
Creating an ePortfolio using Blackboard 9.1 

 

Building Your ePortfolio 

1. Log into Blackboard and click on the Global Navigation Toolbar (where your name is displayed). 
From there, click on Tools, then Portfolios. 

 
 

 
 
 
 

 

 

 

2. Click on Create Portfolio. 
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3. Give your portfolio a name, and then click on Select Portfolio Template. 

 
 

4. Select the Stockton ELO template, and then click Submit. 

 

 

5. To update the ePortfolio header with your information, click on the pencil icon. After changes 
have been made, click “Save”. 

 
 

6. After saving, you can now add content or artifacts to portfolio pages. Scroll down to view the 
“ELO Artifacts and Reflections” page (The portfolio pages can have additional sections created 
within them).  
 

7. Choose a section, and click on “Add Artifact.” 
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8. A new window labeled “Create Personal Artifact” will open. Type in a name and description of 
the artifact.  

[You will be the only one who sees the description. If you have many artifacts and many different 
ePortfolios, this description will be helpful in finding the artifact that you are looking for.] 

 
 

9. Scroll down to the Content section to attach your artifact text. (Sample below.) 
a. Artifact creation in these sections will involve uploading your artifact files and adding 

your reflection text. A suggested format is illustrated in the examples to follow 
 
 
 
 
 

10. Content – Above the edit window, there is a link “Add Artifact”. Click that link.  

 
 

 

11. You’ll be brought to a window called “Add Artifacts to Portfolio Page”. Click on Add Personal 
Artifact. 
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12.  Give the artifact a name, as well as a description (this will not appear in the final e-portfolio). 
Click on Browse my Computer, and choose a file to upload. Click Submit. 

 

 

 

  

 

 

13. In the edit window, type in the heading, “Reflections”. Highlight the word and click on the bold 
key. Be sure to turn off the bold mode by clicking the bold key a second time.  

If you have not already written out your reflections, type them in and then click on Submit. If 
you have written out your reflections, open the text file and copy the desired text and then click 
on Submit. 

Special note: Some versions of the Firefox browser will not allow you to copy and paste using 
command menus. You may need to use the keyboard shortcut – CTRL-C to copy (Command-C on 
Mac) and CTRL-V to paste (Command-V on Mac). 
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14. Be sure to save your ePortfolio as you work. Repeat this same procedure for the remaining 
sections of your ePortfolio. 

15. When all sections are complete, click on Done Editing. Under Settings, mark the document as 
complete and click submit. 

 

Submitting your Portfolio as an Assignment 

 

1. Click on the portfolio assignment link within the course. 
2. Choose “Select Portfolio” from the next screen. 
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3. When the selection window appears, select the ELO Portfolio you created in the previous steps 
and click submit. 
 

 
 

4. Submit your portfolio by clicking the final submit button. 
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