
 
 

Click on  
“My Portfolio” 

 

 
• Click on Edit 

Click on Categories 
 



 
Add Categories and Sub categories  - then click “End Editing” 
 

 
Then, click on the “Files” tab at the top 



 
Click Add new file 
 

 
 

• Give it a title 
• Browse for the file to attach  
• Save Changes 



 
 

Click on 
“Share” 

 

• Choose level of access and those you wish to share with. 
 

 



 
 
You may always revert back to “Unshare” if you choose. 
 
You may also Share “Notes”!  Just click on the “Note” tab and go from there  ☺ 
 
Please feel free to contact me should you have any questions, 
Monica  
brainarm@wbaash.edu or x6400. 

mailto:brainarm@wbaash.edu

