Setting up My Portfolio for your class-

LOG-IN to Portfolio Builder

Step 1)  connect to:  http://catalyst.washington.edu/tools/
Step 2)  click on “Log in to the catalyst tools”

Step 3)  Log in with your UW Net ID and Password

Step 4)  Click on “Portfolio” from the block menu on the left side box.

Create your TRIG Project

Step 5)  Click on “View my Projects”

Step 6) Click on “2004 TRIG Project”

Step 7) Click on “Copy this project”

Step 8)  Name the project “2004 <department> TRIG Project” and click next.

Add your students

Step 9)  Click “Manage Participants”

Step 10) Click on “Create Group”

Step 11)  Name your Group “2004 <department> TRIG students”

Step 12) Check the box for your section of GEN ST 199

Step 13)  Add “terryh” to the other group members and your co-instructor’s UWNET ID.  Your NETID should already be listed.

Step 14)  Click on “Create Button”

Step 15)  Pull down the –select a group- from the menu and find the group you just created.

Step 16)  Click on attach group.

Step 17)  Click “Save Changes”

Co-instructors

Step 18)  Click on “Manage Assistants”

Step 19) Click on “Create Group”

Step 20)  Name your Group “2004 <department> TRIG Leader”

Step 21)  Add your co-instructor’s UWNET ID.  Your NETID should already be listed.

Step 22)  Click on “Create Button”

Step 23)  Pull down the –select a group- from the menu and find the group you just created.

Step 24)  Click on attach group.

Step 25)  Click “Save Changes”

Now you can go in and tweak the portfolio assignments each week for your groups based on our conversations in the Thursday night training class.  I will make changes to the “2004 TRIG Project,” so you can see what kind of changes we talk about from class.

To Distribute a Page-

1) Click on “Distribute Project Pages”

2) Check the week you want to deliver.

3) Check “Distribute Now”

4) Click on “Finished”

To View returned Portfolios and then return them to students

1) Click on “View Participant Portfolios”

2) Check the portfolios you want to review and click “Next”

3) You can then make comments for each student and make sure you click “Save” after typing a comment.

4) When done, click “finished”

5) To return, check the portfolios you want to reurn.

6) Click “return portfolios to those participants”

7) Click “Next”

