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Portfolios: Create and Edit
Portfolios and Folders

Portfolios are included with all Davis Digital teacher and student accounts. Create
custom Portfolios to demonstrate learning, student progress, or advocate for the
arts. Share Portfolios with parents and community members. Use this guide to
help you get started using Portfolios on Davis Digital. Please email
Support@DavisArt.com if you have any questions or concerns.

Contents:

Create a Portfolio Portfolio & Folder Table of Contents
Save a Portfolio Portfolio Menu

Create a New Folder Folder Menu

View and Edit a Portfolio
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Create a Portfolio

1. Click the Portfolios link or icon to go to the Portfolios page.

@ MyProfle  DavisAdmin  Admin  SignOut  Help
0 DIGITAL BOOKS LESSONS PORTFOLIOS IMAGES SCHOOLARTS

Teaching Art Online

Download this new resource from experts in the field and learn
strategies that you can implement today for using Davis Digital in online
and hybrid classroom models.

GET THE GUIDE

2. Users that have not created Portfolios yet or have not had Portfolios shared
with them will have the option to Create Portfolio or view Featured Portfolios
from the Portfolios landing page. Click either button to get started.

BOOKS LESSONS PORTFOLIOS IMAGES SCHOOLARTS

—

Portfolios

CREATE, DOCUMENT, AND SHARE

Document your in-process artwork and finished pieces inyour own digital portfolio Post written reflections on N =
your work and the creative process. Share your portfolio with your school community or make it public. Click ﬁ
Create Portfolio to get started

)

Featured Portfolios

Get inspired by exploring our Featured Portfolios. Scroll through the examples and click Viewr Portfolio to see how you
might create and organize your own pertfolio

0]\\1%

< >
Sample Portfolio Sample Portfelio Sample Portfolio Sample Portfolio
Washington Elementary Statewide Student Art Student Art Portfolio Tobee Ford-Nelson
Art Department 2012- Gallery

2015
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3. Users that have created Portfolios or have had Portfolios shared with them will

go directly to the My Portfolios listing page. Click the Create Portfolio button to
start building a new Portfolio.

@
0 N“ BOOKS LESSONS PORTFOLIOS IMAGES SCHOOLARTS
BiGITAL

My Portfolios My Students Shared With Me My District Featured

Search portfolios by title Q Sort By |Recently Edited
High Scheol Art

Date Created : 06/06/2022

Portfolios: o

» PRESENT

Painting '13 Davis High School - Visual
Date Createdt 05/27/2022 Art
Last Editedt 06/06/2022 Date Created: 02/01/2022

Last Editedt 02/01/2022

4. By default, the Portfolio will open with a Split Layout module. Start by adding
content to the Split Layout or click on the "+" icon to add other content to the
Portfolio. This will open the Add Content menu. For more information on adding
content to a Portfolio, see the Adding Content to Lessons and Portfolios Guide.
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5. To add additional Pages to your Portfolio, open the Table of Contents menu.

i=  Statewide Student Art Gallery Created By: Robb Sandagata

Creative Minds Statewide Art Gallery

This portfolio features artwork created by children participating in
Creative Minds Out of School programs across the state of
Massachusetts. Click on the Table of Contents at the top left and
select Gallery to view the artwork.

MCC and MAP will work with you to select pieces to appear here to

share with the general public

6. Click the Add Page button at the bottom of the Table of Contents menu to add
pages to your Portfolio. Consider adding your biography or a page for each class
that you teach. Many teachers include pages for their own artwork and
extracurricular activities such as after school clubs. Note: you must be in Edit
mode to add Pages. By default, you will be in Edit mode when you first create a
Portfolio.

X [ Statewide Student Art Gallery Created By: Robb Sandagata

Statewide Student Art Gallery

ome S W=
M splitia £ =
Student Research £FE=<
a £FE=<
Lin £FE=<

= Click and Drag to re-order
+ ADD PAGE
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7. Give the Page a name and click Save.

Add Portfolio Page X

Title
Additional|

CLOSE SAVE

8. The Page will now appear in the Table of Contents menu. Click on the Page
name to start adding content to that Page.

X  [# Statewide Student Art Gallery

Statewide Student Art Gallery

Welcome £ u=

M sSpli Layout £ =
Student Research SFE=X
Gallery SE=L
Links S E=L
Additional LSE=L

= Click and Drag to re-order
+ ADD PAGE
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Save a Portfolio

9. Users will be prompted to save the Portfolio once the first content module has
been added. Enter a name for the Portfolio and click Save.

Save to my Portfolios X

Save As [ My Portfolio Name -€ ] B3 NEW FOLDER

& Mo Folder >

Y

10. To save a Portfolio to an existing Folder, enter a name for the Portfolio and
select a Folder from the list. Once a Folder has been selected, click Save.

Save to my Portfolios X
Save As Painting Ea NEW FOLDER
& No Folder b
B Grade g >
& Grade 10 >
& Grade 11 > _
& Crade 12 >

SAVE

Davis Publications  Inspiring Creativity Since 1901 e DavisArtSpace.com e 800.533.2847



(SZ
|\\lls

DIGITAL

11. To save a Portfolio to a new Folder, enter a name for the Portfolio and click
the New Folder button.

Save to my Portfolios X
Save As Painting 3 NEW FOLDER
& Mo Folder >
& Grade g >
& Grade 10 )]
& Grade 11 >
& Grade 12 >

SAVE

12. Enter a name for the Folder and click the Add Folder button.

Save to my Portfolios X

Save As Painting E3NEW FOLDER

Add Folder

Student Progress

—- LT CANCEL

& No Folder >
& Grade g >
& Grade 10 >
& Grade 11 »
& Grade 1z >

SAVE
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13. Select the newly created Folder from the list and click Save.

Save to my Portfolios X

Save As Painting 3 NEW FOLDER

& No Folder
& Grade g
& Grade 10
& Grade 11

& Grade 12

R R

& Student Progress

—_—— SAVE

Note: Individual Portfolios can be moved into Folders at any time. For more
information on moving Portfolios into Folders, see Steps 16-18.

Create a New Folder

Individual Portfolios on the My Portfolios, My Students, and Shared with Me
listing pages can be moved into Folders at any time. Folders are especially useful
on the My Students page. If you are teaching multiple classes, you can group
student portfolios into separate folders for each class.

14. To create a new Folder, click the New Folder button.

My Portfolios My Students Shared With Me My District Featured

Search portfolios by title Q Sort By RecentlyEdited ~

There are no folders available.

There are no portfolios available.
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15. Enter a name for the Folder and click Save.

Create Folder

Folder Name:

Ath Period Ar |

CANCEL SAVE

16. Find the Portfolio that will be moved into the Folder and click the 3-dot menu.

Painting 1

Date Created: o6 ob 2022
Lask Edited: o606/ 2022

Davis Publications  Inspiring Creativity Since 1901 e DavisArtSpace.com e 800.533.2847



QWS

DIGITAL

17. Click the Move button from the list.

Duplicate
Move

Export to PDF
Share Settings

Delete

Painting 1

Date Created: o6/06/2022
Last Edited: o6/06/2022

18. Select the appropriate Folder from the list and click Move.

Choose a folder to move this portfolio to X
Portfolio: Painting 1 E3 NEW FOLDER
B Student Progress P Grade1z
Date Created : 06/06/2022 Date Created - 06/06/2022
Last Edited : 06406/ 2022 Last Edited : 06/06/ 2022
Py Grade11 P Grade 1o
Date Created : 06/06/2022 Date Created : 06/06/2022
Last Edited : 06/06/2022 Last Edited : 06/06/2022
P Gradeg

Date Created : 06/06/2022
Last Edited : 06/06/2022

CLOSE MOVE
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19. To view the Portfolios that have been added to a Folder, click the View
Portfolios button on the Folder tile.

0\

Student Progress
Date Created : 08/068/ 2022
Portfolios: 2

EU‘EWPDHFDI.IDS

» PRESEMT

View and Edit a Portfolio

20. To View an Individual Portfolio, click the View button on the Portfolio tile to
view the Portfolio in Present Mode.

My Portfolios My Students Shared With Me My District Featured

Search portfolios by title Q Sort By |Recently Edited +

My Portfolios / Student Progress

Student Progress

Painting 1
Date Created: 06/06/2022
Last Edited: o6/08/2022

> VIEW [ g
E=)
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21. To View Portfolios within a Folder on the My Portfolios, My Students, or

Shared with Me listing pages, click the Present button on the Portfolio tile to view
the Portfolios in Present Mode.

My Portfolios My Students Shared With Me My District Featured

Search portfolios by title Q Sort By |Recently Edited
Student Progress Grade 12 Grade 11 Grade 10

Date Created : 08/08/2022 Date Created : 08/08/2022 Date Created : 08/08/2022 Date Created : 08/08/2022
Portfolios: 1 Portfolios: o Portfolios: o Portfolios: o

» PRESENT » PRESENT » PRESENT

‘ : >

» PRESENT

My Portfolios My Students Shared With Me

Search portfolios by title Q

4th Period Art
Date Created : 06/06/2022
Portfolios: o

[B VIEW PORTFOLIOS

» PRESENT _
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22. To Edit an Individual Portfolio that you created, or a Portfolio that has been
shared with you as an Editor or an Administrator, click the Edit button on the
Portfolio Tile to view the Portfolio in Edit Mode.

My Portfolios My Students Shared With Me I

Search portfolios by title Q Share

There are no folders available.

Student Progress

Painting 1
Date Created: o6 06/ /2022 CanEdit -affe
5 Shared By : Robb Sand ta, Admi

Last Edited: o6/06/2022 Featured Porttolio
Statewide Student Art
Gallery

f" EDIT h Date Created: og/10/2010

Last Edited: o1/14/2022

Note: On the Shared with Me page, the Lesson tile will indicate if the Portfolio
has been shared with you as an Administrator, Editor, or Viewer (any student
portfolios on the My Students page have been shared with you as an
Administrator). If a Portfolio has been shared with you as a Viewer only, you will

not be able to Edit or duplicate it. You will only be able to View the Portfolio’s
contents.
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23. To edit Portfolios that are in a Folder, click the View Portfolios button on the
Folder tile. On the View Portfolios page, click the Edit button to edit an individual
Portfolio in the folder.

Note: On the Shared with Me page, the Folder tile will indicate if the Folder has
been shared with you as an Editor or Viewer. If the Folder tile indicates “Can
Edit”, follow Step 22 to edit the Portfolios in the Folder. If you are a Viewer only,
you will not be able to edit any Portfolios in the Folder.

My Portfolios My Students Shared With Me

Search portfolios by title Q

My Portfolios / Student Progress

Student Progress
Date Created : 06/06/2022
Portfolios: 1
Student Progress
Bl VIEW PORTFOLIOS | Peinfing1.
Date Created: of/06/2022
» PRESENT Last Edited: o6/06/2022

m 4 EDIT —
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24. When viewing a Portfolio in Present Mode, or presenting Portfolios in a
Folder, click Edit this Portfolio to switch to Edit Mode.

= Statewide Stu.. reated By: < & Edit This Portfolio

H—

Creative Minds Statewide Art Gallery

This portfolio features artwork created by children participating in
Creative Minds Out of School programs across the state of
Massachusetts. Click on the Table of Contents at the top left and
select Gallery to view the artwork.

MCC and MAP willwork with you to select pieces to appear here to
share with the general public.

25. When viewing a Portfolio in Edit Mode, click View to switch to Present Mode.
Switch between View and Edit Mode at any time.

[# Statewide St. Created By: .. @® My Portfolios » View = Share i Copy Link [ Export @ Help Featured B Save

Creative Minds Statewide Art Gallery

This portfolio features artwork created by children participating in
Creative Minds Out of Scheol programs across the state of
Massachusetts. Click on the Table of Contents at the top left and
select Gallery to view the artwork:

MCC and MAP will work with you to select pieces to appear here to

share with the general public

E B & @O

26. When in Edit Mode, click the pencil icon to edit the Portfolio name.

= & Statewide St. Created By: .. @® My Portfolios > View < Share ® Copy Link [ Export @ Help Featured B Save

H—

Creative Minds Statewide Art Gallery

This portfolio features artwork created by children participating in
Creative Minds Cut of School programs across the state of
Massachusatts. Click on the Table of Contents at the top left and
select Gallery to view the artwork.

MCC and MAP will work with you to select pieces to appear here to
share with the general public.

i B @ @
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Portfolio and Folder Table of Contents

27. Use the Table of Contents to navigate between content modulesin a
Portfolio, different pages in a Portfolio, and from one Portfolio to another when
viewing Portfolios in a Folder. Click the icon to open the Portfolio’s Table of
Contents menu.

‘= StatewideStu. Created By:R. ® Back | [@ EditThis Portfolio

Creative Minds Statewide Art Gallery

This portfolio features artwork created by children participating in
Creative Minds Cut of School programs across the state of
Massachusetts. Click on the Table of Contents at the top left and
select Gallery to view the artwork.

MCC and MAPwillwork with you to select pieces to appear here to
share with the general public.

28. Click on one of the content module links to go directly to that part of the
Portfolio.

((?, MyProfile Davis Admin Admin SignOut  Help
0 b BOOKS LESSONS PORTFOLIOS IMAGES
DIGITAL

X Statewide Student Art Gallery Created By: Robb Sandagata @ Edit This Portfolio

Statewide Student Art Gallery

Creative Minds Statewide Art Gallery

This portfolio features artwork created by children participating in
Creative Minds Out of School programs across the state of
Massachusetts. Click on the Table of Contents at the top left and

Student Research select Gallery toview the artwork.

MCC and MAP will work with you to select pieces to appear here to
share with the general public.
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29. Click on one of the Page links to go directly to that page of the Portfolio.

) 4 Statewide Stu-  Created By ® Back | [@ Edit This Portfolio

Statewide Student Art Gallery

Creative Minds Statewide Art Gallery

This portfolio features artwork created by children participating in
Creative Minds Out of School programs across the state of
Massachusetts. Click on the Table of Contents at the top left and
select Gallery to view the artwork

Student Research

Gallery B ———
MCC and MAP will work with you to select pieces to appear here to
share with the general public.

30. If you are viewing Portfolios in a Folder, click the View link to navigate to
different Portfolios in the Folder.

xX Painting 1 Created By: Scott Hanchett [CRST 2 Edit This Purtfolio

1dio Process

Painting 1 %

re You Begin

is art images of clay sculptures. Observe your teacher's demonstration of wedging clay, and discussgg#tive and
ctive sculpture techniques

's qualities of adolescence and choose one to express.

isted Materials

rater-base ceramic clay (Cone 06, temperature 1873'F), 2—34f8% per student

w

0

ariety of tools for carving and shaping clay

in

telt

ledgetheclayto g ate trapped air.

lorm the ¢ © your interpretation of a human figure that expresses adolescence. If you choese to use the
\dglitia@®Chnique, carefully score the surfaces of the parts that will be attached to one another. If you choose to

e subtractive technique, use clay tools to carve features into a mass of clay. With either technique, create a
fure that is at least six inches tall (if standing or seated) or long (if reclined)

A2 & & a a a a oa
&

Painting 1 “you are using the subtractive technigue, allow the figure to dry to the leather hard stage before hollowing it

fom the bottom to a 34" thickness

When your sculpture is dry, it will be bisque fired in a kiln
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Note: you can also move between Portfolios by clicking the Next Portfolio and
Previous Portfolio links.

@ MyProfle  DavisAdmin ~ Admin  SignOut  Help

‘ BOOKS LESSONS PORTFOLIOS IMAGES SCHOOLARTS

i=  Painting: Created By: Scott Hanchett ® Exit . [ Edit This Portfolio

» Next Portfolio

31. When in Edit Mode, open the Table of Contents menu to rename and re-order
any of the content modules or Pages in the Portfolio. Click the pencil icon to
rename the module or Page and the hamburger menu to re-order them.

X [# StatewideSt. CreatedBy;.. ® MyPortfolios | P View | < Share | B Copylink | [® Bxport | @ Help | Featured Save

Statewide Student Art Gallery

Creative Minds Statewide Art Gallery

M@ Split Layout £=
This portfolio features artwork created by children participating in
_ Creative Minds Qut of School programs across the state of
Siudent Research Fi=« i
Massachusetts. Click on the Table of Contents at the top left and
_ select Gallery toview the artwork.
Gollery FE=K
MCC and MAP will work with you to select pieces to appear here to
n Fi=[< share with the general public
i B Z @

= Click and Draq to re-order
+ADD PAGE
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32. Click the arrow to open a dropdown and view all content modules on each
Page. Rename and reorganize any content modules on any of the Pages.

x [# Statewide St. Created By: . ® My Portfolios » View ¢ Share

& Copylink |+ [ Export | ® Help | Featured | [ Save

wasenae | €Nt Art Gallery
Welcome SFE=KL
Student Research FE=X lline statewide student art gallery! Browse the galleries below to see individual and cellaborative
K-12 students throughout the state.
Gal SU=
L £= B T
LG #£=
£ =
£= +
£ =
£ =
B Gallen £ =
5 Gallery
= Click and Drag to re-order
+ ADD PAGE -
B @

Portfolio Menu

33. Click the 3-dot menu on any Portfolio tile on the My Portfolios, My Students,
and Shared with Me pages to open the Portfolio Menu.

Painting 1

Date Created: ob/06/2022
Last Edited: o608/ 2022
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34. Click Duplicate to make a copy of any Portfolio that you created or any
Portfolios that have been shared with you as an Administrator or Editor. Note:
you cannot duplicate Portfolios that have been shared with you as a Viewer.

Duplicate
Move

Export to PDF
Share Settings

Delete

Painting 1

Date Created: o6/ 06/ 2022
Last Edited: o6/ 06/ 2022

35. Enter a new Portfolio Name and click the Duplicate Portfolio button.

Duplicate Portfolio X

New
Partfolio’s

Name

BB Student Progress Pn Grade 12

Date Created: 06/06/2022 Date Created: 06/06/2022
Last Edited: 06/06/2022

Pn Grade1a Pn Grade 10
Date Created 06/06/2022 Date Created: 06/06/2022
Po Gradeg

Date Created: 06/06/2022

CLOSE DUPLICATE PORTFOLIO
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36. Click the Confirm button to make a copy of the Portfolio.

X

Save Portfolio Painting 1 as Copy - Painting 1 ?

CANCEL CONFIRM

37. Click the Edit Copy button to go directly to the duplicated Portfolio in Edit
Mode. Click the X to stay on the page.

X

Portfolio Copy - Painting 1 has been successfully saved

& EDITCOPY - PAINTING 1

Note: Any Portfolio that is duplicated will appear on the My Portfolios page.

38. Click Move to move the Portfolio into a Folder. See Steps 18-19 for more
information on moving Portfolios into a Folder.

Duplicate
Move

Export to PDF
Share Settings

Delete

Painting 1

Date Created: o6/08/ 2022
Last Edited: o6/ 06/2022
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39. Click Export to PDF to export the Portfolio as a PDF. Note: you can also Export
a Portfolio when viewing it in Edit Mode.

Duplicate
Move

Export to PDF
Share Settings

Delete

Painting 1
Date Created: o6/06/2022
Last Edited: o606/ 2022

40. Click Share Settings to share your Portfolio with students or colleagues with
Davis Digital accounts, share it with your district, or make it Public so people
outside of Davis Digital can access the Portfolio. Note: you can share Portfolios
that you created or Portfolios that have been shared with you as an Administrator
or Editor. You cannot share Portfolios that have been shared with you as a
Viewer.

For more information on sharing a Portfolio, see the Share Lessons and Portfolios
Guide.

Duplicate
Move

Export to PDF
Share Settings

Delete

Painting 1
Date Created: o6/06/2022
Last Edited: 06/06/2022
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41. Click Delete to delete the Portfolio. Note: you can only Delete Portfolios that
you have created (these will be any Portfolios on the My Portfolios page). You
cannot delete Portfolios that have been shared with you.

Duplicate
Mave

Export to PDF
Share Settings

Delete

Painting 1

Date Created. o6/068/2022
Last Edited: o6/06/ 2022

42. On the My Students and Shared with Me pages, click Unfollow to remove a
shared Portfolio from your listing page. Once you Unfollow a Portfolio, it will be
removed from your listing and will only be visible if it is shared with you again.

Duplicate
Move
Export to PDF

Unfollow

Can Edit

Shared By : Robb Sandagata, Admin
Featured Portfolio

Statewide Student Art
Gallery

Date Created: 0g/10/2010
Last Edited: 01/14/2022
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Folder Menu

43. Click the 3-dot menu on any Folder tile on the My Portfolios, My Students,
and Shared with Me pages to open the Folder Menu.

Student Progress
Date Created : 06/06/ 2022
Portfolios: 1

[# VIEW PORTFOLIOS

» PRESENT

44. Click Rename to edit the Folder’s name. Note: you can only rename Folders
that you have created or that have been shared with you as an Editor. You cannot
rename Folders that have been shared with you as a Viewer.

N\

Student Progress

DatGumittittuttabuaaadps Rcname

Paortfolios: 1 .
Export Portfolios

VIEW PORTFOLIOS

Share Settings

» PRESENT Delete
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45. Click Export Portfolios to export the Portfolios in the Folder as a PDF. Select

Individual Portfolios or All Portfolios in the Folder and export them as a single PDF
or individual PDFs.

N\
L2 1]
Student Progress i
Date Created : 06/06/2022 Rename

Partfolios: 1

ﬁ E:{pﬂ rt Portfolios

VIEW PORTFOLIOS \ Share Settings

» PRESENT Delete

46. Click Share Settings to share the entire Folder with students or colleagues
with Davis Digital accounts. This will give them access to all Portfolios in the
Folder. For more information on sharing a Folder, see the Share Lessons and
Portfolios Guide.

\

Student Progress
Date Created : 06/06./2022 Rename

Portfolios: 1 .
Export Portfolios
HIEW FORTELLISS hare Settings
» PRESENT Delete
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47. Click Delete to delete the Folder.
-\

Student Progress -
Date Created : 06/06/2022 Rename
Partfolios: 1 ,
Export Portfolios

E VIEW PORTFOLIOS

Share Settings
"M Delete

a. When deleting a Folder on the My Portfolios page, all Portfolios in
the Folder will be deleted. Duplicate or move any Portfolios that you
want to keep before deleting the Folder.

b. When deleting a Folder on the My Students or Shared with Me pages
that was created to group shared Portfolios, deleting the Folder will
not delete the individual Portfolios. The Folder itself will be deleted,
but the Portfolios will appear as individual Portfolios again.

48. On the My Students and Shared with Me pages, click Unfollow to remove a
shared Folder from your listing page. Once you Unfollow a Folder, it will be
removed from your listing and will only be visible if it is shared with you again.

CREATE PORTF™ _

My Portfolios My Students Shared With Me My District Featured

Search portfolios by title Q Shared By  allUsers v Sopg Recently Edited  w

e

Can View
Shared By : Scott Hanchett, Ad Export Portfolios
Student Progress

Date Created : 06/06/2022 Unfollow

Portfolios: 2

[ VIEW PORTFOLIOS

» PRESENT
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