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Step 1: To gain access to a module, go to the dropdown menu in the upper right-hand corner. 

Click on ePortfolios. 
 
 

 
 

 
Step 2: First, you will need to set up an account.  Click on the SIGN UP button. 
 

 
 
 

Step 3: Next, complete the eBistro Account form.  Then, click the SUBMIT button at the end of 
the form. 
 

 

NOTE:  Once you have 
set up an account, you 
will need to log in with 
your Email Address 

and Password to 
access the module.  

Remember to click the 
SUBMIT button. 



 

 
Step 4: Before adding a module to your ePortfolio, please read the directions for completing the 

Confidence Register.  Click on the graph to indicate your level of confidence in the 
three areas: Curriculum, Technology, and Pedagogy.   

 

 
 

Step 5: From the list of New Modules, click on the New Module you would like to begin 
working on. 

 

 

NOTE:  You will 
be asked to 

reflect on the 
Confidence 

Register after 
completing a 

module. 

 
NOTE:  For more details about 
the Confidence Register, click 

on Learn More… 



 

Step 6: You will need to adopt the module as an ePortfolio project before you can begin working 
on the module.  Click the YES button to adopt the module. 

 

 
 

 
Step 7: There are several features that you will need to be familiar with as you work on a 

module.  Each module is divided into five sections.  To work on a specific section, scroll 
down the Web page or click on a tab at the top of the Web page.  
 

1 2 3 4 5 

 
 
 

 
 

NOTE:  To change the size 
of the text for the entire 
module, click on one of 
the Text Size icons. 

NOTE:  Click on 
Print This 
Page for a 

print-friendly of 
any page. 

 

Print This Page 

Need Help? 

NOTE: Click on 
the document 
icon to print 

module handouts.  

NOTE:  Click on 
Need Help? for 

additional 
assistance. 



 

Step 8: As you work through each section of the module, you can submit notes or evidence of 
completed work.  Click on the Submit Notes… icon to add notes or upload files.   
 

 
 

 
Step 9: When you click on the Submit Notes… icon, this page will appear for you to type notes 

or upload files.  When you are finished, click SUBMIT.   
 

 
 

 
 
 

NOTE: Edit your 
work or add/delete 
uploaded files by 
clicking on the 

Submit Notes… 
icon. 

NOTE:  Click on 
this icon to 
upload files.  

 



 

 
Step 10: To upload files, click on the UPLOAD FILE button.  To add a specific file, click on the 

Browse… button.   
 

  
 
 
 
Step 11: Once you have completed all of the sections in a module, click on the COMPLETE button. 
   

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

NOTE:  You will be able to 
choose a document from 

your computer files.   
The location of the file will 

appear in the text box. 

NOTE:  Type the file’s 
name in the box, then 

click on the  
Upload File button. 



 

Step 12: A Progress Report will be generated once you click on the COMPLETE button.  To 
continue working on a module, click on the RETURN TO YOUR EPORTFOLIO button. 

 
 

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

 
 
 

NOTE:  The 
Progress Report 

indicates the sections 
of the module that 

have not been 
completed. 

NOTE:  The +  mark 
indicates the section of the 
module that is complete. 

NOTE:  This 
Progress Report 

indicates the 
sections you have 
completed.  Next, 
click FINISHED. 



 

Step 13: Once you have completed the modules, you will be asked to complete the following three 
tasks:  

 
1. Submit ePortfolio Report to receive CEU credit 
2. Complete Evaluation 
3. Review Confidence Register 

 
 

 
 
 
 
 

 
Step 14: The following form will appear in a new window.  Complete the form with your name, 

your email address, and a short message to let the evaluator know that you have 
completed the module.  Next click the Submit button to send the message. 

 
 

  
 

NOTE: Click on the 
printer icon for a 
hard copy of the 

completed module. 

NOTE: To send a 
message to an outside 
evaluator, such as a 

professional 
development coordinator 

or a technology 
facilitator, click on the 

envelope icon. 



 

Step 15: Next, complete the Professional Development Evaluation form and click SUBMIT.  
You will be taken to your Confidence Register. 
 
 

 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 



 

Step 16: Now that you have completed the evaluation, please review your Confidence Register.  
Reflect on your experience, indicating whether or not your confidence regarding 
Curriculum, Technology, and Pedagogy has improved; then click FINISHED. 

 
 

 
 

NOTE:   After you click FINISHED, you will return to the main ePortfolio Web page to begin 
another module. 

 

 


