
 

Portfolio for TEACHERS 
A Brightspace Tip 

🎥 Video Tutorial (coming soon) 

Jump to:   Approve Artifacts • View Artifacts • Upload Artifacts • Portfolio for Students 

Setup & Access: 
  
Access Portfolio to choose settings and add 
categories. 

●​ Add the link to your NavBar or access Class 
Tools navbar group. 
 

 
●​ This step is done for each course 

 
●​ Click   

 
 

Editing the NavBar 

 
Optional: Choose the look for the Course Portfolio. 

 

 
●​ Check an option to approve evidence before a 

student can access. 
●​ Leave unchecked to allow students immediate 

editing rights upon upload. 
 

 
Optional: Use categories for organization. 

Portfolio Student Access Options: 
 
The Portfolio Web tool = access via 
brightspace.aacps.org in Chrome browser 

●​ Add My Portfolio to the NavBar for 
student access.   

●​ Access in Class Tools Navbar group. 
●​ Students can also access it by clicking their 

profile. 
The Portfolio App = access via Chrome app on 
Chromebook (download from Play Store) 

Chrome App for TEACHERS 
 

Portfolio App for STUDENTS 
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https://docs.google.com/document/d/1ovJroHcglSVHKBFT7WCllH8b6fElObRfhRzbzGbtwcA/edit
https://docs.google.com/document/d/18t8HUSsy17mehDbzrZM03XvSI9MhqtOxhUmJyio_8xo/edit
https://docs.google.com/document/d/1_r_5hwgUTpFgqEi5BegDSneJhAUtJe5Ul9uYIuU32zk/edit
https://docs.google.com/document/d/1N0iOEDVxkQi-O_uLAGDhbZtjLnBNo9nN4zcjPQ5iGIQ/edit


Approve Artifacts/Evidence 
Only applicable if Evidence Approval settings are activated. 

Approve Student Evidence 
●​ Click 

  
●​ View and approve new artifacts/evidence 
●​ Click the evidence to review 
●​ Click Approve or Delete 

 
 
 
 
 

 
●​ Use the three-dot menu on individual 

pieces of evidence to unapprove, 
spotlight, add feedback, or delete 
 
 
 

●​ click to return to the 
main dashboard. 

 
 

 

 

View Artifacts/Evidence 

Choose a student or evidence. 

Options 

●​ Filter by Section 
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●​ Select Evidence to Filter by Category 

 
 
 
Choose the evidence to... 

●​ Unapprove 
●​ Spotlight 
●​ Download 
●​ Delete 
●​ Add a reflection for the student 
●​ Add a category  for the student 
●​ Add Feedback to the student 
●​ Add standards 
●​ Add rubrics 
●​ Add teacher-only notes 
●​ Share with parent 
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Upload Artifacts/Evidence 

Upload from Assignment (File submission only) 

●​ Navigate to Assignments > Choose View 

Submissions 

●​ From the Users tab, choose + Add to 

Portfolio to send student submission 

directly to the Portfolio for the course. 

 

View Artifacts/Evidence 

 
 

Other Upload Options 

1.​ Navigate to course Portfolio. 

2.​ Choose a student. 

 

3.​ Click  

 

4.​ Choose the source of your 

artifact/evidence - the device (Drag and 

drop or browse), Google Drive, or Office 

365 

 

Drag and drop or browse 

●​ Select evidence/artifact 

 

●​ click  
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Google Drive 

●​ Select artifact/evidence 

 

●​  

 

Office 365 

●​ Select artifact/evidence 

 

●​  
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