Requirements for the Electronic Portfolio
Basically, your portfolio will have the following elements:

· Cover Page – Include your name, contact info, date of creation, and a video introduction. You want to attract your readers’ attention with your video. You can publish your video on youtube and imbed it to your page if using online applications.
· Introduction – Discuss the purpose of this portfolio, what standards were used, what artifacts were collected, why they were chosen, and the structure and navigation of the portfolio. (you can combine cover page and introduction page as long as you have all required components)
· Standards – List all the standards you used. You are required to use the NETS•T standards. Each standard will be accompanied with your reflections, future learning goals, and artifacts that demonstrate how you met the standard.  

· Reflections – Under each standard, write a reflection, which is an explanation of what, why, and how (what are the artifacts you listed under the standard, why do you think you met the standard, and how these artifacts help demonstrate your achievement). Your reflection should be thoughtful and complete with future learning goals.
· Artifacts – Under each standard, list and link the selected artifacts (not everything you can find, but the best and most appropriate for the standard; no less than three, but no more than five artifacts) that you think represent your achievement for that specific standard. You can revise your previous projects if they are not perfect. Make sure the artifact links open into a new window so that your readers can go back to your ep easily.  
· Easy navigation – Your entire portfolio should be non-linear, which means your audience can access any part (intro or each standard) on any page. Make sure all links and files (artifacts and portfolio pages) are workable. 
· File formats – Make sure the artifacts you use are accessible without special software requirement. For instance, you cannot use a Photoshop file as an artifact because your audiences may not have Photoshop installed on their computers. Your Photoshop file has to be converted to jpg or gif format before it is linked. Digitize your paper-based artifacts by scanning and save them as pdf or jpg format. 


· Design layout – The design of your portfolio should be professional in appearance, visually appealing, and has appropriate images and multimedia components. Do not overwhelm the ep with animations or sounds. Follow design rules to make sure your text is easy to read, your layout is consistent, the color theme matches your content, avoid centering text, avoid using background images for the text box because it is hard to read the text, organize the content on the page. Be creative in your design.  Make sure to have a footer on each page to indicate the creation date, copyright, and the like.


· File organization - Before starting to create the portfolio, you need to create a folder and collect all materials in this folder, this is very important if you use a Web authoring software to create your ep.  You can organize files (artifacts) within the folder by creating subfolders as shown in the following images. You can create as many subfolders as you need. All artifacts should be in subfolders with clear labels. Make sure that the folders’ name and the files’ name are simple (one word, no spaces, use “-“ if you need to separate two words in the file name) and meaningful. The portfolio file should be located outside the artifacts subfolders. If you use Web authoring tool to create your portfolio, you will have all html pages along with the subfolders as shown in the following image. The start html page should be named as index.html. 
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You will create the portfolio file and make links after you organize the artifacts into one folder. DO NOT MOVE THE FILES AFTER YOU MADE THE LINKS. You need to upload everything in the above folder to your online server if you do not use an online application. 
If you use a free online application such as wordpress.com, you don’t have to worry about the items under File Organization. 

Online applications you can use are:

1. Weebly.com
2. Googlesite.com
3. Wix.com
4. Wordpress.com
5. And others you feel comfortable using
E-Portfolio Checklist  

Design

· Creative, attractive, appealing

· Appropriate graphics and sound

· Nice color combination

· Well organized page layout

· Easy navigation

· Suitable download time

· Few grammar/spelling errors

· No broken links and external links are opened in a new window

· All relevant components presented in an extremely coherent and organized fashion

Artifacts 

· Relevant and carefully selected artifacts (3-5) for each standard

· Balance between multimedia artifacts and paper artifacts

· Artifacts for using technology personally and academically

· Multimedia artifacts played with universal platforms 

· Digitized paper-based artifacts were clear and easy to read

Reflection described 

· What the artifacts are

· Why you chose them

· How they show your growth over time in meeting the standard

· How they relate to your teaching or academic area

· What your future learning goals are and how they relate to this standard

Others

· A visually appealing introduction/cover page 

· Self-intro video on the introduction page

· Introduction to the portfolio is thoughtful and to the point

· Relevant images are used on each page to add interest to the site

· Creative and professional design of the site

