Upload ePortfolio Artifacts
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1. Click on Collaboration on the navbar and choose ePortfolio.
2. Click My kems.
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3. Click +Add then select the object type (in this example, File Upload).
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4. Click the location of the file you wish to upload (in this example My Computer).
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5. Click Upload and browse to the file you want.
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6. After selecting the file from your computer, click Add.
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7. Your artifact is now ready to upload. Click Next.
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8. Edit the name and description if desired, then add any relevant tags (tags will be used for searching and
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collections). Click Save.

9. On the properties page you may edit the name and/or description of the file, add Tags, change comments
and assessment options and more. Click Save and Close to complete the upload or Cancel to cancel the
upload.
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