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LMS USER GUIDE 
LEARNER VIEW OF E-PORTFOLIOS 

 
 

1) From the 
Dashboard 
select the 
Portfolio 
Course 
for the list of 
modules and 
projects in 
the course 

 
 

 
2) Click on the 

Manage 
Portfolio link 
to view the 
activities 
adjacent to 
the relevant 
module or 
project title 

 

3) Then select  
which activity 
you require 
by clicking 
Start 
Activity 
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4) Enter the 
details of 
your 
Submission 
 

5) Upload any 
files relating 
to your 
Submission 
 

6) Select from 
the options 
available to 
Save OR 
Submit 

 
NB. Save 
Unsubmitted 
allows you to 
save your work 
and add to it later 
 
Save Public 
sends your work 
for a mentor to 
review. 
 
Submit for 
Assessor Review 
sends your work 
to be marked by 
the Assessor  

Example of a completed Submission Form 

 

Enter your 
submission text 
here 

Enter a brief description of 
any Uploads  

 Uploaded content 
will show here 

Options 
available to 
Learner 
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7) To view your 
progress 
Select 
Manage 
Portfolio 
from the View 
Course page 
 

To view your progress Select Manage Portfolio 
 
 
 

 
 
 
 
 
 
 
 

8) Update 
activities that 
are in 
progress or 
start new 
activities by 
selecting the 
relevant 
action link 

You will then see the Question you have answered has moved to the bottom of the page 
 
 

 
 
 

Click Update Activity to 
resume an activity 

Click Start Activity 
to begin an activity 
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In this example Question 1 has been submitted for assessment and the percentage progress has been recorded 
 

 
 

In this example Question 1 has been assessed and the percentage progress is highlighted in red

 
 

Amber signifies 
awaiting assessment 

Red signifies assessed but not yet fully 
competent 
NB Green signifies fully competent 


