
Creating an Academic ePortfolio 

 

FSU College of Medicine 

Spring 2008 Page 1 
 

Creating an ePortfolio as a SharePoint Workspace in My Site  
 
A Workspace is the term used by SharePoint to indicate a sub-site created for the purpose of sharing 
materials needed for a project or meeting.  By creating a Workspace in your My Site, you as the 
administrator can control to whom you allow access.  It also allows you to create Document Libraries, 
Photo Libraries, Lists of links, as well as control what items are displayed on the main page.  We will use 
the creation of an Academic Portfolio as an example of creating a Workspace in My Site that uses 
multiple functions of SharePoint.  Here are the steps: 
 
1. Plan.   

Decide on the purpose of the site and what types of materials will need to be placed there.   
 

a) The purpose of an Academic Portfolio is to demonstrate your academic accomplishment, special 
achievements and chronicle your progression through medical school.  It offers a place for you to 
reflect on your progression thru medical school.  It provides a place to organize and display 
examples of your work to demonstrate mastery of specific competencies.  This data can be 
shared with your advisors and mentors who may help you through times of academic difficulty 
as well as help you make your specialty career choice.  The Associate Dean of Student Affairs 
could use some of the materials stored here to create the deans letter that will be sent to your 
potential residency directors.   

b) Based on this, what folders and objects do you need? 
i) Document Libraries: 

(1) Academic Journal.  To contain an unofficial transcript, summary of the results of various 
learning styles inventories as well as reflections on your medical education, the success 
or failure of your learning strategies to date, your progression towards becoming an 
independent, lifelong learner, and your career choice feelings.     

(2) Curriculum Vitae.  To contain a copy of your CV to be updated as you progress through 
medical school, with your extra curriculum activities, service, honors, awards, 
publications, and national presentations.  You should also put a copy of your personal 
statement here to be revised until time to submit it to ERAS for residency application.  
Other ERAS documents can go here for safe keeping. 

(3) Course Projects.  Place a copy of any PowerPoints, papers, images, and other projects 
created as requirements for courses during medical school. 

(4) Research Projects.  Place a copy of any posters, presentations given at national 
conferences, papers or publication in national journals you create from research projects 
during medical school. 

(5) Special Projects.   
(6) Service Learning Activities. Place a document describing each service learning activity in 

which you participate with reflection on the experience.   
ii) Lists Library: 

(1) My Links.  List of links to other examples of your work, like videos of your presentations 
posted on the intranet and your profile on the CoM website. 
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2. Create the Workspace.  
a) Go to your My Site on the Intranet: from the CoM main website, open the Intranet, and at the 

top right of the screen, click on My Site.  
 

 
 

 
b) At the top right of the screen click on Site Actions and select Create.   

 
c) Under Web Pages select Sites and Workspaces 

 
d) Complete the New SharePoint Site form as follows: 

1.  Under Title and Description use Academic Portfolio 
2.  Web Site Address use ePortfolio 
3.  Template Selection, under Collaboration pick Blank Site 
4.  Under Permissions  pick Use unique permissions 
5.  Under Navigation and Navigation Inheritance leave everything Yes 
6.  Click Create. 

 
e) It will ask you to Set Up Groups for this Site.  This is where you can set users if you know who 

they will be.  You will eventually need to assign various Clerkship Directors and Education 
Directors for some of your 3rd year clerkships, because they will use the portfolio.  Once your 
clinical academic advisor is assigned to you, you should give him/her permission to view your 
portfolio.  For now you can leave this unchanged, and later add users.  Click OK. 
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f) You will see the new, blank site.  

 

3. Create your Document Folders.  
a) On the left navigation bar, click on Documents. 
b) At the top of the screen, click on the Create button 
c) Under Libraries, select Document 

Library. 
d) Create Document Libraries for your 

Academic Journal, CV, Course 
Projects, Research Projects, Service 
Learning Activities and Special 
Projects.   Complete the form as 
follows:  
1.  Name of the library, which is really 

just a folder  
2.  Description: see suggested 

descriptions for each library at 
right 

3.  Under Navigation select Yes. 
4.  Under Document Version History select No. 
5.  Under Document Template, select None. 
6.  Click Create.  Repeat process from step a) until you have created all of the libraries above. 

 
4. How to Add  Users.   

Give permission to individuals to whom you wish to give access to the site.   
a) Under Site Actions (top right) click on Site Settings.  
b) Under Users and Permissions, select People and groups.  

you will see a list of all assigned users.  At this point only your name will 

show up. 
c) Under New, select Add Users. 
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d) Type in the email address of any individuals you wish to share your portfolio, such as your 

advisor, the Dean of Student Affairs, etc.  They have to have a CoM account.  You can also click 
on the little address book icon to find people in the CoM directory.  Under Give Permission, 
make them a Reader.  Decide whether you want to send them an email telling them they have 
been added to your workspace, and hit OK.   
 

e) To assign or change users to individual/single 
documents or folders do the following: 
i) Navigate to the document library that contains 

the file or folder that you want to assign a 
specific user access to. 

ii) Move your cursor over the file or folder name 
until you see the drop down arrow to the right 
of the name and click on it.  (illustration at 
right) 

iii) Click on Manage Permissions. 
iv) You will see the names of all 

the people that have 
permission to look at the 
contents.  Click on Actions and 
select Edit Permissions. 
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v) You can click New to add users or check the 
names of users to remove, then under 
Actions select Remove User Permissions. 

 
 

 
 
5. Uploading Your Documents and Files.   
 

a) Open the document library and folder into which you wish to upload a document by clicking on 
the folder name listed under Documents on the left side of the screen.   

 
 
 

b) Click on Upload Document.  Browse to the file you want to upload.  It is a very good idea to 
organize the files you want to put in 
your portfolio into one folder in your My 
Documents on your computer.  Once 
you have selected the file, hit the Save 
and Close button.  If there are multiple 
files to upload, use the Upload Multiple 
CƛƭŜǎΧ feature.   
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6. Troubleshooting.  

a) If you ever need to change the settings 
on a document library (folder), open the 
document library, click on Settings, then 
Document Library Settings.  This will let 
you modify libraries, change the title, 
description, users, etc.   
 
 

7. Making your Portfolio Pretty.  (optional)  
a) SharePoint pages are rather dull with nothing on them but a list of file folders on the left side of 

the screen.  You can make them look more like real web sites by using the Edit Page function 
under the Site Actions button.  Here is an example of a way to add interest to the main page 
and make it more functional at the same time. 

 
 

b)  Adding Text to the page.  
1. Select Edit Page from under Site Actions.  Click on Add a Web Part to the Left column.   
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Welcome to my Acade mic Portfolio  

Jane Doe , BS, MPH   

Medical Student  

FSU College of Medicine  
Class of 201 1  

 

 
2. Under Miscellaneous, you should see the Content Editor Web Part.  Click that, then at 

the bottom click  Add.   
 

3. In the new Content Editor Web Part box that will appear in on the page. 

  
 

4. Click on open the tool pane, then click Rich Text Editor.  You will see the text editor box.  
Press the space bar to begin entering text.  You can use the formatting provided.  It is 
written in HTML, so use Shift-Enter to keep from getting blank lines. 
 

 
 

5. Type in something like the title 
at right.  Use the Heading and 
other formatting options to 
make attractive. Use Shift-Enter 
for single spacing.  When you 
are finished, click OK. 

 
c) Add Images. 

i) To use a picture, you either have to create a picture library, just like you would a document 
library, then you need to upload an image like the College of Medicine student logo to that 
picture library.  Add an Images Web Part to the page linking it to the image in the image 
document library.  You have to put in the URL to the image.  You can also link to your image 
from the FSU CoM web site.  For example, if I go to your picture on my web profile page in 
the student directory and right click on it, and get Properties, it shows me the URL for that 
image.  Copy the URL and paste that on this Image Web Part form.  For example: 
http://www.med.fsu.edu/images/faculty/nancy.clark.jpg   
 


