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1) Log in to the Daytona State Portal using your College ID and Pin.
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&7Y STATE COLLEGE

*fou are here: Employess

Portal Postmaster News Calendar
Employees B Individual Softhall Showcase Tuesday, 30 August
uesday, 30 Augus
Postrmaster News (Fram llie Ryran) 4 9
Christopher Baan Coffes Shop
CRIETEE CBL o offer Skills for S kst
offer Skills fior Supervising workshop Christopher Biean Coffee Shop: Common Grounds

(Fram allie Rysn)
S (REE IS Open Registration - Fall '’ semester classes start Oct, 24

Wihat Is Mew Women's Center Doughraiser 10004M - S:00PM
(fram Allie Ryan) & SECOND TELLING - SEPTEMBER 11th: HERE 15 MEW YORK

Departments and Forms
11:008H - 5:00PM

Help Daytona State announces auditions for “almost, Maine™ and *Reasons to be
Eratly” AFGHAMISTAN: GARMSIR MARINES
rethy
Students
{from Allie Ryan) 1110058 - 5:00PM
FAQ ED GRAZDA — EXCERPTS! AFGHAMISTAN DISRY
AT b e marimn < mmin e it B B s

2) After logging in select the “My Pages” tab.

&) DAYTONA

‘fou are here: My Pages = Personal = Main Page

Personal

3) Select “Edit Page”



Home . Resources . FalconMNet . Campus Life  Alumni

You are here: My Pages > Personal > Main Page

Customize page Main Page

| Properties | Content  Layout = Permissions

Page Info

Page

e URL

more than one page, then you will see a checkbox labeled “Make this page default” By checking this checkbox, the URL {web address) will be updated to match the name of the page. This ensures the URL looks
rinimizes possible confusion, However, any previous bookmarks ko this URL will no longer wark, IF vou leave this box unchecked, the URL will remain as it is currently,

is currently the default page for the context and cannot be deleted.

Cancel I

Exit

4) Select the “Content” tab

Customize page Main Page

Properties | Content | Layout  Permissions

Portlets on this Page

My Groups  (Campus Groups)
Announcerments  (Announcerments)
My Bookrarks  (Bookrmarks)

My Calendar  (Calendar)

Handouts  {Handouts)

T NN RARN
BEBEEB B

Handouts  (Handouts)

Add 2 portlet
Add custom conter

@Reorder

Portlets on other Pages

Add & shortcut to 5 portlet to the page

5) Click “Add a portlet”



r Campus Groups
r Custom Content
- Forums

™ Handouts

r Task Manager

Add Portlets to page| §

Exit

6) Select the available portlet called “Handouts”. Then select “Add portlets to page”.

Customize page Main Page

Froperties Cortent Lanpout Farmissions

Your new portlet was created succassfully

Portlets on this Page

My Groups (Campus Groups) Z o
Announcements  {(Announcements) V4 0}
My Bookmarks (Bookmarks) P
Wy Calendar (Calendan Zm
Handouts  {Handouts) S m

7) You will see a page that tells you that your portlet was created successfully.

STATE COLLEGE

The Graduation Application will not be available temporarily to all students due to maintenance: actinn Dlaaca rona harl he Portal shortly to check Portlet availability.

Home @ Resources @ FalconNet = Campus Life | Alumni My Pages ‘

‘¥ou are here! My Pages > Personal > Main Page

Edit page [

Personal

8) Select the “My Pages” tab again at the top of the page to return to the edit
screen.



Handouts

3 Add a Handott

There are no Handouts for this portlet.

Lo o Main Screen

9) Click on “Handouts”

Handouts - Edit Yiew

Manage | Fletools

There are no Handouts for this portlet,

g £ Add & Handout
(% @ add 2 Set

10)Select “Add a Set”.

Handouts - Manage Set View

Manage | File Tools

Marme:

Description:
a ¢ Default Font ™ Size 'in:/”B F gé'w'

==Y @

BT

{Max Characters: 2000)

Fosition: |First

Save |

11)Name the new set “Syllabi” and select “Save” at the bottom of the window.



Handouts - Edit Yiew
Manage | FlETOOB | |

There are no Handouts for this porflet.

g (3 Add 2 Handout
(% @ add 2 Set

12)Select “Add a Handout”

Handourts - Manage Handout View

Manage | File Tools

Hame: ITest Syllahi

File: ' chopse File |
Set: ISyIIabi 'I

Description:  : i
P | DefaultFont ~ Size * ViBe I

UA-¥-2) - eeso B

Cdnormal EIHTML

(Max Characters: 20000

Start: & Digplay now
© Digplay later manually
" Digplay on:
| [z =l [ =l [ =]
¥ |12 =00 =] |aM =
End: @ N end date
" End now
 End an:

l— [2=]:[o0 =] [am =]
after End: |Make Inactive 'I

Public Access: [T Make the link to this file shareable {otherwise, it can only be accessed by people with permission to see this page)

Save | Save and Add Anather | Cancel |

13)Select the “Choose File” button to access your document from your computer
and select the file you would like to upload.



Handourts - Manage Handout View
Manage | File Tools

Hame: ITest Syllahi

File: " chonse File |ND fi
Set: ISyIIabi 'I

Description:  :
| Default Font = Size

Cdnormal EIHTML

(Max Characters: 20000
Start: & Digplay now
lay later manually

|12 vI:IDD 'IIAM 'I

|12 vI:IDD 'IIAM 'I

After

Public sccess: T Make the link to this file shareable {otherwise, it can only be accessed by people with permission to see this page)

Save | Save and Add Anather | Cancel |

14)Name your file as you would like to see it displayed on your web page. Select the
“Syllabi” set from the set dropdown menu.
You must click the Public Access checkbox to make the document
shareable or it will not be accessible.

Handouts - Edit View

Manage | FieTools | |

Syllabids & (& =

Inactive

[ Test Syllabi {.doc, 217K, Downloaded: 0 tirmes) & 8

IMove 'I selected iterms to ISyIIabus 'I Subrmit | dh () pdd & Handout
(% @ add a Set

15)The page will open to the Handouts — Edit View. Here you will see what you just
uploaded.



ACADEMIC CALENDARS Syllabi

Summer 2009

Fall 2009 Handout Test 1

Spring 2010

Summer 2010 N
Future Students | Current Students | Faculty & Staff | Wisitors
16)Your handout will now appear on your faculty web page under the heading
“Syllabi” and be available to open in the format in which it was uploaded.



