Assessment

d\/e
eXemplo

Exploitation of non-fromally / informally acquired c ompetences of
EXperienced

EMPLOyees in enterprises

Handbook: How to develop an e-portfolio:
A guide based on the informal and non-formal learni ng approach
Author: Astrid Quasebart, Marc Fell

This project is funded by the European Commission under the Lifelong
Learning Programme / Leonardo da Vinci, Transfer of Innovation Action,
LLP-LdV-TOI-2007-TR-051. The co-cordinator is MESS, the Turkish
Emplovers’ Association of Metal Industries



Table of content

The AVEEXEMPLO PrOJECT....ieeiiiiiiiiiieeiiiie aeete ettt ettt ee et e e snbe e e e e enaeeee s 3
Informal learning —what is it all abOUL? .......... e 6
A DISTOMICAI OULINE ...t e e e e e e e aaaaaaeas
(101 T o1 o [T g F= g o RSSO PPPPPTTTRP
Country demands.......ccccccevvveeeeeeennnn.
Learning outcomes
E-portfolio — WHat fOF? ... .ot e 11
Approaching your OWn e-Portfoli0..........cccouuiiiiii e 11
LI =T oo n0] 1o J= To 1Y/ =T | S 15
The role of the e-portfolio AdVISOF ..........uceeemeeiiirieeeee e e e e 15
Organising WOIKIiNG SESSIONS........uuuuuueesmmmmmmmeseerereesaeaaaaeasesssssiasssssssssrrrmeeeessanansnnsessnnnes 16
Advisor’s preparatory thoughts before construcinge-portfolio............cccceevveiereerinnnee 17
The make up of an €-portfolio.......ccccviiiiies e 18
The e-portfolio portal of AVEEXEMPLO ......ccccoiiis eiiveeeiieee s seee e 20
L (== Vot PO RRPTTPPPRPR 20
(@] o =T alTaTo TR 1 g TSI =T oTo] 1 7o ] o SRR 21
Logging into your personal page With TYPOS3 .....ccccuiiiiiiiiiiiiiiiiaeee e 22
Backend of the personal PAgE............... oo ooouriniiiiiiiiiieieeeeae e e e e e s e e s rremeeeaaaaaaaaeaaaeaaas
Creating and deleting pages
Editing the Page CONTENT.......uuiiiiiiiiiieeee e
INSEIING PICTUMES ...ttt e e ettt e e e e e e e e e e e e e e e e e e e s ammmnes
Creating @ photo QAIIENY .......eeuiiiiiiieeeee e
INSEITING TINKS ..ot e e e et e e e e e e e e e e e semeeeeees
Creating LINK TSt ...t e e eeeeeas
TeXt Creation EXAMIPIES......ccoiei i i o st e e e e e e e e aeeeesee s e s smmnreeaaaeaeeeeeeeeaanan
CUITICUIUM VIBE ...ttt ettt e e e e e e e e e e e e e e e e e s s nnbenaeeaeeas
(070 o1 7= Yol B 01T [P T
0] [0 L= TP

L4 [70] oo T= o PR EEEEREER
The e-learning module How to develop an e-portfolio ..ooovceeee e, 50
271 0][To o [ =1 ] 1 |20 SRR 51

ESTA © Astrid Quasebart, Marc Fell 2

BILDUNGSWERK



The AVEEXEMPLO project

The AVEEXEMPLO project builds on the knowledge developed during a
previous project by the name of EXEMPLO (www.exemplo.de). During this
former project partners from seven EU countries worked together with the
aim to promote the competence development for employees in SMEs
(Small and Medium sized Enterprises). Tools for assessing non-formal and
informal learning processes of employees were the outcomes of this
project.

._moducts Leonardo da Vinci

Final Publication of EXEMPLO project
Impuls 25: Promoting Visibility of Competences - the EXEMPLO Toolkit for SMEs

B Abstract:
With business relations increasingly internationalising and the
transnational mobility of employees growing, the need for
informative instruments enabling the documentation and
recognition of competences on a Europe-wide basis has been
growing. As the number of people with skills acquired outside
. formal structures keeps rising, it has become essential to ensure
= the transparency of non-formal and informal learning processes,
Against this background, under the Leonardo da vinci
programme a toolkit has been developed that aims at assisting
SMEs and their staff members to document and assess
nrofessional competences acquired in an non-formal and
informal way. The present publication gives an insight into the

development process, describes the experience with the use of
the EXEMPLO toolkit in the countries involved and provides SMEs
with numerous practical recommendations for both the
determination and the promotion of the potentials of employees
and applicants.

Final Publication: English (374 kB}

EXEMPLO-Toolkit

B This comprehensive overview contains the tools for the
assessment of non-formally acquired competences piloted in the
Exemplo project. They are amenable to adaption to different
companies “needs and to the cultural background of various
countries. They are based on experiences gained in
transnational collaboration between European specialists in the
Leonardo project EXEMPLO. The EXEMPLO Toolkit is provided in
different languages.

The AVEEXMPLO project is based on this knowledge and brings the
findings in a new context: On the one hand the partners are from different
geographical origins, i.e. from Czech Republic, Greece, Rumania and
Turkey. On the other hand the findings of the previous project are
embedded in a new technical framework, i.e. e-portfolios and distance
learning scenarios. Our new approach is to use the e-portfolio idea as an
excellent tool for portraying the self-managed learning process and
development for the acquisition of key-skills of employees working in
SMEs. Therefore we focus on an assessment e-portfolio with the key
function of documenting material in order to portray standards achieved by
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a person. It can be seen as a useful instrument for managing one’s own
human resources in relation to career planning, such as promotions.

@y/e
e/emplo =

= tasks / duties

- data management valid need ...

in the enterprises in all of the countries is the recognition of skills

- library acquired in non formal learning, the matching between existing and
required skills and the practical implementation of tools that solve
entrepreneurial and organizational questions in the daily life of
enterprises,

Owerall objective of the AVE EXEMPLD projectis to provide companies
and employees with equally manageable methods for self-assessment
and external assessment of the competencies acquired in non-formal
learning processes,

More specifically, the project primarily aims at integrating experienced
emplovees in life long learning processes by enabling them ta self-

organised learning, The secand aim is to provide companies with a
rmethodology for knowledge-transfer, The third objective is to enhance

We especially concentrate on the informal learning process, which is
consistent with the constructivist theory: The user is able to reach
knowledge about her / his own diverse learning processes and contexts
and the competences which arise from them. It is this awareness process
which is key for the employee. In some cases, people are not at all aware
of being in possession of certain competences. But this knowing about
one’s own strong and weak points is crucial when dealing with self-
orientation. And it is also an important factor for the employer who has to
face the future developments in the economy and the labour market: Work
processes have become increasingly complex and dynamic in the past and
will become even more complex and dynamic in the future. The number of
individual work steps will increase, the variety of the tasks will grow and the
work steps will be linked to each other even more. This complexity includes
an increasing dynamism, i. e. everything has to be processed even faster.
And here also the requirements of the employees’ abilities have to adapt to
the situation to keep up with innovations. Therefore, it is important to
constantly improve key qualifications such as social competence, ability to
take risks, willingness to change, self-management etc. in order to deal
with the new business. And many of the above mentioned key skills are
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learnt quite informally, be it during the working process or during leisure
time activities or while carrying out honorary posts. Here the development
of an e-portfolio helps to document these informal learnt skills and to
support and valorise the self-managed learning process. The user will be
aware of her / his general competences and skills. The distance learning
scenarios provide the technical know-how to learn how to produce an e-
portfolio which is suitable for one’s own career development.
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Informal learning — what is it all about?

A historical outline

Promoting non-formal and informal learning is an investment in human
capital. And this investment contributes to the economic growth of the
company where the people are working and ultimately to the whole society.
In the times of John Maynard Keynes free access to the formal education
systems was not given to everybody, on the contrary: These times were
marked by economical uncertainties and many social inequalities. The
opportunities to take part in formal education was a privilege more or less
only for richer people. The only possibility for poorer people to learn
something was learning in their everyday lives in very informal learning
settings, e.g. in their families, in factories, etc. The Milton Friedman era with
the free-market economy was accompanied by putting less money from the
government in education. There were private schools and education, which
also meant more inequality in the access to education, because everybody
had to pay for it. The Thatcher era in the UK is one practical example of
this policy. And also today a tendency back to ‘payed education’ can be
observed in many European countries.

In 1995 the European Commission published the White Paper on
education and training which set non-formal learning into focus. In 1996 the
EU proclaimed the Year of Lifelong Learning, which can be seen as a
further step to support non-formal learning. With the Lisbon Strategy in
2000, lifelong learning in connection with the EU employment strategy
became prominent. The non-formal learning strategy was provided with
new energy: Employability was directly connected to profound education
and a lifelong learning process. Seeking new ways of assessing and
accrediting non-formal learning were in the centre of the EU’s focus.
The following list provides you with the European Principles for the
identification and validation of non-formal and informal learning:

. Validation must be voluntary

. The privacy of individuals should be respected

. Equal access and fair treatment should be guaranteed

. Stakeholders should establish systems for validation

. Systems should contain mechanism for guidance and
counselling of individuals

. Systems should be underpinned by quality assurance

. The process, procedures and criteria for validation must be fair,
transparent and underpinned by quality assurance

. Systems should respect the legitimate interests of stakeholders
and seek a balanced participation
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. The process of validation must be impartial and avoid conflicts
of interest
. The professional competences of those who carry out
assessments must be assured.
(CEDEFOP. (2008). Validation of non-formal and informal learning in
Europe. A snapshot 2007. Luxembourg: Office for Official Publications of
the European Communities.)

Current demands

The background considerations are that nowadays the demands of the
European labour markets are changing constantly. The solution cannot be
to re-enter universities or vocational training institutes in order to become
prepared for potentially new requirements. On the contrary, learning which
takes place everyday and nearly everywhere has to be put into the focus. A
constant renewal of knowledge lies behind these thoughts.

Atos KPMG Consulting gives the following figures about informal learning:

type of informal learning % type of formal learning %
experiencing on the job 45% | workshops 10%
networking 30% | training programs 8%
mentoring & coaching 3% | special assignments 2%
manuals & instructions 2%

TOTAL 80% | TOTAL 20%

Learning during the daily work is highly intentional and contextual. It can be
seen as a holistic learning approach which is based on the everyday
experience and the everyday requirements of a concrete job. So the job’s
need and the individual’'s need in connection to carrying out the job
performance is in the centre of the learning approach.

In the future, formal learning has to be more strongly linked to other
learning domains, especially informal learning domains. This is the best
way to meet the individual’s and the employers’ needs in a world of
constant changes.

Country demands

As already mentioned before the project partners are from different
geographical origins, i.e. from Czech Republic, Greece, Rumania and
Turkey. Therefore the project focuses especially on the informal and non-
formal learning approaches in these countries. In the following some
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information about these countries in terms of vocational training are
presented. Exhaustive country reports covering this topic are available on
the AVEEXEMPLO website.

CR

In the Czech Republic the labour market is very deregulated. Therefore the
situation on the labour market was not the main force for the process of
recognising informal and non-formal learning. The main drive is given by
the formal education circumstances which are very unflexible in the CR.
There is a certain need in the CR to shorten formal learning career
opportunities and to make them less rigid. The recognition of non-formal
and informal learning is seen as a kind of alternative path for attaining the
Maturita exam (Czech A-level). This alternative pathway however is the
shortest possibility to achieve this goal. Since 2005 it is possible to acquire
partial vocational qualifications through a practical, oral or written
examination and to achieve qualification and assessment standards of the
respective partial vocational qualifications.

GR

The Greek education tradition is strongly focussing on the academic basic
education of the secondary and tertiary level. The vocational and training
system have been very weak till 1997. Since 1997 the National
Accreditation Centre of Vocational Training Structures and Accompanying
Support Services (EKEPIS) is undertaking efforts to change this situation:
They work on the development and implementation of an accreditation
system for the vocational training system. Also steps in the direction of
validating the system of the non-formal and informal learning are taken by
diverse important stake holders as the Ministry of Education, vocational
training centres, the General Secretariat for Adult Education (GSAE), some
public-private-third sector partnership initiatives, Adult Education Centres,
Centre for Distance Lifelong Education and Training of Adults (KEEENAP),
etc.

RO

In Rumania the legislative framework for adult professional training has
been set up by the Ministry of Labour, Social Solidarity and Family along
with the Ministry of Education and Research, the National Agency for
Employment and National Council of Adult Training. Normative acts now
regulate the CONTINUOUS PROFESSIONAL TRAINING (CPT) in terms of
training methodologies, certification methodologies and qualification
certificates. They also take into account the certification procedures of non-
formal and informal learning results and the way of their assessement.

TR
In Turkey there exist 2 subsystems which are called formal and non-formal
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education. Formal education includes preschool, school and higher
education. The secondary system can be seen as a general secondary
education and vocational and technical secondary education. The
percentage of students attending the Vocational and Technical High
Schools is quite low: 61 % of the students attend the General High
Schools, 39 % of the students attend the Vocational and Technical High
Schools. The vocational education includes vocational and technical high
schools, apprenticeship training and non-formal education. Non-formal
education is provided by vocational education centres. The target group for
non-formal education are people with a certain level of formal education
who have left the formal system. Under certain conditions people from non-
formal secondary vocational and technical schools are allowed to enter
mastership examinations. In general, the informal learning approach is a
very new one in Turkey. It is considered to be very important to gain
knowledge and competences outside formal learning settings such as
during organisational activities and family life in society.

Learning outcomes

The individual’'s acquired competences have to be made visible. The
process of identifying, assessing and accrediting of non-formal and informal
learning are important factors. One good example can be seen in France
with the Validation des Aquis de I'Expérience. This approach brings
professional experiences, knowledge and competences acquired during
the daily work in the centre of the consideration: Publicly-run skills centres
were brought into life. These centres are composed of different key players
important for accrediting informally acquired competences, e.g. social
partners, ministerial representatives and members of the different
Chambers of Commerce. With the help of these centres each person has
the opportunity to have their own informally acquired competences
analysed. The objective here is to convert learning outcomes into
accredited values and to provide a kind of guidance in terms of personal
development. Since 1991 a law offers the opportunity for every person
working for at least 5 years to reach the Bilan de Compétences. This can
be seen as a real second chance for somebody who did not have the
opportunity in the first place to gain formally acquired and accredited
knowledge such as university degrees. This approach also helps
employers to identify the employees’ competences in terms of human
resource management / career development. It can be used as an
enterprise-internal tool to assess competences.

The French approach brings the learning outcomes in the pole position. It
is not longer important where you have gained your knowledge. The other
advantage is the use of informal learning which is not insular learning,
because it is always content embedded. So informal learning settings do
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not only deal with reproduction but more with reformulation and renewal of
competences in a specific situation. A more comprehensive view of a
person’s knowledge, skills and competences is achieved. The informal
learning approach is consistent with the constructivist theory: People’s
learning process does not only function in a receptive way like getting
information form parents, in schools, from instructors or other sources.
They rather actively construct their own knowledge. And developing an e-
portfolio reflects this construction process where they record, interpret and
evaluate their informal knowledge.

For companies the importance of people’s professional experiences is
getting more and more important. The e-portfolio makes the day-to-day
experiences of a person visible for the employer. It is a tool to portray all
skills of a person and can be seen as one way for the recognition of
informal learning processes.

To highlight the above mentioned categories in a more effective way you
should add documents in your e-portfolio which provide evidence for your
non-formally and / or informally achieved skills and competences. This
could be text, audio, graphic and video-based representations of
information: It my show a situation where an employer can see the
individual in a working situation while performing a specific task. The
recording should be assessed by a third person, e.g. an employer. In other
words, the objective is to provide the employer with as much insight as
possible into your own achievements.

For more information about e-portfolios please have a look at the following
chapter.
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E-portfolio — what for?

An e-portfolio is an electronic tool for portraying the employees’ skills,
knowledge, attitudes and behaviours that she / he has acquired in day-to-
day experiences. This could be experience gained from totally different
learning domains at different stages of life e.g. at home, at work, during
leisure time activities, honorary posts etc. These artefacts / evidences can
be presented in diverse media types e.g. samples of writing as texts like
evaluations or letters of commendation of supervisors, employers or peers,
sound, graphic, video, photography files.

Whenever you work on your e-portfolio you work online, but you do not
have to have a knowledge in programming or HTML. After a short
introductory phase you will be able to use our portal without any problem
and be able to publish your personal profile on the internet. A very positive
side effect is that the information stored on an e-portfolio is not
unchangeable. You can constantly change everything in an e-portfolio. This
also means that you can add new information, e.g. about vocational
trainings recently carried out. So up-dating the e-portfolio is a crucial factor
here.

Approaching your own e-portfolio

Before starting to collect relevant documents you should ask yourself the
question what you would like to achieve with your e-portfolio, because the
format of an e-portfolio depends on this answer:

1. The selection of material is key in order to appropriately portray
yourself and your competences. And do not forget: It is also
your identity which will be presented.

2.  The structure of the selected material has to be organised. This
means the e-portfolio structure should be exhaustive and
creative in its presentation. And the structure should fit for your
purpose.

3.  The representative documents should build up the scope of
your competences and work.
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In general the e-portfolio should be well-prepared and provide the recipient
with the right evidence of your accomplishments, skills and abilities in order
to testify the quality of your competences. The following shows you
examples of what an e-portfolio might contain:
- cv
- a list of your skill sets or competences
- letters of reference or recommendation from previous
employers, from volunteer work, from work-study programs
- copies of educational certificates, diplomas, or degrees and
references
- academic awards
- copies of positive performance appraisals
- company announcements of promotions, awards or
achievements
- workproofs such as documents about self-designed brochures,
flyers, pamphlets, report covers, reports, press articles,
conference brochures, website designs or other material
describing presentations, workshops or seminars you have
done
- videos about presentation you gave or speeches you made
- photographs representing projects you have been involved in
- samples of articles you have published
- reports on research you have conducted
- a list of professional memberships or associations you belong to
that are work-related, including any special committees on
which you serve
- personal statements
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The benefits which arise from developing an e-portfolio for an employee
are listed here:

ESTA

BILDUNGSWERK

Reflection:

Choosing adequate pieces to put into an e-portfolio is
connected with self-reflection. You have to reflect on yourself,
on your education and work experiences. You are encouraged
to be reflective throughout the entire portfolio process. New
meaning and assessment will arise from this reflection which is
quite important when positioning yourself in work environments.
In other words: the development of a sensitiveness towards
one's own formal and informal competences

Self-assessment:

The creator of an e-portfolio is constantly forced to revisit and
refine the material which documents the own competences and
experiences. The effect of this is a constant self-assessment.

© Astrid Quasebart, Marc Fell 13



- Skill development:
While creating an e-portfolio the user has to develop certain
information and communication technology skills to be able to
use the right tools. But also other general skills / key skills such
as written communication skills in the mother tongue and in a
second language (mostly English) will be trained. Cultural
awareness skills will be enhanced because the user has to take
into account the effects on the reader.

In this way the e-portfolio approach is a very important tool in the validation
process of non-formal / informal learning. It is a very effective way for an
efficient career planning and professional orientation.

Ok, and now it's time for more information about how to manage the e-
portfolio development in terms of the technical background work.
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The e-portfolio advisor

The role of the e-portfolio advisor is crucial within the process of the e-
portfolio development. The advisor has to support the users while the
actual process has to be done by the users themselves. Nevertheless
assistance is important: Just think about a person having worked in a job
for several years in the mechatronic branch. This user is probably not at all
familiar with the process of self-assessment and especially not with the e-
portfolio approach. In this case a teacher, or better an advisor, is needed
as a kind of a service provider on order to help the user to identify and
formulate prior learning outcomes.

The role of the e-portfolio advisor

The advisor’s role is to provide assistance during the whole process. This
implies motivating, stimulating, facilitating and administrating.

For the first steps the role of the motivator is the most important one: The
advisor has to take into account the user’s expectations and goals in the
framework of the whole process. The advisor has to bring the user closer to
the subject in general; he / she has to provide a kind of sense of what an e-
portfolio is and in what way it can be of use for the user. This support and
encouragement helps the user through all e-portfolio activities. The other
important topic is to make the user familiar with the life long learning
process incl. the formal , informal and non-formal learning approach. As a
first step it is important to identify prior learning outcomes, whether
achieved within formal learning settings or quite informal ones. Establishing
a social-emotional support is also quite important at the beginning of all
sessions.

While developing the e-portfolio content the advisor should encourage the
user. In the role of the facilitator the advisor has to take care of the
reflecting and selecting process of the user. Also practical activities should
be assessed in order to be selected as model situations. Structuring and
presenting the material in an appealing manner is also part of the advisor’s
support. Here the task is to help the user to discover the strengths, abilities
and competences, also taking into account the informal / non-formal
competences. The creation of a 360°competence profile of a person is the
overall objective. But do also have in mind that you have to clear up privacy
matters. Who is going to be allowed to have access to the e-portfolio as
soon as it is available? The administrator’s role has to deal with supporting
the user in IT matters by way of using the TYPO3 template which we have
produced for the special needs of the AVEEXEMPLO users. Very important
is the selection and implementation of the digital evidences as photos,
videos and other formats. During this process the advisor really has to
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interact with the user. It is also useful to develop a role model to give a kind
of best practise example.

To be able to fulfil all of the above described tasks the advisor has to
possess a certain professional qualification, i.e. pedagogical and technical
competences. The advisor also has to have knowledge about the working
life of the candidate: She/he has to know about the requirements of the
branch and of the user’s work place.

In general an openess to the situational demands is quite important for the
whole e-portfolio process: In an atmosphere of mutual understanding and
respect a process of constant reflection and feedback of the results should
take place.

Organising working sessions

The organisation of regular working meetings is very important. As a start
you as the advisor should give an introduction session in order to give a
first glimpse into the topic. It is very important to pay intention to the user’s
own interests and expectations. The user should be helped to understand
the purpose of the e-portfolio approach. Providing some time for discussion
at this stage is advisable. The objective should be to really motivate the
learners to create an own e-portfolio. Your persuasiveness will become
even more powerful if you present a self-made example e-portfolio. With
the help of this example e-portfolio you can really give the right impression
about the demands of an e-portfolio development process and as well
about the huge advantages which arise from it. During this first session you
can also tell the learner that at the beginning the allocation of sufficient time
resources to think about what to use in what kind of format is very
important and takes a lot of time. But this time-consuming process is a very
creative one which is quite important for the lively result you want to
achieve in the end.

The regular working sessions should deal with building up the user’s own
e-portfolio. A PowerPoint presentation as a visual aid has proved to be very
useful for this purpose.

Also important are regular feedback sessions where you review the e-
portfolio development done so far. Very often you have to discuss how to
present certain competences in the most impressive way as possible.
Sometimes you have to be very creative here!

One last remark here: Of course it is not possible to teach somebody how
she/he should do the self-reflection. But the advisor should support the
user and teach her/him the skills in order to carry out the self-reflection
process by themselves.

(Buchberger, G., blog, http://eduspaces.net/gerlindeb/weblog/, accessed
July 2007)
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Advisor’s preparatory thoughts before constructing an e-portfolio

The following list shows all about the most crucial things you as an advisor
have to think about before starting the work with the e-portfolio together
with your user. These questions can be used as a guide for the users:

- For what purpose does your user want to develop an e-
portfolio? For HRM reasons, self-assessment reasons or
employment reasons?

- What kind of vision can you provide the user with for the role of
her/his e-portfolio?

- How can you identify and document learning outcomes of the
user? How can you add informally acquired learning outcomes
into the e-portfolio?

- What kind of simulation e-portfolio can you present to the user
in order to motivate her/him?

- How does the user want to organise the content of the e-
portfolio? Please bear in mind that the intention is to provide an
employer with 360°insight into the user’s professi onal
competences.

- What kind of evidence does the user choose to put into her/his
e-portfolio in general?

- How can you as the advisor foster the user’s creativity in a way
that she/he is able to experiment with the selected evidence?
Try out to present different kind of information for presenting the
person’s competences.

- How often should there be working meetings between the
advisor and the user?

- Who is having access to the e-portfolio? Who should be given
the allowance to see it? This all has to do with data protection.
(Ward & Richardson, 2006)
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The make up of an e-portfolio

The make up of an e-portfolio includes a storage area and a presentation
area.

In the storage area you
can save relevant
documents you need for
your e-portfolio such as
sound, graphic, video and
photography files or text
documents. In this area
you store all documents
and you can administer
folders in order to organise
the storage area in a
structured manner so that
the information can be found easily. Please note that you are not obliged to
use all stored documents but you can see it more like a market area for you
to assemble relevant files. The second step then would be to select the
appropriate files and documents and upload them in your portfolio. But
before uploading please check how big your documents are, very often
photos, audio and video can be quite large files. The size of the documents
and files is indicated when you list your files by detail. Then you can be
sure that there is enough space for them in the storage area.
Please note that you dispose of 50 MB memory max.!
The presentation area is the space where your writing skills start rolling in:
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Here you should write about yourself and your diverse activities which are
job relevant in a compelling manner. Engaging the attention of employers is
the goal. And to make your presentation more lively you can create links to
your storage area to the respective files. With this you can underpin your
written presentation. It is necessary to especially present the informally
acquired skills, expertises and hands-on experiences in an attractive
manner to give the right impression to employers. So no reading in the

lenses is required here but an appropriate and lively presentation of your
abilities!
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The e-portfolio portal of AVEEXEMPLO

Preface

In this handbook you will learn how to use the e-portfolio portal of
AVEEXEMPLO.

| developed an example e-portfolio about myself which will introduce you to
the most important functionalities. With this example e-portfolio | will show
you how to create and edit pages, how to write content on pages and how
to insert images, tables, etc. You will also see how you can organise a
page-tree structure in the backend and how to store content in order to
upload it to your e-portfolio.* But later more about the backend side and
now please have a look at the first page of my example e-portfolio:

As you can see this is the introductory page which can be seen on the
internet, it is called frontend. At the moment it is only me who has access to
this e-portfolio because | protected it with a password. On this first page
you can add a photograph of you but you are not obliged to do it. And you
should write some words of welcome or introduction for the potential reader
of your e-portfolio. An example you see here in my e-portfolio:

! Backend: The area of your personal site in which you can alter the data, as opposed to the frontend,
which a visitor to your site will see.

© Astrid Quasebart, Marc Fell 20



Ok, so far for a first example. It is supposed to be only the jumping point of
your e-portfolio but nevertheless it has to be in a way appealing for
employers.

In the next chapter we begin to explain the backend possibilities of the e-
portfolio, therefore: ‘All hands to the pump!’

Opening the e-portfolio
You can reach the e-portfolio

Via the website of AVEEXEMPLO: www.AVEEXEMPLO.org
There you will find a corresponding menu point on the left side
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Directly via this address: www.AVEEXEMPLO.esta-bw.de/eportfolio

Logging into your personal page with TYPO3

Our e-portfolio is based on a system called TYPO3, which is a user-friendly
content management system. It offers a wide range of standard modules
which a user can manage to work with quite intuitively without possessing
knowledge in HTML or programming. Our administrator has chosen those
standard options out of the huge TYPOS3 toolbox which are key for
producing an e-portfolio. Therefore you are not obliged to use all TYPOS3
functionalities but only a few of them which makes the handling even more
easy. The only thing you need is an internet connection and then you can
use TYPO3 more or less with every available browser. TYPOS3 is an open
source product published under the GPL. More information about TYPO3
will be given in the respective chapters. In the following we will not explain
how to install TYPO3 on a server, because in the case of the
AVEEXEMPLO project there is no need for you to install it. We have
already installed TYPO3 on our server which is the platform for your e-
portfolios.

For logging into the portfolio you firstly need a username and a password .
Both are obtainable from Marc Fell (Marc.Fell@esta-bw.de), please contact
him by e-mail. In order to set up your account on the AVEEXEMPLO portal,
Marc will be the helping hand whenever questions or problems arise.
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On the following picture you see the log-in page of TYPO3:

After having logged into your personal e-portfolio you find yourself on the
backend side of the e-portfolio. Here you will do the editing of the portfolio
by using icons which are similar to the well-known MS Office icons. You
can now start to create the layout of your personal e-portfolio, i.e. you can
develop a structure, the so called page-tree format which resembles the
page-tree format from the Windows Explorer. This structure is your e-
portfolio architecture, here you insert your written texts and the above
mentioned other file formats from your Word programme or other
programmes. And here everything is changeable: You can add new pages,
you can move pages or you can delete pages. All changes will immediately
be updated. What is important for you to know is that you can especially
restrict the access to your e-portfolio content to certain user groups or only
for yourself.

The following shows you the concrete steps how to work in the backend of
your e-portfolio.
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Backend of the personal page

After having logged in you will get to the backend of your personal site. In
the backend you can edit the content of your personal e-portfolio in order to
produce introductory pages like those of my example e-portfolio above.

In the left area of the screenshot presented here you will find among other
points three menu points which are important for developing your e-
portfolio. This area is called modules menu and it contains main modules
like ‘web’, ‘file’, etc. and sub modules like ‘page’, ‘view’, ‘filelist’, etc.

The following sub modules have the functions described here:

Page

Here you edit and create pages and you can change your data.
Filelist

Here you can save your files.

In case these menu points are not visible, please click Expand All .
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Page

The sub module Page enables you to change data, write new texts or even
insert pictures.

The backend is structured into three columns:

/\

If you click Page in the left column, i.e. the modules menu, the middle
column appears. This column is called page tree. By pressing the
plus/minus button you can expand or shrink the page tree. And at the same
time you see on the right side the content of the respective page, i.e. in this
case the content of Astrid Quasebart which is the welcome text you have
already seen before in the frontend view. In the case of my welcome text
you see that | wrote a text and that | put a picture on this side. But of
course you can use different formats like more than one text block, video or
audio files, etc. However, every page may contain many text blocks,
Individual sections so to speak.
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Filelist
Here you can save your files.

In the screenshot above you can see that in this part of the e-portfolio four
files and no pictures have been set up.

Later on | will explain how to create folders in your filelist.
But now back to the page content and exploring how to create and delete
pages in the next chapter.

Creating and deleting pages

The following screenshot shows you the type of pages you can choose:
You have the option to put a tick at Regular text element, which means that
a window will open where you can write a text like in Word. If you choose
Text with image below or Text with image to the right you can write a text
and add a picture below or at the right side of your text. Placing the tip on
Images only you see that here you are obliged to use only pictures and no
texts.
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Ok, on my introduction page | chose the page format Text with image to the
right. How would you like to arrange your introductory page? Please have a

try!

Ok, so far so good. As soon as you have chosen a text format the right
column of the next screenshot will appear:

In oder to create a page you have to use the following push buttons
(repeatedly appearing push buttons are only mentioned once):
1: Pressing this button you create a content element where you can
write a text at the top of a page. E.g. | have written my introductory
page in one content element.
2: Here you can edit this text block, e.g. if you like to change the text
fonts you can do it here.
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3: If you would like to set up a new content element after the first one
you can do it by pressing this button. Then you can write more text
and put it in this content element.

4 and 6: By pressing these buttons you can change the order
between different content elements. E.g. you can shift content
elements upwards or downwards.

5: Pressing this waste can will delete a whole content element.

Editing the page content

We just have learnt how to create a page and now you will learn how to
make changes on a page.

In order to edit a text block, please click the corresponding push button 2
which you have seen on the screenshot above. Then your curser is inside
your content element, i.e. in your text, which you can see at 6 in the
screenshot below. This is the position where you actually can write a text.
Normally you just carry on writing at the end of the line. However, if you
wish to get a new line, just press the buttons [Shift]+[Enter]. For a new
paragraph just press [Enter]-button.

Here you start to work on your text with the help of the icons under 5. The
first four formatting options are the same ones as in Word: bold, italic,
numbered and unnumbered lists. Pressing the next button, the insert link
icon, will set a link to a file kept in the storage area of the e-portfolio. The
next two buttons are to reverse an action and to restore the reversed
action. You also know these functions from Word. If you need to get a
larger view of your text please click on the icon at 7 and you have a wider
view. Under 8 you find all the different options for inserting a picture which
will be explained later on in an extra chapter.
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Under the screenshot you find the explanation of the numbers 1 —8 in a
numeric list.

1
A 2 3
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1: These five symbols are for editing the document

(= Text block):

- Save

- Save and open pre-view

- Save and close

- Delete document

- Reverse last alterations

2: Change between documents (see below).

3: Functions for saving and closing documents.

4: Headline for each individual text block but this area may also
remain blank.

5: These seven symbols concern editing of text in 6.

- Formats the marked Text bold

- Formats the marked Text italic

- Sets up a numbered list. The individual elements of the list have to
be separated by a ABSATZMARKE (=[Enter]-button).

- Sets up an unnumbered list. The individual elements of the list have
to be separated by a para mark (=[Enter]-button).

- Sets up a link to another page. This is explained separately in the
following chapter insert left .

- Reverse an action.

- The opposite of ... ;0).

6: This is where you put the actual text.

Normally you just carry on writing at the end of the line. However, if
you wish to get a new line, just press the buttons [Shift]+[Enter]. For a
new paragraph just press [Enter]-button.

7: Opens the text area (6) in larger view.

8: Functions for inserting pictures. This is explained separately in the
chapter insert pictures .
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Important additions:
In the page tree of the backend you can see the individual pages of your e-
portfolio. | provide you with an example of my e-portfolio here:

If, e.g., you clicked Start, the individual text blocks of this page will appear
in the right column. You can edit each individual text block now as
described. If, however, you don’t close a text block via the push buttons (1),
but select a page in the middle column again, this text block remains open
in the background without you seeing it. In the selection area (2) you will
find the text blocks which are still open and perhaps not saved (!).

It is possible to copy complete text parts into the text area (6) via the
clipboard. However, this may lead to unwanted side effects as the texts are
hereby displayed completely different. In this case it is usually better not to
copy the text but to rewrite.
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Inserting pictures

In the chapter above | already explained that you can choose templates for
different page contents, e.g. Regular text element, Text with image below,
Text with image to the right or Images only. So the first step is to choose
the format you wish to see later in your e-portfolio. Then you see that in the
different page formats you can add a picture or more than one picture.
Here is a list for the further steps about how to manage this.

10 12 8

11
13

14

15

16

17

8: Functions for inserting pictures

9: Listing of inserted pictures in the chapter

10: Moves the pictures marked in 9 up / down by one position
11: Deletes the picture marked in 9
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12: Inserts a picture saved in your file list / on the server (see chapter
File list )

13: Inserts a picture saved on your local PC

On inserting the picture a copy of the file is made, the picture on your
PC might, therefore, be deleted without getting lost in your e-portfolio
14 Position of the pictures in the text

15: Displays pictures in several columns

16: Sets the width of the pictures in Pixel

For comparison: The complete window of your personal e-portfolio
has a width of 800 Pixels

17: Captions of the pictures

This area is for all pictures in this section, the captions of the
individual pictures have to be separated by [Enter]-button

Ok, so far for the list and now we will go through the whole procedure
together: | told you before about the make-up of an e-portfolio. This is the
storage area of your e-portfolio. You have to save all the documents there
which you would like to use in your e-portfolio. This you can manage by
creating different administer folders on a server in order to structure your
information. Ok, so far so good, but how to reach the file and how to upload
it on your e-portfolio? That’s quite easy: You just have to browse through
your file list which you see in the area 9. There you can choose the file with
the picture you would like to see in your e-portfolio. Of course you can also
choose more than one picture. And by clicking on the button 10 you can
easily move picture files up and down. If by chance should select the wrong
picture you can delete it with the help of button 11. Button 12 is the file
which contains all the pictures saved in the storage area on the server. Ok,
and after having selected a picture you can get a preview when you click
on button 13. With the help of button 14 you can additionally add pictures
which are saved on your PC. But take care, please pay attention to the file
size of the pictures, whenever you save it into your e-portfolio via push
button 14. The file size, which modern digital cameras offer is usually much
too high and is not reflected in your e-portfolio anyway. A picture size of
640 x 480 Pixel is absolutely sufficient. You will find more detailed
information regarding editing the pictures in the e-learning module Internet
/ E-Mail.

The button number 15 is quite important because here you can make your
choice in terms of layout: The position of the block of pictures in relation to
the text block can be chosen. You have the choice of a picture position
above or below the text or on the right or left side of the text or above in the
center, above on the left side, etc. The icons show you the different layouts
you have at your disposal. Also button 16 has to do with the layout,
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because this button is responsible for organising the pictures into columns.
17 is the ‘width’ field which determines the picture block width in pixels. If
you display pictures in several columns with the help of button 16, please
make sure that the pictures get a corresponding width in area 17, otherwise
they might not fit into the window of your e-portfolios. 18 is for writing text
under the pictures.

Ok, you just have learnt how to use certain tools for setting up a gallery. So
let’s try to do it yourself!

Before you start just one more tip: The pictures within a chapter are always
shown block wise. However, if you wish to spread pictures in one large
chapter, please divide the large chapter in several parts. The requested
picture can then be assigned separately to each part.

Creating a photo gallery

Sometimes you might want to create an area only with pictures or photos
and no further text, e.g. when you wish to develop a photo gallery. You can
manage this by setting up a text block. You just leave all areas blank that
you don’t need and only use the area Headline and the functions
described in chapter Inserting / Deleting pictures

The following part of my own e-portfolio provides you with an example of
this. It is the part where | speak about my leisure time activities and the
skills I apply.
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You can easily enlarge the pictures by clicking on them.

Inserting links

Adding pictures in a page content as described in the previous chapter
makes it quite attractive. It provides the reader with additional information
about your written text. The procedure how to embed other file content in
your text is exactly the same as with adding pictures: You upload the files
on the server and thus saving them in the storage area. You can set links
to upload them on your e-portfolio.

In order to deliver even more information you also have the possibility to
add links to external sources such as other website texts or whole websites
or e-mail addresses. These so called hyperlinks are the key advantage that
make your text up-to-date. It gives you the opportunity to be connected to
the outside world.

Now | will explain the different steps you have to undertake in order to
embed links.

First you have to mark the text which you would like to link. You can very
easily create a link to other websites by klicking on the icon which looks like
a globe with a chain and which is called the Insert Link button. In our
example below we want to link the word [gleaielle.
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After klicking the Insert Link button the following window will open. Here
you find a link type menu with the options Remove link, Page, File, External
URL and Email. On the following screenshot you see the open menu Page.
All other link type menus are very similarly structured.

In the following list you find the functions of the different link types:

Remove link

A click on this link type deletes the existing link. The window is hence
closed immediately.

Page

Here you can create a link in your e-portfolio and mark the requested
page on the Page tree. If you create a link to a specific text block
within a page, please click on the arrow behind a page and select the
requested text block Content element.

Don’t be surprised: as soon as you select one text block the window is
closed immediately — consequently the lower areas are to be filled in
first.

Target

Opens the Link in a new window (Top, _top / New window , _blank).
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Open in window
Width and Height of the new window in Pixel.
Style
Defines a small symbol in front of the Link.
(You will see the result in the pre-view window first.)
Title
This text appears when the mouse cursor points at the Link.
(You will see the result in the preview window first.)
Update
Carries out the alterations.
File
Enables you to create a link to your file (see chapter File list ) in your
e-portfolio. You will see your files after clicking the small arrow behind
your Folder tree.
External URL
Enables you to create a link to a page outside your e-portfolio.
URL
Address of requested page, for example
http://imvww.AVEEXEMPLO.org
Set Link
Carries out the alterations.
Email
Enables you to define an e-mail address.
Email address
The e-mail-address, for example john.g.public@yahoo.com
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Creating Link list

You create a Link list by setting up a text block, referring to other web
pages (Links) in it (see chapter Editing text block ).

Text creation examples

Curriculum Vitae

Whenever you develop an e-portfolio it should serve as a tool to
accompany your life long learning steps and achievements. In terms of
presenting your formally acquired competences adding a CV is the most
traditional way of doing this.

Here you can present personal data, evidence of your education and
training pathways, etc.

Nowadays the Europass format for CVs are available. You can upload it on
your e-portfolio in order to do this just follow the instructions for uploading
files which you have already stored in the storage area of your e-portfolio.
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For creating an own CV format on the e-portfolio you should follow the

steps described here:
The best way to do it is to create a table for the data of your CV. Therefore
you just to click on two different table buttons. The first one called insert

table is shown here:

The next table button to press is called toggle borders can be seen here:

After pressing this button a table will be created which you see on the next
picture below.
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Now you can write the content of your CV into the table. As in Word you
can add as many columns and rows as you like. The result of the backend
make-up of the CV is shown in the following table:

The front end result you can see here:
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Important addition:

In many cases the Curriculum Vitae already exists as a Word document.
Very often this CV is simply copied from Word into the e-portfolio. However,
usually the result is most unsatisfactory. The better alternative, even if
more tedious, is to rewrite the Curriculum Vitae.

Contact page

You may wish to let people get in touch with you. The most convenient way
for a person is to provide them with a contact form like the following:
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This is more or less a standard e-mail form and in the backend it looks like
the picture below:

With this prepared form visitors to your e-portfolio may use in order to send
an e-mail directly to you. This form is established for you and contains the
target address you gave to our administrator (see chapter Logging into
your personal page ).

Folders

In this chapter we come back to the file list | already mentioned before.
Now | will show you how to administer folders in your file list to save your
files in a structured manner.
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Creating folders

In order to create a folder, please click the symbol in which the new folder
is to be created. In this example it is the green globe but subfolders could
also be created in other folders.

In the context menu you select New.

Now you can create new folders:

In the picture a new folder is created by the name my new folder . The
combination box offers the chance to create several folders at the same
time.

You can see the result after clicking Create folders :
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Important addition:

Perhaps you noticed that the blanks in the folder’'s name have been
replaced by an underscore. Please, never use special characters in
folder or file names, but preferably only letters and figures. In other
languages, such as e.g. in Turkish or German there are also letters not
appearing in the ,normal“ (=English) alphabet. You avoid unwanted
surprises if you also refrain from using those letters.

Renaming folders
For renaming a folder please click the folder’'s symbol...

... rename the folder...

... and

confirm the

action by

Rename.

The folder my_new_folder is now called my_new_bicycle.
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Deleting folders
For deleting a folder please click the folder's symbol...

... and in the context menu select Delete.
Only empty folders can be deleted. In case there are still some files inside
the folder, you will have to remove them first.

Files

Please note that you dispose of 50 MB memory max.!
In order to upload a file, click the symbol in which the file is supposed to
be saved and select Upload Files:
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Now you can select a file on your computer by the push button

Durchsuchen (in other languages there is a different text) and upload by
Upload files .

In this example a picture named Moritz.gif is uploaded.

Via the combination box you may also upload several files at the same time
and if you activate Overwrite existing files , files with the same name in
your e-portfolio are overwritten.

Important addition:

As already mentioned: Please do NOT use special characters in file
names.
Renaming files

In order to rename files, please click the symbol in front of the file name
and select in the context menu Rename.

Now you can use a new file name:

After clicking (Rename) Moritz.gif becomes Max.gif
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Deleting files
In order to delete a file, please click the symbol in front of the file name and

select Delete:

Clipboard
Just as you know it from your computer there is also a Clipboard in your e-

portfolio.
You obtain the corresponding functions by clicking the symbol in front of a

folder / file name...

... or all the way to the right in the file list:
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There are the following functions:

Copy

Cut E;g
Paste | |

Action not
permitted 3%
(here: Cut)

The clipboard is very handy, especially if, for instance, you wish to sort the

pictures of your e-portfolio’s file list into folders to have a better outline.
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The e-learning module How to develop an e-portfolio

We also developed the handbook as an e-learning module which is linked
to our project website. With the help of the e-learning module you can
rehearse the learning content whenever and wherever you like.
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