Adding a New Portfolio
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Click the ‘My Portfolios’ tab. [1]  





On the My Portfolios screen, click the ‘Add New Portfolio’ link. [2] 








Give your portfolio a name that helps you remember its purpose. [3] 















[image: ]Choose the correct Table of Contents from the drop-down menu. [4] 














Click to choose a theme and navigation scheme from the list of templates. [5] 













You are now in the edit mode for your new portfolio. The navigation panel is on the left in this particular template. You can change your theme by clicking the ‘Edit Details’ button. The homepage of your portfolio is the top link on the navigation panel. [6] 
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Add text, images, video, and linked files to your page by clicking the ‘Add Content’ link.  To return to the My Portfolios page, click the link at the top of the screen. [7] 
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Your new portfolio appears in the portfolio list on the My Portfolios page. [8]
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Figure 7. Click ‘Add Content’
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Figure 8. Portfolios are listed on the My Portfolios page
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Figure 1. The ‘My Portfolios’ Tab
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Figure 6. Click the theme template and return to the portolio edit mode.




