
0BShare Your Portfolio 
1BWhen you share your portfolio, you’re actually sharing a “snapshot” of your portfolio from that point in 
time.  Any changes to the portfolio after you create the “Share” link will not be reflected through that link.  
Of course you can “share” your portfolio as many times as needed. 

From “My Portfolios” 

Place the computer mouse over the 
title of an existing portfolio you want to 
share. 

Click the contextual arrow that 
appears at the end of the title 

Choose “Share” from the dropdown 
menu 

 

Click “Share a Snapshot with” 

 

Users: share with individuals inside 
the organization.   

External Users: share with anyone 
outside of your organization 

Courses: From their “Shared 
Portfolio” screen, anyone from the 
chosen course will be able to see 
your portfolio when they cick 
“Discover Portfolios” from the 
“Shared with Me” screen 

Organizations: similar to “Courses” 

Institution Roles: Do not use this 
option 

All System Accounts: Do not use 
this option 

 



Users 

Enter the username(s) of recipients 
within BTC (separate usernames with 
a comma) 

You must know the username, the 
“Browse” feature is currently not 
working.  Usernames can be 
obtained from the Intranet 
Employee Directory or through 
Outlook/webmail. 

Email Information (optional) 

If you want the recipient(s) to be 
notified, check the checkbox nex tto 
“Send Email” 

Click “Submit” 

 

External Users 

Enter email addresses of recipient(s) 
outside of BTC. (separate email 
addresses with a comma) 

The Subject may be edited and 
additional text may be included.  

Do not edit the auto-generated links 
located in the Message body. The 
system will automatically 
replace PORTFOLIO_URL with the 
actual URL for the Portfolio. 

 

You can require a Password 
(optional) 

 

Set the Expiration (optional) 

Click “Submit”  

 

 



Courses 

Anyone from the chosen course will 
be able to see your portfolio when 
they cick “Discover Portfolios” from 
the “Shared with Me” screen 

Search for the desired course either 
by Course Name (default), Course ID 
(Descriptions are not generally used 
at BTC) 
 
Enter search criteria 
Click “Search” 
Click the checkbox next to the course 
name 
Click “Submit”  

 

Organizations 

Click “Browse”  

Follow instructions for “Course” 

Click “Submit”  
 

Institution Roles: Do not use this option 

All System Accounts: Do not use this option 

If you have further questions, don’t hesitate to contact the TLC.  608-757-7632 
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