St. Mary Seminary & Graduate School of Theology
Diocese of Cleveland

E-Portfolio Help Document: Posting Content Into Your E-Portfolio

Step 1: You can post content into your e-portfolio several ways. First, you can post content by copying
the text and pasting it into the text box area (good for small documents but not the preferred method

for large documents or documents with unique fonts like Greek or Hebrew). Second, you can click the
“Add Media” link and upload content in multiple forms (i.e., doc.,docx., mp3, etc.).
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Step 2: Click the “Select Files” link and a new window will come up that will allow you to browse your
computer for the file you would like to upload to your e-portfolio system.
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Step 3. Click the “File URL” box to insert the file’s URL in the “Link URL” box and then click the “Insert
into Post” box. This will insert the link to your uploaded file in the page text box at the place where you
had your cursor. You are also able to change the way the link will appear in your page by changing the
“Title” box. You also have the ability to type a mouse hover over caption by typing it in the “Caption”
box.

Note: Once you have uploaded or posted something in a page it is available under the “Media Library”
tab at the top of the white box under the title “Media Library”.
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