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LaGuardia Community College eP QuickGuide #1

How to Deposit Your Work in ePo r t f o l i o
I. Getting Started
A. To enter the ePortfolio work area, go to LaGuardiaôs home 
page: http://www.laguardia.edu or http://www.lagcc.cuny.
edu. Click the Blackboard link on the bottom right. 

B. The next page asks which Blackboard you want to log in to. 
Select the red e-Portfolio button on the left. 

C. On the ePortfolio page, click  on the left.            

D. On the login page, type in your user name. For students, 
itôs your ýrstname.lastname. Remember to put a dot (.) be-
tween your ýrst and last names. For example, Sandy Millerôs 
user name is sandy.miller.  (For ACE students, the password 
is ýrst initial and last name, so Sandyôs password would be 
ñsmiller.ò)

E. The student password for credit students is the ýrst ýve 
digits of your social security number, so if Sandyôs number is 
123-45-6789, her password is 12345.  

F. Youôll be taken to the page with a list of your Blackboard  
courses. Click the ePortfolio tab  near the top.

G. Youôll be taken to the ePortfolio Welcome page. Click on 
Enter your Portfolio. 

                  
II. Depositing Work in My Courses
A. By default, you will be on the My Collection page. Click on 
My Courses. A list of your courses opens.  Click on the course 
where youôre depositing your class work. 

B. There are three icons next to the course folder: Edit ,  
Add New Folder  , and Add New Item  . 

C. Click on Add New Item.  

D. On the My Collection page, click    on the right   
to go to the ýle you want to deposit. 

E. Click on your ýle once to select it. Click  . The 
document name appears by default in the Title ýeld. You can 
give it a brief but more descriptive title if you prefer.   
Then click  .

F. Your ýleôs title appears as a link  under the name of your 
course.  You can click on it to see the document.

G. If you ever need to delete a document, click the small  
(properties) icon to its left and click on Delete.

Congratulations! You have sucessfully deposited work 
in your ePortfolio My Courses folder!
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