portfolio Creation. Scroll down to Name 

(required); you will see a box auto-populated with Firstname Lastname’s Portfolio. Click on the 

text box, after your last name and before Portfolio type “ECE”, so the name reads “Your 

Firstname Lastname’s ECE Portfolio”: 
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5) Go to the URL (required) box and click your cursor in the box. The box should auto-populate 

with the URL for your e-Portfolio. If you see a red X at the end, add any two numbers after the 

word “portfolio.” If the URL does not automatically populate, type your-name-ece-eportfolio, in 

lower case letters, with a dash between each word. Be careful! This URL cannot be changed:  

 

 
 

6) Optional: Scroll down to Avatar, and upload an image if you would like.   
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7) Scroll to Description > type “Your Firstname Lastname’s ECE e-Portfolio”: 

 

8) 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.: 
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9)  Scroll to Privacy Settings and select Private: 

 

 
 

10)  Click Create and Continue. 

11)  On the Create Portfolio | Step Two: Associated Site Creation page, scroll down to 

Associated Site Template: 
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12)  Click on Early Childhood Ed (ECE) Major Portfolio Template so the edges turn blue: 
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13)  Scroll down to Associated Privacy Settings and select Private | I would like this site to be 

visible only to members of this community: 

 

14)  Click Next Step: 
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15)  Click Finish: 

 

 

 

Part III | Set up and Personalize your ECE e-Portfolio 
 

16)  From your ECE Portfolio Profile, click Visit Portfolio Site: 

 



Creating your ECE e-Portfolio on the OpenLab 
  

9 
 

17)  On your ECE e-Portfolio About Me site page, scroll down to Edit: 

 
 

18)  A text box will appear, allowing you to edit the text on the page. Replace the dashes in the first 

line with your name: 
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19)  On the third line, identify your specialization—infants and toddlers or preschool-age children. 

Delete the text that is NOT your specialization, including the parentheses and slash (/). Keep 

the text that is your specialization: 

 

 

20)  After you have finished editing, click Update on the right: 
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21)  Find the black horizontal bar at the top of the page, hover over the title of your site, 

Yourname’s ECE e-Portfolio (yellow rectangle below), so that Visit Site appears (purple 

rectangle below). This will take you to the home page (About Me) of your ECE e-Portfolio site: 
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Part IV | Upload your Materials to Your ECE e-Portfolio 

 
22)  In your site menu, click on Academic Artifacts (yellow circle below) > your specialization—

Infant-Toddler Specialization or Preschool Specialization—(turquoise square below) > click on 

the class to which you would like to upload materials (purple arrow below): 

 

23)  Click Edit: 
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24)  The text box will appear. Put your cursor under Artifact: Name of Artifact > press the 

Enter/Return key so the cursor is flashing. This tells the program where you want the 

document to appear: 

 

 
 

 

25)  Click Add Media:   
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26)  Click Upload Files > Select Files (PDFs only). (To convert a Word document to a PDF, open 

the Word document, go to File > Export > Create PDF. To convert a Google document to a 

PDF, open the Google doc > File > Download > PDF. To convert a Pages document to a PDF, 

open the Pages doc > Export To > PDF.)   

 
27)  Drag or select the file you would like to upload. If you select the file, click Open at the bottom-

right corner of the screen: 
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28)  Check that the correct document is ready to insert—that is, it is outlined in blue box with a check-

mark in the upper-right corner, and that it is a PDF. Click Insert into Post: 

 
29)  You will see an embedding code in brackets. Click Update on the right: 

 



Creating your ECE e-Portfolio on the OpenLab 
  

16 
 

30)  Go to the horizontal black bar at the top of the dashboard, hover over your portfolio site title until 

you see Visit Site:  

 
 

31)  Navigate to the Academic Artifact you just added by clicking on Academic Artifacts > your 

specialization (Infant-Toddler Specialization or Preschool Specialization) > click on the class in 

which you just uploaded your artifact. Scroll down to view your artifact PDF: 

 


