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SharePoint Student ePortfolio 
 
The Structure of a Student ePortfolio 

The Student ePortfolio is essentially a web site. Web sites have an organized structure, or map. 
The chart below shows the map of our Student ePortfolio: 
 

 
 
Creating a Student ePortfolio Website 

1. Open a browser, go to the SMS Homepage, and then click on the "My23" link just above 
"Springvalley Middle School". 

2. Log in, if necessary, using your SMS network username and password. 
3. In the menubar select  'Content'. 
4. In the left-side menu select 'Site Actions'. 
5. Under the title 'All Site Content' select 'Create'. 
6. Scroll down center scroll bar to '1-Column' and select. 
7. On right side of page type a new Title 'First Name's ePortfolio' (e.g. Sally's ePortfolio). 
8. On right side of page type your first name as the 'URL name' (lower case is fine, e.g. 

sally). 
9. Click 'Create'. 

 
Deleting a Site 

Sometimes students will accidently create a site in the wrong place. Although moving a site is 

possible, that function can be troublesome. If little or no content has been added to the site, 

students are encouraged to delete* an incorrectly-placed site and then create a new site in the 

correct place. 

1. In the left-side menu, select the site that you want to delete. 
2. On the top left corner, select 'Site Actions' 
3. Select 'Site Settings' 
4. Look for the heading 'Site Actions' 
5. Under this heading, click on 'Delete this Site'* 

 
* Sometimes a deleted site is not removed from the menu immediately. Due to the nature of 

the SharePoint server, links to deleted sites may linger for several hours. Eventually, these 
links will disappear. 

 
  

Tom's ePortfolio 

Grade 8 

Social 

Studies 
English Math Science Exploratories 

http://www.sms.sd23.bc.ca/Pages/default.aspx
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Adding a Title 

1. On the top left corner select the 'Site Actions'. 
2. Select 'Edit Page'. 
3. Replace the title with 'First Name ePortfolio'  (e.g. Sally's ePortfolio). 
4. Click the 'Publish' tab. Then click the 'Publish' tab with the small up arrow. In the next 

window click 'Continue'. 
 

Adding Grade Navigation Links to the ePortfolio Home Page 

1. On the ePortfolio page select 'Site Actions'. Scroll down to 'New Site'. This site will be 

the grade level site for students for the current year. 

2. Scroll down center scroll bar to '1-Column' and select. 

3. On right side of page create a new Title 'Grade n' (n=your grade). 

4. On right side of page type 'Grade n' (n=your grade) as the 'URL name' (lower case is 

fine, e.g. grade7). 

5. Click 'Create'. 

6. Change the title to 'Grade n' (n=your grade; follow the directions in the 'Adding a Title' 

section above.) 

7.  Publish the site. 

 

Adding Course Navigation Links to the Grade Site 

1.  Click on the 'Grade n' link on the left side of page. On this page we will add course pages 

and links (e.g. English 7, Science 7, etc.) Each of these pages will house student work for 

the current year related to these courses. 

2. Select 'Site Actions'. Scroll down to 'New Site'. 

3. Scroll down center scroll bar to '1-Column' and select. 

4. On right side of page create a new Title 'English n'. (n=grade level) 

5. On right side of page type 'english7' as the 'URL name' (lower case is fine, e.g. english7). 

6. Click 'Create'. 

7. Change the title to 'English n' (n=grade level; follow the directions in the 'Adding a Title' 

section above. 

8. Publish the site. 

* Repeat for each course. It's very important that you begin the process for each subject on 

the 'Grade n' page (see #1 above). 

 

Adding Files to a Site (e.g. Word or PDF documents) 

1.  To add a file to a page (e.g. Word or PDF document) select 'Site Actions' and scroll to 

'Edit Page'. 

2.  Click inside the 'Page Content' box. 

3.  Click the 'Insert' tab near the center top of the page. 

4. Select the 'Upload File' tab. 

5.  Click on the 'Browse' button to find your document. 

6.  Select the document and click 'OK'. Give the document a title (optional) and click 'Save'. 

7. 'Publish' the site. 
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Adding Pictures to a Site 

1. To add a picture, select 'Site Actions' and scroll to 'Edit Page'. 

2.  Click inside the 'Page Content' box. 

3. Click the 'Insert' tab near the center top of the page. 

4.  Click the 'Down Arrow' below the 'Picture' icon and select 'From Computer'. Browse to 

find the picture.   

5.  Open the picture and click 'OK'. Click 'Save'.  

6.  Use the handlebars to resize the picture. 

7. 'Publish' the site. 

 
Writing a Reflection 
 
The reflection stage helps students articulate their thinking about each piece in their portfolio.   
 

1. Click inside the 'Page Content' box at the point (below the hyperlink to the 

assignment) you would like to begin your reflection writing.  

2. Here are some questions and suggestions to help guide the reflection: 

a. Write a brief description of your work. 

b. Answer the following questions in complete sentences: 

i. What have you learned or practiced by doing this assignment? 

ii. What challenges did you have? How did you work through the challenge? 

iii. What helped your learning? 

iv. 21st Century Skills focus on being a Thinker, a Learner, a Collaborator, an 

Innovator, and a Contributor.  How does this assignment help you develop 

your skills for the 21st Century? See SMS Home > Students > Attributes of a 

21st Century Learner for ideas. 

v. What is one question I might have that is related to what I learned during this 

task or assignment? 

vi. What more can I learn? 

vii. How might a person from another culture look at this work? 

viii. What am I most proud to highlight about my work? 

ix. How do I feel about this assignment? 

x. If I had a chance to do this again what changes would I make? 

 
  

http://www.sms.sd23.bc.ca/Students/attributes/Pages/default.aspx
http://www.sms.sd23.bc.ca/Students/attributes/Pages/default.aspx


Aeckersberg/Woodward - SharePoint Student ePortfolio - Page 4 of 5 

Embedding a YouTube video 
 

1. On the page where you wish to embed the video select 'Site Actions' and then click 'Edit 
Page'. 

2. Select the 'Insert' tab at the top of the page and then select 'Web Parts'. 
3. Under the 'Categories' column select 'Forms'. 
4. Under the 'Web Parts' column select 'HTML Form Web Part'. 
5. In the 'Add Webpart To:' drop down menu select '2 Column Split Right' or other 

appropriate choice. 
6. Click 'Add'. 

 

 
 
 

7. Beside the 'HTML Form Web Part' dropdown menu choose 'Edit Web Part'. 
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8. Go to your YouTube video clip. Select the 'Share' button below the video clip. 

9. Select the 'Embed' button below the video clip. 

10. Copy the HTML code. 
 

 

 
 
 

11. Paste the 'HTML Embed' code and click 'OK'. 
 

 
 

 
12. Publish the site. 

 


