
Posting to your ePortfolio 
Posting to your ePortfolio is simple, but it must be done from a COMPUTER, NOT A SMARTPHONE. 

Always use Chrome as your browser when working with your ePortfolio! 

1. Create your ePortfolio. Instructions are available at butler.edu/mlc. Go to your portfolio at 

blogs.butler.edu. Click “login.” 

 

The login page looks like this. Log in using your Butler username and password. 

 



 

2. In order to access the dashboard and posts ready for you to publish to, click on the name of the 

portfolio in the top banner and then click on dashboard. 

 

3. From there click on the “pin” in the left column, and select “all posts.” This is where you can 

upload documents, audio files, and download the benchmark assessment. 

 



4. Select the post to which you would like to upload your documentation.  When you scroll over 

the post the word “edit” will appear under the post. Click on edit.  

 

NOTE:  There are 2 pages of posts. You can move to page 2 at the bottom of the page. 

  

IF YOU DO NOT SEE POSTS LIKE SHOWN ABOVE, YOU DID NOT SELECT THE CORRECT TEMPLATE. 

YOUR PORTFOLIO MUST BE DELETED AND STARTED OVER. PLEASE EMAIL MICHELLE STIGTER AT 

MSTIGTER@BUTLER.EDU TO HAVE YOUR PORTFOLIO DELETED. 

When you click on “edit” this screen will appear:

 
 

mailto:MSTIGTER@BUTLER.EDU


5.  To add your documentation, whether it is a written file or an audio file, you will first need to 

save it to a computer or drive space. YOU CANNOT UPLOAD FILES DIRECTLY FROM YOUR 

PHONE. Save your written documents as PDFs! 

 

6. After you have saved the files to your network/hard drive space, you are ready to add media. 

Click on the “add media” button. 

 

7. Click on “upload files.”

 



8. Select the file you saved to your network/hard drive space and upload it. You can upload 

multiple files from this screen. Click on “select files” (drop files does not work as well) and then 

“upload into post” at the bottom of the screen. 

 

9. The file just uploaded will automatically be selected on the next screen. Select the correct 

documentation and click “insert into post.” 

 



The documentation will now appear in the post on the edit post screen.  

 

If there was any other writing on the edit post screen, feel free to delete it. 

10. Publish your post and you are done! 

 



To see your post, go back to the top of the page, click on the name of your site, and “visit site” will 

appear. Click on “visit site” and you will go back to your homepage (which you should customize with 

your own name, picture and short bio at some point). 

 

From here, click on the competency where you posted your documentation. 

 

 



Now click on the writing, then it will lead you to the link where you can view or listen to your 

documentation. 

 

 

Now the player and or documentation will appear: 

 

If your documentation does not appear, please check and make sure you used CHROME when following 

these steps. Also verify that you published your post. If you are not seeing the posts and followed those 

instructions, please email Michelle Stigter at mstigter@butler.edu and she will troubleshoot your 

portfolio.  
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Benchmark Assessment Instructions 

For the benchmark assessments, it is easiest to go to the post for “Benchmark Assessment—Entry” and 

open the post. From there right click on the .doc file and “save it as” it to your computer.  

 

Read through the document; highlight using the highlighting tool in Word.  

On pages 6-7 of the document (pages 4-5 on the booklet pages), you will find a chart. Read each section 

across and highlight the box that best describes your abilities. You may highlight a box in a different 

column for each one of the rows. 

 



After you have completed the chart, go to the next part of the booklet.  

The next pages of the document more deeply describe the skills you just highlighted. For each one of 

the skills, you will read through the level where you placed yourself, as well as the level above and the 

level below. Highlight the things you are able to do in each one of those levels. For the example above, 

I would go through and highlight the things I can do in “interpersonal communication” in the 

intermediate low, intermediate high, and intermediate mid sections. 

 

Once you have finished highlighting for all of the skills (there are 6, so you will be highlighting in 18 

levels), save your document as a Word file. After that, save it as a PDF.  

Upload the file to the appropriate post following the steps above. 


