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Supporting learners with E-Portfolios 

Most LINC learners at MOSAIC have e-Portfolios or Digital Portfolios in 
their online classroom.  This is where their LINC instructor will share the 
results of in-class and/or online assessments.   

The purpose of portfolios in a LINC class is for learners to demonstrate 
their English progress throughout the time in a level.  Some learners 
may use a physical version of a portfolio while others may use a digital 
version.  This tip sheet will provide an overview to support learners with 
using a digital portfolio. 

The portfolio will have 5 distinct folders: About Me, Listening, Speaking, Reading, and Writing.  
The About Me section includes baseline information about the student and their goals.  The 
other sections store assessments and skill-using activities, which demonstrate what the learner 
can do for specific real-world tasks in English.  These tasks include feedback to help the learner 
improve in their English language learning journey. 

The challenges learners commonly have may be due to general difficulties with navigating the 
online classroom and/or managing files on their device.  It is important to be aware of the kind 
of device the learner is using.  For example, if a learner is using a mobile phone, they may 
experience limitations when downloading or uploading files.  It is important that the learner 
communicates these difficulties to their LINC instructor, so instructions or expectations can be 
modified if needed. 

As a Tech Tutor, you may not have access to the learner’s online classroom.  For e-Portfolio 
challenges, it is best for the learner to raise the issues with their LINC instructor.  In LINC 
programs, learners are responsible for maintaining their own portfolio; so, it is important that 
learners develop the skills needed to manage the files they are gathering to demonstrate their 
English skills.   

Common challenges for learners include: 

 Finding the e-Portfolio in the online classroom 
 Opening collapsed folders 
 Opening and/or downloading activities to see the teacher’s feedback 
 Downloading a copy of the portfolio 
 Uploading files to the portfolio* 

*This task is primarily relevant for learners in stage 2 classes (LINC 5+).  In stage 1 classes 
(Literacy to LINC 4), LINC instructors may not ask their learners to do this. 
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Introduction to the E-Portfolio System: 

 

In the online classroom, the student’s e-Portfolio will appear as a folder: 

 

Usually, the folder will be in a specific section of the online classroom, and it may follow the 
naming convention of “Name’s Portfolio”, “Name’s Digital Portfolio”, or “Name’s Binder”.  For 
example, “Maria’s Portfolio”. 

The e-Portfolio is a restricted folder.  The student and teacher can see the folder.  The other 
students and guests in the online classroom cannot see this folder. 

 

When you click on the e-Portfolio folder, it may look like this: 

 

Description & Instructions 

Folders 



        TIP SHEET – E-Portfolios 
 

© MOSAIC 

 

There will be a short description of the portfolio and some instructions appropriate to the 
learner’s level.  The sample above is for a LINC 4 class. 

When activities have been added to the portfolio, you will notice an arrow pointing to the right 
next to the folder.  Some portfolios will show all the folders expanded all the time, while other 
portfolios may be collapsed and require learners to click this arrow to see the contents.  This 
may depend on the level, how long the student has studied in the class, and their digital literacy 
gaps.  If a learner has been in the LINC class for a longer time, their portfolio may be quite large, 
so the instructor may have chosen to collapse the folders. 

For example, the portfolio below has documents in each skill, but there isn’t anything in the 
“About Me” section. 

If the learner clicks on the arrow for listening, they can see the added files. 
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The learner can also expand all the subfolders to see all the contents at one time: 

 

Downloading the Portfolio 

Learners are responsible for maintaining their portfolio and keeping a copy.  It is important that 
learners download their e-Portfolio at the end of each school term and if they decide to exit.  
The e-Portfolio can be shared in the future with a new teacher at the same school or at a 
different organization. 

If a learner only has access to a mobile device and does not have storage space on the device or 
in a cloud system, it is important that they communicate this to their LINC instructor, who can 
email a copy to them instead.  This allows learners work to be backed up and accessible 
regardless of their registration status in a LINC class.  This should be requested before the end 
of a term or before exiting the program. 

The portfolio will download as a zip folder.  Learners may need to unzip the folder if they have 
challenges opening it.  Supports for this can be found in the Computer Basics – File 
Management module in this resource. 
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Uploading to the e-Portfolio 

For learners in higher LINC levels or with stronger technological skills, uploading to the e-
Portfolio is a natural progression.  For learners to do this, they need to have a good awareness 
of where files are stored on their device, what skill each file relates to, and how to follow the 
steps for uploading. 

Helping Learners to Upload to the e-Portfolio 

There are several steps learners need to take to upload to their e-Portfolio.  Below you can see 
the steps as an example of what a learner may need to do. 

1. Click “Edit”. 

 

2. Click the folder for the activity.  For example, “Listening”. 
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3. Upload the file 
 
a) On a computer, click, hold, drag, and drop the file into the box.  

 

The file will appear.  Click “Save Changes”. 

 

b) On a mobile device (or if the file is on a cloud storage system), click “Add file” . 

 

 



        TIP SHEET – E-Portfolios 
 

© MOSAIC 

 

Then, click “Choose File” and browse the device/cloud storage for the file to upload. 

 

Next, click “Upload this file”. 
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Finally, “Save changes”. 

 

The uploaded file will appear in the portfolio. 

 

Helpful reminders 

 The e-Portfolio is the learner’s responsibility.  As they become more comfortable and 
confident in using their device and their online classroom, this discrete tech skill can 
begin to be introduced. 

 Not all learners will be required to learn how to upload to the e-Portfolio.  If the LINC 
instructor has decided that it is not appropriate for their class or has not enabled the 
permissions for learners to do this, the instructor may be maintaining student e-
Portfolios. 

 The most important aspect of using e-Portfolios that all learners must master is how to 
view files added to the folders to see their teacher’s feedback.  This is important in 
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keeping with the best practices of Portfolio Based Language Assessment, which LINC 
classes are centered in.   

 Depending on the way the LINC instructor set up the e-Portfolio folder, files uploaded 
may open in the browser when clicked on, or they may be downloaded.  As a Tech 
Tutor, focus on helping the learner to locate their e-Portfolio in the layout of their online 
classroom and how to access the files uploaded to the e-Portfolio.  When the learner is 
sharing their e-Portfolio with you, pay attention to whether the files open or are forcibly 
downloaded when clicked on.  Draw the learner’s attention to this.  If the files are 
downloaded, ensure learners can find downloaded files on their device.  Additional 
supports for this can be found in the Computer Basics materials in this resource in “File 
Management”. 


