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3. Click the Create new ePortfolio Publication button. The following page appears: 
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4. Choose one of the following options and click Next Step when you are ready to 
continue: 
a. Create a new ePortfolio publication from scratch: Choose this option if you 

want to create a brand new publication in ePortfolio to design and submit. 

b. Copy an existing ePortfolio publication: If you have previously created at 
least one ePortfolio publication, this option is available to you. Choose this 
option if you have already started work on a publication that you want to make 
a copy of to complete and submit. When selecting this option, you must also 
choose the existing publication you want to make a copy of. 

5. On the next page, enter a Title, Description, and (if required) select a template 
for your new publication. You may preview templates by clicking the Preview link. 
When ready, click the Save button. 
 

 
 

6. Upon saving your new publication, you are returned to the dropbox page, and the 
newly created publication is displayed. You may edit your publication, or if you 
want to submit a different publication, remove the current publication and follow 
the previous steps to add a new one. 
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7. Clicking edit opens a new browser window with the ePortfolio publication 
designer displayed for the publication you created. You are now in ePortfolio 
where you may add freely artifacts and design your publication. You may make as 
many changes to your publication as you like (over multiple visits to the site, if 
desired) before submitting it to the drop box. 
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8. Back on the drop box page, when you�re ready to submit your publication, click 
the Submit button. 
 

 
 

9. Click OK to confirm the successful submission of your ePortfolio publication. 
 

 
 

 

When you submit a publication to an ANGEL drop box, the ePortfolio 
publication becomes �locked.� This means you can�t make any more 
changes to it. Additionally, any artifacts you added to the publication 
become locked as well. You may still add locked artifacts to other 
publications you create, as well as adding additional reflection 
comments, but you may not change the artifact file itself. 
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10. Your submission is displayed on the dropbox page. If you instructor chooses to 
grades or comments on your submission, it will be displayed here. Also, if your 
instructor asks you to submit another publication, you may do so by clicking the 
Create new ePortfolio Publication button, following the same steps described 
above.  
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