
Navigating the ePortfolio 
This reference guide explains how to enroll navigate and use the ePortfolio function in MyPL. 

Step 1: Login to MyPL and select My 
ePortfolio from the menu items at the 
top of the screen 
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Step 2: The Actions menu allows you to 
edit your profile, go to My Learning, or 
add a new section to your ePortfolio 

 

Step 3: Click Add New Section to add a 
folder to store items 
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Step 4: Type in a name for the folder 
you wish to create 

 

Step 5: Type a description for the folder 
to be created 

 

Step 6: Click Save Section to save your 
changes 
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Step 7: Navigate to where your files are 
stored on your device, and drag and 
drop a single file to add it to the folder 

  

Step 8: Choose Select File to navigate 
your device directory and select a file 
to upload to the folder 
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Step 9: Type a meaningful name for 
your file 

 

 

Step 10: The selected file has been 
added to the folder 
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Step 11: Hover over a file and select 
the Pencil icon to edit the filename 

 

Step 12: Hover over a file and select 
the Trash icon to delete the file 
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