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Getting Started 
Using “To Do” Items to Prepare New Content 

 Overview Some of our Version 1 eFolio account holders used what we called clone bases and, by providing a unique sign-up 
code to users, were able to pre-populate the eFolio sites. The process was informative and assisted users in 
discovering various sections and data types without getting lost in the navigation of the interface.  Version 2 adopts 
the practice that owners add content to their site. However, through the use of a “To Do” listing, tasks pre-determined 
by the profile associated with a sign up code are provided.  
 
Note: As in Section 1, screenshots in this documentation set will follow the “student profile” and mention variables 
only when they matter. Additional “To Do” references are posted with the Section 2 documentation. 

“To Do” items are posted in the 
Content Management panel. 

 
Advice 
notes & 
associated 
action icons 
display to 
the right of 
the item. 
 
Action 
Icons: 
 
 
 
 
 
 
 

 

 
 
 
 
CompleteΧǇǊƻǾƛŘŜǎ ǘƘŜ ǳǎŜǊ ǿƛǘƘ ŀ relevant data entry form 
that will build out the content object. 
EditΧŀƭƭƻǿǎ ǘƘŜ ǳǎŜǊ ǘƻ ŎƘŀƴƎŜ ǘƘŜ ǊŜƳƛƴŘŜǊ ƛǘŜƳΩǎ ǘƛǘƭŜ 
and/or related notes. 
RemoveΧŀƭƭƻǿǎ ǘƘŜ ǳǎŜǊ ǘƻ permanently remove the item 
before or after completing it. 
 

The notes help the user think about the task and may identify 
the associated data type. 
 
 /ƭƛŎƪ ǘƘŜ άCompleteέ ƛŎƻƴ ŀƴŘ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ŦƻǊƳ ŀǇǇŜŀǊǎΥ 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 Click the 
άTo Doέ 
panel title 
bar to display 
profile-
specific step-
by-step tasks. 

 
 Click the 

item named 
άSTEP 1…έ from  
ǘƘŜ άTo Doέ 
listing. 
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¸ƻǳΩƭƭ ƭŜŀǊƴ ƳƻǊŜ ŀōƻǳǘ ǘƘŜ ŎƻƳǇƭŜǘƛƻƴ ŦƻǊƳǎ ƛƴ 
Section 3 but as you are encountering it at this 
ǘƛƳŜΣ ƭŜǘΩǎ ƭƻƻƪ ŀǘ ǎƻƳŜ ƻŦ ǘƘŜ ŘŜǘŀƛƭǎΦ 
 
wŜǉǳƛǊŜŘ ŦƛŜƭŘǎ ŀǊŜ ŘƛǎǇƭŀȅŜŘ ƛƴ .ƻƭŘ ǘŜȄǘΧǘƘŜ Title 
ŦƛŜƭŘ ƛǎ ǊŜǉǳƛǊŜŘ ŦƻǊ ǘƘƛǎ άTo Doέ ƛǘŜƳ ǳǎƛƴƎ ǘƘŜ 
άBasicέ Řŀǘŀ ǘȅǇŜΦ 
 
¢ȅǇƛŎŀƭ ŎƻƴǘŜƴǘ ŦƻǊƳǎ ǿƛƭƭ ƛƴŎƭǳŘŜ άBrief Textέ ŀƴŘ 
άFull Textέ ǿƛǘƘ ǘƘŜ ŘƛŦŦŜǊŜƴŎŜ ƛƴ where the text 
displays on a page. 
 
If posted in a page sidebar, entries in the Brief Text 
field will display. If posted in the body of a page, 
Full Text will display. 
 
Lƴ ǘƘŜ ŜȄŀƳǇƭŜ ǎƘƻǿƴΣ ŀ ƳƻǳǎŜ ŎƭƛŎƪ ƛƴ ǘƘŜ ά.ǊƛŜŦ 
¢ŜȄǘέ ŦƛŜƭŘ ŀŎǘƛǾŀǘƛƴƎ ǘƘŜ ŘƛǎǇƭŀȅ ƻŦ ǘƘŜ ŦƻǊƳŀǘǘƛƴƎ 
toolbar.  
 
Additional space for linking to Related Content or 
adding Reflections are part of most xFolio content 
forms. 

 

 
 ¢Ǌȅ ƛǘ ƻǳǘΧŀŘŘ ȅƻǳǊ ŎƘƻƛce of text and information. 

 
 /ƭƛŎƪ ǘƘŜ άSaveέ ōǳǘǘƻƴΦ /ƻƳǇƭŜǘŜŘ άTo Doέ objects & related content are posted in the άMy Contentέ repository. 

 

 /ƭƛŎƪ ǘƘŜ άMy Contentέ 
panel heading to display 
content (objects) grouped 
by data type.  

 

 /ƭƛŎƪ ǘƘŜ άWelcome…έ ŎƻƴǘŜƴǘ ƻōƧŜŎǘΦ 
Note that a preview of your text appears & it 
can be: 

¶ Edited 

¶ aŀŘŜ ƛƴǘƻ ŀƴƻǘƘŜǊ άTo Doέ ǊŜƳƛƴŘŜǊΣ ƻǊ 

¶ Deleted (sent to Trash) 

 
 /ƭƛŎƪ ǘƘŜ άTo Doέ ǇŀƴŜƭ 
heading to re-display the 
list. Add a  ǘƻ ǘƘŜ άShow 
Completedέ ŎƘŜŎƪōƻȄΦ 
άSTEP 1έ ƛǘŜƳ ŘƛǎǇƭŀȅǎ ŀǎ 
completed.  

 Click the ►(twisty) for 
Basicέ 

  

 
 
The object is also now ŀǾŀƛƭŀōƭŜ ǘƻ ōŜ ŀŘŘŜŘ ǘƻ ŀ ǇŀƎŜ ŀǎ ŎƻƴǘŜƴǘ ǳǎƛƴƎ άŘǊŀƎ-and-ŘǊƻǇέ ƴŀǾƛƎŀǘƛƻƴΦ  
CƻǊ ŀ ŎƻƳǇƭŜǘŜ ƭƛǎǘƛƴƎ ƻŦ ǘƘŜ ά¢ƻ 5ƻέ ƛǘŜƳǎ ƛƴŎƭǳŘŜŘ ƛƴ ŀ ƎŜƴŜǊƛŎ ά{ǘǳŘŜƴǘέ ƻǊ άtǊƻŦŜǎǎƛƻƴŀƭέ ǇǊƻŦƛƭŜΣ ŎƘŜŎƪ ǘƘƻǎŜ ǊŜŦŜǊŜƴŎŜ ǎƘŜŜǘǎΦ 
bƻǘŜΥ ¸ƻǳ Ŏŀƴ ŀƭǎƻ ŎǊŜŀǘŜ ȅƻǳǊ ƻǿƴ ά¢ƻ 5ƻέ ƛǘŜƳǎ ǘƻ ǎŜǘ ǊŜƳƛƴŘŜǊǎ ƻŦ ǘŀǎƪǎ ȅƻǳ ǿŀƴǘ ǘƻ ŎƻƳǇƭŜǘŜ ŀǎ ȅƻǳ ōǳƛƭŘ ȅƻǳǊ ŜCƻƭƛƻΦ 


