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Student Portfolio Directions
The purpose of these directions is to enable the student to maintain their personal portfolio on computerized media.  It is not intended to replace the printed hard copy of the student portfolio, but is instead a method of developing those documents in a concise and very presentable manner.  The student portfolio, when printed, is a dynamic document that changes over time.  It may be started at the high school level and continues to be maintained throughout a person’s work life.  The Portfolio goes with the student upon separation from the high school or college.  Many educational institutions may require a permanent record in the form of the student’s disk files developed using this program.  The program that is used in this process is Microsoft Word ®.  The shortcut for the program is normally on the Windows® Desktop or can be accessed through the Start, Programs, Word Menu.  Select programs, and items within programs, by moving the mouse to move the arrow on the screen to the selection and press the left mouse button twice.  Some actions occur with one click of the left mouse button while others require 2 quick clicks of the mouse button.  The student will have to experiment to find what works for each selection area.

Conventions used in this documentation are:

Italics for menu selections

Bold face for specific actions

Explanations for each page
Opening Files:  There are three files located on the portfolio disk.  Two files are the same computerized portfolio used with either Word 6.0/95® which is named PORT95.DOC or PORT97.DOC used with Word 97®.  The other file includes these directions and is named PORTDOC.DOC  To load the desired file simply start Microsoft Word ® and move the arrow to File and click the left mouse button.  Then select by clicking the left mouse button Open.  Select the disk drive that the file is located in and type in the file name and click OK.  Make sure the file type (Word Document) is selected here and  corresponds with the version of Microsoft Word ® that the file was created from.  For Macintosh® users, Word files from Windows can be loaded if the correct conversion software is loaded on the MAC®.  Consult with experienced MAC® users for assistance with this process.

Saving Files:  Save the open Portfolio file by selecting File, Save.  If you choose to change the file name, select Save as.  Make sure that you have selected the proper disk drive, file type (Word Document), and have given the file a new and unique name, then click OK.  Never remove the disk from the drive during an editing session as the file may become corrupted and unusable.  If a copy is desired, use My Computer from the desktop or Windows Explorer from the Start, Programs menu.  See your Instructor for help copying files.

Page Numbering:  The Portfolio includes numbered pages which automatically generates a Table of Contents.  As pages are added, the numbering automatically updates each page.  These page numbers should then correspond with the Table of Contents and need to be checked there.  Resetting the Table of Contents to reflect changes is covered under that section in these directions.
Printing:  Any page can be printed by selecting File, Print, Current Page, OK.  As the student becomes more familiar with Microsoft Word®, there are other options for printing.  The entire document can also be printed by selecting the print icon or selecting File, Print, OK.  Advanced printing features are available under options.  See the instructor for help.

Protection: The document must be in the protected mode for data to be correctly entered in pages that have shaded data boxes.  These pages are protected so that changes to the page setup, lines, and text cannot be edited.  Make sure protection is activated prior to starting to input student data by selecting Tools, Protect Document, protect the form, OK.  Leave the password area blank.  If the only option available under Tools is Unprotect Document, the document is already protected and the student can proceed.   Student data is input in the shaded areas (form fields) on each page.  If, for some reason, the student wants to change the format of the page, they should be aware that any changes may cause formatting changes. Remove protection by selecting Tools, Unprotect Document.  Once the changes have been made, the document can be protected again by selecting Tools, Protect Document.  Pages, which do not have shaded data boxes, must also be unprotected in order to make changes.  Use the same procedure above for this process.

Removing Unwanted Pages:  As many of the pages are for explanatory purposes only, they will have to be deleted in the final Student Portfolio.  Once protection has been removed using the above process, highlight the entire page by clicking the left mouse button and dragging the cursor over the selected text.  Simply type the delete key once and the highlighted area is deleted.  Be careful when removing pages as it may result in causing other problems with other pages such as text that rolls over onto the next page leaving a great deal of blank area, or cause other formatting problems.  These problems are easily dealt with by experienced Word® users.  The document can be protected again by selecting Tools, Protect Document.

General Information:  Most of the Portfolio sections and pages are self-explanatory.  As explained previously, the finished Student Portfolio will look very different from the initial document as many of the explanation pages will have to be removed.  Specific additional information is included here for clarification purposes.  Also, Help is available for most shaded input areas by typing the F1 key.
Title Page:  The student may choose to enter their Name, Major(s)Address(s), Telephone Number(s) on this page. The Social Security Number is optional.  Make sure to create this page in a professional manner.  Fancy graphics or cartoons are not appropriate here.

Table of Contents:  Make sure that the page numbers here correspond with the actual page numbers of each page/section.  The page numbers are updated automatically by highlighting the Table of Contents and selecting from the Menu Bar Insert, Index and Tables, Table of Contents, choosing the desired format, and OK.

Introduction:  A discussion of Why Choose a Portfolio and a Sample Table of Contents.  Explanation is provided here.  These two pages will be removed in the final Student Portfolio.

Career Development Section:

· Individual Career Plan – Filled out by the student as they develop a plan for future activities and record test scores and accomplishments. Entries are made by moving the cursor arrow to the appropriate shaded area and pressing the left mouse button one time.  For this to work properly, the page must be in the protected mode explained earlier in this documentation.

· Sample Letter of Introduction – An example of a letter of introduction that a student would create to introduce them to a prospective employer, college advisor, or any other opportunity where a written introduction would be appropriate.  The student would create his or her own Letter of Introduction and this page would be deleted as explained earlier.

· Resume Preparation – a brief explanation on the principles of developing a professional resume.  The Resume is often the first impression that a perspective employer may receive from an individual.  It must be concise and well done in a professional manner.  These pages as well as the examples of Resumes will be deleted as the student develops their own resume.

Career Development Section: continued…

· How to complete a job application – an introductory explanation on completing a job application.  A blank application is provided and should be printed out by unprotecting the document (explained previously), clicking the cursor on the page and selecting File, Print, Current Page, OK.  The printed hardcopy of the application is then completed in the student’s own handwriting.  Once this is finished, this page can be deleted.  Remember to protect the document when finished.

· The Reference Letter – a simple explanation about the importance of proper reference letters.  Make sure that references are individuals who know the student well and are able to provide a positive and factual measure of the student’s abilities and suitability to a job or educational endeavor.  This is another page that will be deleted from the final portfolio.  Included here is an example of a good reference letter.

Work Samples:

· Work Samples – a brief explanation of work samples purpose and suggested types of work samples.

· The purpose of the work sample… - self-explanatory narrative that outlines some specifics for work sample presentations.

· Requirements of the work samples – a detailed list of the requirements of the work samples that students will include in the portfolio.  The above 3 pages will be deleted from the final student portfolio.

· Summary Forms – Work Samples – a standard form for the summary listing of a work sample.  Enter data in the shaded areas.  The Summary area will expand according to the amount of data input here.  Each student will have to determine the number of work samples they wish to include in the portfolio.

· Actual Student Work Samples – several examples of actual work samples developed by students.  These will have to be deleted from the final student portfolio.

· Work Sample Form – a form for the purpose of inserting pictures or graphics as part of some work samples.  This is just one possibility and students familiar with computer programs and computer-generated graphics will be able to produce some impressive presentations.

Writing Sample:

· Requirements and Evaluation – an explanation of what writing samples are and how they need to be presented.  This page will be deleted also in the final student portfolio.

· Writing Sample Examples – several actual writing samples from student portfolios.  Again, these pages will be deleted in the final student portfolio.

Work Experience Documentation:

· School to Work Profile – a data form that provides documents work based experiences.  This form should be updated as the need arises and a new copy printed to include in the hardcopy of the student portfolio.  Being a data form, the document must be in the protected mode for proper input.

· Work Based Learning Expectation/Training – a document that is developed by the student and the employer as to the skills that will be learned and rated as a result of a work experience activity.  Being a data form, the document must be in the protected mode for proper input.

· School Based Experience – a record of educational experiences that pertain to a student’s career pathway. Being a data form, the document must be in the protected mode for proper input.

· Record of SCANS Competencies Achieved – a form that allows students, instructors, and employers to evaluate the student’s work world readiness.  These skills are a result of the U.S. Department of Education Secretary’s Commission on Acquiring Necessary Skills and have been deemed essential for successful employment and life-long learning. Being a data form, the document must be in the protected mode for proper input.  An alternative would be to print out a copy and fill it out by hand.

· FFA Farm Account Book or College Work Experience/Internship Record Book – these types of specific work documentation should be included in this section also.  There are computerized versions of the FFA Farm Account Book as well as College Work Experience/Internship Record Books available.

Supplemental Materials – a section to include any other supportive materials.

I hope you enjoy this method of developing the Student Portfolio.  We believe that not only will the process be easier this way, but will be much more presentable and secure.  If you have any questions or comments, feel free to contact any Ag staff for help.       Dr. Mark Bender.

