
Sharing Portfolios 
 

1. Click on the 
Content Collection 
tab. 

 

2. Click on My 
Portfolios. 

 



3. You will see your 
portfolio. Click on 
the down arrows 
and click on Share. 

 

4. Click on Share with 
Users. 

 



5.  You may add a 
Username or click 
on Browse to find a 
name. 

 



6. You may add a 
Username and 
Submit. 

 



7. You will receive a 
message that the 
Portfolio has been 
shared with your 
user. 

 

8. You may also 
browse for a 
Username using 
different search 
options. Submit. 

 



9. You will receive a 
message that your 
Portfolio has been 
shared. 

 

10. You may also share 
a portfolio with an 
External User, 
someone not a 
member of your 
class. 

 



11.  Add the Email 
address of the 
External User and 
Submit. 

 



12. You will receive a 
receipt that your 
portfolio has been 
sent to your 
external user. 

 



13. To find out if you 
have received any 
portfolios, click on 
Received 
Portfolios. 

 

 


