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Used symbols in this document
[image: image1.png]



:  When you see this icon, you have to answer questions in this taskbook. You do not have to use the computer.
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:  When you see this icon you have to answer questions prompted at the computer.
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: When you see this icon, you will receive a hint.  It is useful to pay attention to this hint. It will help you to answer the questions and fulfil the assignments in a better way.
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: When you see this icon you have to cooperate with other students.
1. Introduction
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 Question1.1a

You are about to make your own Portfolio. Perhaps you do not have any idea what a Portfolio exactly means. Please write herunder your perception of a Portfolio. Use eventually your dictionary.
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 Question 1.b

Why could a Portfolio be useful to you?
Why might it be useful when you want to get a job?
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 Question 1.c

Mention 4 professions where it could be useful to possess a Portfolio


2. The website
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 Assignment  2.1

You are going to develop your Portfolio on The Net. Start your browser and enter the following address:
http://www.onlineportfolio.nl.
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 Assignment 2.2

On this site you have to follow some rules. To view these rules you click on the button “Our Golden Rules”
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 Question 2.a

Do you agree with these rules, and please explain why?
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 Assignment 2.3 Logging in
Ask your teacher for your login and password to enter the website and enter these items on the right side of the screen. Please do not forget to select your school in the last box.
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 Assignment 2.4 Change your password.
When you log in for the first time, you will notice a small window asking for changing your password for security reason. Remember your password well. You might use your password for entering the school system, so you will not forget it. It is possible to change your password on a later moment. Please click on “Account” and after that at “Changing Account”.
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 Question 2.b

Why could it be useful to change your password every now and then?

3. Messages
Inside your Portfolio you can send messages to everyone who owns a Portfolio. For this matter the one who you like to send a message to, has to exist in your folder “favourites”. About favourites you will be informed later. 
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 Assigment 3.1 Viewing your messages
Click on “Account  and then on the button “Messages”. You will find here all messages sent to you.
You will find a welcome message as first. Please read it.
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 Assignment 3.2 Sending a Message
When you like to send a new message, you have to click on the button “New Message”. 

Select at “Receiver” the person you like to send a message to.
Enter a subject and type the text and click on “send”. 
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 Assignment  3.2 Erasing a message
To erase a message you have to open the message first.  Open the welcome message. In the yellow section you will see 3 buttons:

Portfolio: Clicking on this button you can enter the Portfolio of the one who sent the message to you.
Reply: With this option you can reply the one who sent the message to you.

Erase: With this option you can erase the message.

Click on “Erase” now to delete the welcome message.
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 Assignment 3.3 Sending your teacher a message
From now on you might like to inform you teacher by sending messages about the progress of your Portfolio. You will find the assignments automatically.


Please send your teacher a message that you understand and exercised the sections “Logging in”and “Messages” and inform your teacher too that you have finished Chapter 3.
4. Make your own ID-card
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 Question 4.a

In Company-life you will notice that businessmen often have businesscards. You are going to make such one too. Can you describe what could be the benefit of such an ID-card?
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 Opdracht 4.1 Foto toevoegen
You are going to to design the first part of your Portfolio: your ID-card.  Clic k on the button “My Portfolio” upper ricght on your screen. You will see now the virgin design of your ID-card

Your ID-card contains the following sections:
· Your name
· The name and the logo of your school
· Your date of birth
· Your picture
· Six icons.
To edit this page you click on “Edit your page” at the right side of the menu.
You can upload your picture if you click on “browse” an to select it in your local folders. After having found your picture you have to click on “Save”.
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 Assignment 4.2 Adding Icons

An icon is an image that is important for you or that you like very much.
Click on the button “Icons” If you select one of the categories, you will find all icons of this category. If you like t go back to all categories then you have to select  “previous categories”.
You can choose 6 categories for your ID-card.
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 Question 4.b

What happens if you like to add more than 6 icons to your Portfolio?
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 Assignment  4.3 Reason of chosen icons.
Your added icons are placed on the upper part of your screen. By selecting on one of the added icons you might write the motivation of adding such an icon.
Please add some information about the reason of adding that icon in your Portfolio explaining why you think it is fun or important.

[image: image23.png]


 Assignment 4.4 How to remove icons
It is also possible to remove an icon. You have to select an icon and click on the button “remove”. After having removed the icon, you are able to restore it, by adding it again.
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 Assingment 4.4 Choosing your study
Your coice of study belongs on your ID-card. When you take your ID-card to the company where you will perform your internship, people can define directly which kind of study you follow. If you do not know how tom prescribe your study please ask your studymate or tutor.
Op je ID-card hoort je studierichting. Wanneer je jouw ID-card 
Klik op de knop Studierichting en sla je studierichting op.
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 Assignment 4.5 ID-card bekijken
Select your “ID-card” upper richt in the menu. You will see the result of your own ID-card. When you roll over your icons you are able to read your own motivations representing that icons. 
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Tip!

If you like to change something on your ID-card, just select “ID-card” and select “editing your page” 

5 helpful hints:
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Tip 1 Signing out:
Doe not forget to sign out after having worked in your Portfolio. Select the button Sign  out. You prevent other people toe dit your Portfolio.
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Tip 2 Colouring your Portfolio:
You can change the skin of your Portfolio by selecting My Portfolio and then Portfolio options. Choose a  Template and do not forget to select Save.
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Tip 3 Message options:
Do you like to receive your message snot only in your Portfolio, but also in your own E-mailaddress? In that case select Account and then at Change Account. Activate the option “I like to receive my messages aso per E-mail” by checking the box and pressing on “Save”.
You can also decide here if you do noit like to receive messages from others.
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Tip 4 Changing your language
If you like to change the language, you can select Account and then press Changing my Account and then on Save
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Tip 5 Feedback of yout Teacher
Yout teacher can give Feedback on your Portfolio. With this Feedback you can improve your  Portfolio. You can rerad the Feedback als follows: select Account and then Feedback Teacher.

5. CV: Your Personel Profile

[image: image32.png]


 Question 6.a

The second part of your Portfolio is your Curriculum Vitae. This is a strange word. Browse or your dictionary to find out what it means exactly.
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 Question 6.b

Explain why a Curriculum Vitae might be useful.
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 Assignment 6.1 Filling in your personal matters
First we have to entry your personal matters. Press the button Curriculum vitae upper right in the menu. Click on. You will notice that only your name is filled in. Select Edit your Page and fill in more information. Then finally click on Save. You will be learn later how to hide this information for others
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Tip!
Do fill in your date of birth. If you do this your ID-card will be complete

If you like to use the original European Curriculum Vitae in your own language (there are 13 languages available!) you can go to the Internet and input the following address:

http://www.cedefop.eu.int/transparency/cv.asp 
You can download this document as a Word document. After vyou have filled in the form you can upload this document in your Portfolio. You will learn how to do that further in this manual.
6. CV: Your own complete Curriculum Vitae
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 Assignment 7.1 Input your courses

If you followed our hints, you have written down at home all the courses you followed. You might enter your courses right away! Just select Curriculum Vitae and select Edit Page. You will notice all the entered content about your person.  Select now CV Content
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Tip!

How to enter starting date and ending date:
Ok: 13-05-1996

Wrong: 13 mei 1996
Enter all your courses. Please select  “Add” after each course (bijv.: Primary School, Prevocational school, etc.)
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 Assignment 7.2 Entering your courses

Just enter all your courses at the same way as you did assignment 5.1. (e.g.: computercertificate, paddycertificate, dancingcourse)
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 Assignment 7.3 Entering your jobexperience

Just enter all your experiences of your jobs at the same way as you did assignment 5.1.
(e.g.: distributing newspapers, grocerywork, housecleaning, carwashing)
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  Assignment 7.4  Entering  your internships

Just enter all your internships at the same way as you did your assignment 5.1.
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 Assignment 7.5  Entering  your extra activities
Just enter all your extra activities at the same way as you did your assignment 5.1. 
(working as a volunteer, contributing to your assembly)
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 Assignment 7.6  Entering your languages
Just enter all your languages  at the same way as you did your assignment 5.1. Think also about your competences of speaking and writing your several  )e.g.: English: moderate speaking, writing: good)
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 Assignment 7.7  Entering your sports
Just enter all your languages  at the same way as you did your assignment 5.1. You do not have to be a member of a club to practice a sport. You might play basketball behinf your house or play soccer on the street. 
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 Assignment 7.8  Entering your hobbies
Just enter all your languages  at the same way as you did your assignment 5.1 (e.g.: watching t.v., computer, listening to music, being outside with friends
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 Question 7.a

Which part was not easy to fill in? Why?
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 Question 7.b

You have completed your own Curriculum Vitae. Please write down what other subject you would like to add to it. It means: describe what you like to achieve. 
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 Assignment  7.9 Entering Subjects
Now you are about to enter your own report. You might enter your last received report from school. Do not forget to press “add” after every subject. 
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 Assignment  7.10 I am proud about:
Now you have entered your complete CV, it is nice to describe the things you are proud of. It can also concern your CV, but is is not nessecary. 
(for example: I am prourd on the fact that I miss school less these days, I am proud of my life with all my nice friends, I am proud of my skills in sport etc)
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 Question Vraag 7.c

Would have entered the same items at the section “I am proud about” before you made your CV? 
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 Assignment 7.11 Filling the list of competences.
You probably achieved already a lot. If you are good in something it means you a more or less skilled in that matter, without knowing the details. In one subject you have more skills than in another. At the bottom of the page you will vind your list of skills

Please define youre skill at each of all skills. Use the words “excellent”, “good”, “average”or “bad”. Be honest and strict to yourself.
Please motivate each 
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 Question 7.d


For some skills, you might have given your self  a lower score than for others. Please describe how to improve your lowest scores.
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 Assignment 7.12 Modify your CV
You will have noticed that 2 buttons appeared after you added some items to your CV: 
[image: image53] and [image: image54.png]


.

When you press [image: image55.png]


 you can change something. Execute all modification you wish to perform for your CV and do not forget to select “Change” 
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 Assignment 7.13 Delete some items of your CV
When you press  [image: image57.png]


 you can delete something. Delete a phrase from your CV and ad dit again.
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Tip!

If you do not need to delete something from your CV, it might be useful to add a fake phrase to it and delete it again, just to see how this option works. 
7. Andere portfolio’s bekijken

Ofcoarse it is great fun to view other Porfolios. Maybe you like to see the Portfolios of your classmates, or view a Portfolio of someone you do not know at all. You might also take a glimpse at the Portfolio of your teacher!

. 
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 Question  8.a

Why could it be useful to see someone elses Portfolio?
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 Assignment  8.1 searching for a name of familyname 
We are going to exercise how to seek for ther Porfilios. 

Select te button My Portfolio. On every part of the menu of the Portfolio you will see the sign: “Search voor a Portfolio”
Enter the name or familyname of your classmat near you and select “Search”
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Tip!

If you do not know exactly hoe your classmates name is written, just ask him if you spelled it allright.
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 Assignment 8.2 S
It is possible that you like to find a Portfolio of someone without knowing his name. You do know however where he lives. In that case it is possible to search for it.  If you click in the menu  “search for a Portfolio” on the name “Amsterdam” you will view all Portfolios of al persons in Amsterdam. 
Just enter the name of the city where you live yourself and view a Portfolio of one of your city members.
Please mind: It is however possible, that there is noone in you city or village who possess a Portfolio. In that case please choose a town near to your own.
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 Question 8.b

Whos Portfolio you have seen?
How many Portfolios you could choose from the search result?
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 Questio  8.c

Observe this Portfolio very thouroughly 

What do you think is good in this Portfolio?

Does it contain any part you would like to have in your own Portfolio as well? 

8. Your favourite Portfolios
In the previous chapter you have learned how to view other Portfolios. It can happen that you like a Portfolio that way, that you like to review it more often. There is a quicker way to to view that Portfolio. You can add such a Portfolio in your favourite folder of Microsoft Internet Explorer. You can add it like a nice website, in order to launch it quickly. Yopur classmates are automatically added to your “favourites”
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 Assignment 9.1 How to add a Portfolio to your favourites
Please search for another Portfolio again of someone who is not a classmate. You can decide yourself which query you use (name, family name, city name)
As soon as your screen shows this Portfolio, you will notice in the menu at the right the button “mark this as Favorite” (under search option)
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 Assignment 9.2 Viewing your favourites
With the previous assignment you have learned how to insert a Portfolio in your Favorite folder. But how to view all favorites in this folder?

Select for this option the button “Favorites”in the lower right menu and just click on one of your favorite Portfolios to view it.
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Hint!
The next time you are visiting the OnlinePortfolio, you can directly go to your favorites to view these Portfolios
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 Assignment 9.2 Deleting your favourites
Select the button “Favorites”and select a user and just click the button “delete Favourite” behind the name of the one you wish to delete from the Favourite folder.
9. Privacy

In the previous chapters you have probably inserted information, which you do not like to make visible for others. For that reason there is the possibility to hide certain information.
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 Assignment 10.1 Public publication of your Portfolio
Your Portfolio is completely yours. It is a useful opportunity to present it at your next school. You can upload all your reports, presentations in your Portfolio. Would you like to publish all information to your classmates? It is useful and fun to view someones Portfolio, but maybe you would like to keep some information hidden.
You are about to determine to whom you would like to show your Portfolio
Select “My Portfolio”
Click on “My Portfolio” and then on “Portfolio Options”. Define if you would like to make your Portfolio visible for you and your teacher only (Option 1) or for everyone (Option 2). Do not forget to press “Save”
You can always modify your choice later on, as described.
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Hint!

Your teacher cav view your Portfolio, but never modify it!
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 Assignement: 10.2 Publication of a part of your Portfolio 
It can happen that you like to show just some parts of your Portfolio. You will be instructed now, how to handle. Select the button “Visible” (in the menu “Portfolio Options”
At the left side you will notice all sections of your Portfolio, at the right side you will see your personal information.
Just select what you like tob e visible or not. If you did not modify some sections, you would maybe like to make them not visible for others.
10. Competences
You are about to start with the third section of your Portfolio.
At the end of the Curriculum Vitae section, you already made a list of general competences. You described not only your skills but also your motivation for it.
The third part describes your competences. This section looks very much the same as the general comptences, but then a bit different.
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 Question 11.a

Try to find out the meaning of “competences” via the Internet (Google) or with a dictionary) 
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 Question 11.b

Why could it be helpful for others (your teacher or your next school) to give them information about your competences? 
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 Assignment 11.1  Inserting your first competence
Select the button “My Portfolio” en then at “Competences”. You will read now the next phrase: “you did not add any competences”. Now click here to add your competences.

Sequently ypui will see your first competence: “Communicate”. You will also notice the general desription. You have to describe this competence in your own words. Give two examples of your competences in this matter. At the end you mark your competence with a degree. (10 highest and 0 the lowest) This degree indicates your validation of this competence
Now insert your first competence and do not forget to “Save”  it at the end.
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 Assignment 11.2 Cooperation and using ICT
Complete the other competences ans do not forget to click on “Save” at the end
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Hint!

Sometimes it is not so easy to describe your competences. In that case just view other Portfolios to get an idea how to describe it.
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 Cooperation assignment I
Ask your teacher with who you might cooperate. Show each others comptences to the others in your group.

· Are the competences described seriously?

· Yes, that can be seen on

· No, because……………….
· Do the description and the examples are good described? 
· Yes, because ……

· No, because ……

· Do you think that the degrees of your groupmates are right?


If you have viewed the competences of a groupmember, you start with the next one. You will do this until everyone has had his turn.

· If your competences have been viewed, just consider that you might like to modify them.
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 Assignment 11.3 “Other competences”
Insert now the other competences and do not forget to click on “Save”

11. Action Points
You have made a list of general competences and you have filled in 8 competences. During this option you have noticed that you like to improve some matters.

The question is now: how to?

With the section “Action Points” you will define some Action Points to improve your self. This can be related to school, but it is not necessary.
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 Question 12.a

Notify now some points where you like to improve your self. Please look again  at your general skills (in your CV) and your comptences. 
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 Assignment 12.1 A school related Action Point
Click on “My Portfolio” and  sequently at “Action Points”. You will receive a message that you do not have any action points. Click on “click here” to add action points to your Portfolio.
You can now see how to ad dan action point to your Portfolio. First you have to choose a slogan to start your action point with. You can choose for example: “I am going to improve………”. In the next box you describe wich subject you like to improve. For example: “homework”. If you have done that you have to define a starting date and and an ending date to indicate the period in wchich you like to work on it. It is not meant to strat on this action point today!

Finally you can describe the reason why you have chosen for this action point/ In the case of this example: “I am going to improve my attitude towards my homework because………”
During the period of staring- and ending date it is important that you check the last box. At this point you describe your progress of your action.
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 Question 12.b

The last assignment concerned placing Action Points in your Portfolio. Describe herunder how you like to start with this matter the coming period.  Do ask your teacher for advise.
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 Assignment 12.2 A non-school-related  Action Point
Please fill in an other Action Point, that has nothing to do with school. For example: 

“I am going to practice more with soccer”

“I will pay more attention to my friends”
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 Question 12.c

Please mind how to perform this second Action Point the next period. Do ask your teacher for feedback.
Bedenk ook voor je tweede actiepunt hoe je aan dit actiepunt gaat werken 
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Hint!

Please avoid filling in Action Points and never take action on them and never think about them again. Try to work on it regularly. 
To support you, it might be important to insert some text in the box: “How far did I get?” 
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 Cooperation Assignment II

Please print your Action Points and exchange your Action Points with another classmate. Give your classmate some feedback 
· Are his/her Action Points seriously proposed?
· Would you have chosen another timeframe?

· Can your classmate work with this matter?
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 Assignment  12.3 Send a message to your teacher
In one of the previous chapters you have learned how to send a message to yourt teacher. Just send your teacher a message with the following content:

· You finished chapter 12 of tghe Task Book

· You placed 2 Action Points in your Portfolio
12. Career perspective
Since you participate Secondary Education you are supposed to think about your career Perspective. What this means will be explained in this chapter.
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 Question 13.a

Please check the meaning of “Career Perspective”. Use a dictionary or The Internet to learn about this matter.

[image: image88.png]


 Question 13.b
Why could it be useful to think about your Career Perspective?
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 Assignment 13.1 Working on your Career Perspective
Click on “My Portfolio” and further on “Career”
When you are following a preparatory secondary vocational education, you must select the button “Career PSVE”, when you follow a preparatory secondary scientific education you must select the button “Career PSSE”
Further you have to indicate your  sector and department. If you might not know this exactly, please check your ID-card. You will find there the education you selected. Do not forget to press “Save” when you are finished
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Hint!

If you find it difficult to fill in some parts of your Career Perspective, please use the search option to view other PortFolios and check what other classmates filled in. Please do not copy work from others! Put your own opnion and use your own words!
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 Assignment  13.2 Vocational Education 
With the education you are following now, you can go to the next Vocational Education departments. Please find out the following:
· Which departments can I choose with my present education?

· Which courses do I like to choose after the education I follow now?

· Why are these courses so attractive?

Toe research this matter you might use the following options:

· The dean of your school
· The sites of your possible next schools

· Getting information by phone (prepare your questions before you make the call)
· Request folders and/or leaflets with information about those schools 

· Surfing on the Internet at www.google.com or other.
Put your findings about the schools in the appropriate place in the section “Career Perspective” of your Portfolio.
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 Assignment 13.3 Professions
With the education you are following now and you like to continue at the Vocational Education you can practise a number of professions. Please find out the following:
· Which porofessions can I choose with my present and future education

· Which courses are attractive for me?  
· Why are these courses so attractive for me?

Use eventually the list of search options of assignment 13.2

Put your findings in the section “Career Perspectives” of your Portfolio.
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 Assignment 13.3 Me after 10 years
Finally fill in how you observe yourself after 10 years. Who would you like to be over 10 years? Do not think only about your profession but also about personal matters.

(For example I hope to possess an own barbershop, I hope to have a happy life, in about 10 years I like tob e a carpenter)
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 Assignment 13.4 Observe your Career Perspective
After you have saved all correctly, you click on the button “Career”

In the right menu. You will see precisely how you described your Career Perspective.
It can happen that you like to modify an item. To modify an item you have to select “Change Page” in the right menu.
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 Cooperation Assignment III
In this chapter you collected a lot of usefull information about professions.
You will now make an essay about professions in groups of 3 persons. Try to arrange the group so,  that 2 persons made the same choice for  a profession a you did.
· Choose 1 profession with your group

· Make an essay or PowerPoint presentation about this profession with the following items:

· The needed education for this profession

· The timeschedules of this profession

· The career possibilities of this profession

· The other connected professions if you practize this profession

· Hol dan interview with some persons who practize this profession

· Use the Internet

· Make pictures or collect them through the Net (Google > pictures)

· Use your pc to make this essay and presentation
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Hint!

Did you made a nice essay? Later in this book you will learn how to upload your complete presentation to your Portfolio!
13. Job Skills
The first part of Job Skills looks pretty much the same as the section Competences. Skills however are rather different. At the competence section you described more general skills. Now however you have to describe skills, you will notice and experience during your internship.  Skills you have to exercise with thouroughly.
At this stage it is very important to make a connection with your holidayjob, your regularly sideline or your internship.
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 Assignmentt 14.1 Your first Job Skills
Click on the button “My Portfolio” en further on the button “Job Skills”. You will now receive  a message that you did not add “job skills” yet.
Click now on: “click here to add your job skills”

You will observe now the same screen as you saw at the competences section. You are now asked to describe the job skills in your own words.
Sequently you can give 2 examples to describe how you work on these job skills. Ginally you give yourself a degree. Please add your first 3 job skills.
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 Cooperation Assignment IV
Arrange a group of 3 persons in your class. Show your results to each other in the group. Discuss the following items in your group:
· Are the job skills added seriously?

· Are the description and the examples relevant?

· Are the degrees added by your classmate correct?

If you have read the job skills of one member of your group, you start with the next one from your grouip. You continue this till you have read all.
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 Question 14.a

Why could it be useful to hand over information to others, like your teacher or someone of the next school you will follow?
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 Assignment14.3 “Other Job Skills”
Just add the other Job Skills, do not forget to press “Save” when you are finished.
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 Assignment 14.4 View your Job Skills
After you have saved all correctly, you select the button “Job Skills” in the right menu. You will now see how your Job Skills are presented.
It might be that you like to adapt some items. To modify these items you have to click “Change Page” in the right menu.
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 Assignement 14.5 Sending a message to your tutor
Now you are about to send a message to your teacher again, to inform him how far you are. Click on “Account” and further on “Messages”.
Please send a message to your tutor indicating following:

· You have finished chapter 14 of the Task Book3

· You have completed the section Career Perspective and Job Skills
14. Grant access to others
As you might know, it is only possible to modify your Portfolio if you are logged in.

To enter your Portfolio you need a username and a password. If you are not logged in, you can not view other Portfoilios.
It could be that you like to show your Portfolio to your parents, other familymembers, friend or other relatives.
In such a case you can put yourselves behind a pc and you can log in easily. It is only possible to view your Portfolio if you are there yourself.!
You can however make it more easy: it is possible to grant access to someone to view your Portfolio. The one you grant acces scan view your Portfolio anytime he likes to. It is however ofcoarse impossible for that person to change anything in your Portfolio. 
In this chapter you will learn how to grant access to someone to view your Portfolio.
[image: image103.png]


 Assignment 15.1 Grant access someone to your Portfolio
Klik op Account en vervolgens op Toegang verlenen. Lees vervolgens de dik gedrukte tekst (de uitleg).

Na de uitleg zie je jouw gebruikers-id staan. Dit nummer is een uniek nummer dat bij jouw portfolio hoort. Niemand anders heeft dus dat nummer.

Vul nu de naam in van degene die je toegang wilt verlenen tot jouw portfolio. 

Vul vervolgens de toegangscode in. Met de toegangscode kan degene die jij toegang wilt verlenen straks zichzelf aanmelden. Je mag zelf kiezen wat je hier invult.
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Tip!

Zorg ervoor dat je zeker weet dat je geen spelfouten gemaakt hebt in de door jou gekozen toegangscode. Anders kan degene die jij toegang wilt verlenen zichzelf straks niet aanmelden!

Schrijf nu jouw gebruikers-id en de toegangscode op een apart blaadje. Dit blaadje geef je vervolgens aan degene die jij toegang wilt verlenen tot jouw portfolio.

Vergeet niet om uit te leggen hoe hij/zij zichzelf nu kan aanmelden.

(Dit kan hij/zij doen door op de knop Portfolio bekijken te klikken bovenin het scherm. Deze knop is alleen zichtbaar wanneer je afgemeld bent.)

15. Feedback

In het vorige hoofdstuk heb je geleerd hoe je iemand toegang kan verlenen tot jouw portfolio.

Het is leuk om hem/haar te vragen om feedback of commentaar te geven op jouw portfolio. Geef  daarvoor deze opdracht aan degene die jij toegang gegeven hebt tot jouw portfolio. Noteer op deze opdracht jouw gebruikers-id en het wachtwoord dat je voor hem/haar bedacht hebt. Je vind deze opdracht achterin dit werkboek als bijlage.

Deze opdracht maak je dus niet zelf!

--------------------------------------------------------------------------------------------------------------


Gebruikers-ID: ………
Wachtwoord: ……………
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 Opdracht 16.1 Feedback invullen
Klik op Bekijk portfolio en voer de gebruikersid en de toegangscode in van degene van wie jij het portfolio mag bekijken.

Je ziet nu het complete portfolio in beeld. Met behulp van het rechtermenu kun je alle onderdelen van het portfolio bekijken. Bekijk kritisch alle onderdelen en bedenk wat je leuk vindt aan het portfolio, wat je anders zou doen, etc.

Klik vervolgens op feedback geven onderin het rechtermenu.

Je kunt nu kiezen uit een beginzin voor jouw feedback. Kies bijvoorbeeld: “Van jou heb ik geleerd dat”.

Vul vervolgens je feedback in het tekstvak “bericht”. Zorg ervoor dat je feedback aansluit op je beginzin.

Klik tenslotte op de knop Versturen.

--------------------------------------------------------------------------------------------------------------

Vanaf hier ga je zelf weer verder in je werkboek!
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 Vraag 16.a

Van wie zou je allemaal feedback willen krijgen? Schrijf hieronder de namen op van deze mensen. Zorg ervoor dat ze toegang krijgen tot jouw portfolio.


16. Mijn documenten

Voor dit hoofdstuk dien je over de optie van 5 MB webruimte te beschikken. Vraag aan je docent of je 5 MB webruimte hebt. Je kan dit ook zelf controleren door op Mijn documenten te klikken. Je ziet daar hoeveel MB ruimte je nog over hebt.


Helemaal in het begin van het document heb je de betekenis opgezocht van het woord portfolio. Waarschijnlijk heb je daar ook ontdekt dat in de modellenwereld en de wereld van de kunst het woord portfolio heel vaak voor komt.

Modellen hebben een eigen portfolio. Daarin plaatsen zij alle mooie foto’s van zichzelf. Ook kunstenaars hebben een eigen portfolio, waarin zij alle schilderijen plaatsen die zij gemaakt hebben.

Ook bedrijven hebben een portfolio van alle belangrijke of mooie werken die ze uitgevoerd hebben.

Een portfolio wordt dus vaak gezien als het verzameld werk van iemand waar hij/zij trots op is.

Nu heb jij al enorm veel in je portfolio staan, behalve je verzameld werk!

Daar gaan we in dit hoofdstuk was aan doen.
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 Opdracht 17.1 Documenten toevoegen
Klik op Mijn documenten. Kies een categorie waarin je het document dat je gaat toevoegen wilt plaatsen. Je kunt kiezen uit de volgende categorieën:

· Foto

· Document

· Spreadsheet

· Presentatie

· Iets anders

Klik vervolgens op Bladeren (Browse) en selecteer een bestand van je computer. Klik tenslotte op de knop Toevoegen.

Herhaal dit net zolang totdat alle documenten die je wilde toevoegen op je portfolio staan. Aan de rechterkant zie je hoeveel MB ruimte je nog over hebt.

17. Bewijzen

Je hebt net allemaal bestanden toegevoegd bij “Mijn documenten”. Deze bestanden staan nog niet op je portfolio!

Hoe je deze bestanden kan toevoegen op je portfolio leer je in dit hoofdstuk.
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 Opdracht 18.1 Bestanden toevoegen aan mijn bewijzen
Klik op Mijn portfolio en vervolgens op Bewijzen. Je krijgt  een melding in beeld dat je nog geen bewijzen toegevoegd hebt. Klik op Klik hier om je bewijzen in te voeren om de bewijzen toe te voegen aan je portfolio.

Klik vervolgens op Documenten toevoegen. Je ziet nu alle documenten in beeld die je bij het onderdeel “Mijn documenten”  eerder toegevoegd had. Achter deze documenten staat een knop “Toevoegen”.

Klik op Toevoegen om een van de documenten toe te voegen aan je bewijzen.

Je ziet nu dat de knop “Toevoegen”  verdwenen is achter het document wat je toegevoegd hebt. 

Voeg nu alle documenten toe die je bij je bewijzen wilt plaatsen.
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 Opdracht 18.2 Links toevoegen aan mijn bewijzen
Klik op de knop Link toevoegen. Je kan hier links maken naar alles wat op internet te vinden is. Dit kunnen bijvoorbeeld webpagina’s, foto’s of documenten zijn.

Voer een link in naar iets wat op internet staat en voor jou interessant is. Vul vervolgens een omschrijving in. Vergeet niet tenslotte op Toevoegen te klikken.
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Tip!

Zorg ervoor dat je jouw link altijd met http:// begint. Anders werkt de link niet goed!
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 Opdracht 18.3 Bekijk je bewijzen
Klik op de knop Overzicht. Je ziet nu al je bewijzen staan die je toegevoegd hebt. Klik vervolgens weer in het rechtermenu op Bewijzen. Je ziet nu hoe je bewijzen op je portfolio staan. 

Wil je later nog iets wijzigen aan je bewijzen, of nieuwe bewijzen toevoegen, klik dan op Pagina wijzigen.

18. Je portfolio uitprinten

In dit hoofdstuk leer je hoe je onderdelen van je portfolio kunt uitprinten.
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 Opdracht 19.1 Print je complete portfolio
Klik op  Mijn portfolio en vervolgens op Portfolio afdrukken. Kies voor de optie: “Complete portfolio” en klik vervolgens op de knop Verder. Je portfolio wordt nu geopend in Acrobat Reader.  Klik in Acrobat Reader op Bestand  en vervolgens op Afdrukken (CTRL+P). In het nieuw geopende printvenster klik je tot slot op OK.

Bij de Engelse versie vind je het printvenster met de knoppen File en Print.
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Tip!

Om je portfolio af te drukken heb je Acrobat Reader nodig. Je kunt dit downloaden op http://www.acrobat.com. 
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 Opdracht 19.2 Een onderdeel van je portfolio uitprinten
Het kan zijn dat je bijvoorbeeld alleen jouw competenties wilt uitprinten. Daarom is het ook mogelijk om een onderdeel van je portfolio uit te printen.

Klik daarom nogmaals op Portfolio afdrukken. Kies voor de optie: “Portfolio onderdelen”. Je kunt nu met vinkboxjes aangeven welke onderdelen je afgedrukt wilt hebben.
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 Vraag 19.a

Je hebt je portfolio nu ook op papier. Bedenk zelf 4 mensen aan wie je jouw portfolio zou willen laten zien. Schrijf hieronder hun namen op. Achter de namen kunnen ze opschrijven wat ze van jouw portfolio vinden.

	Naam
	Mijn mening over jouw portfolio

	…………………


	…………………………………………………………………………

	…………………


	…………………………………………………………………………

	…………………


	…………………………………………………………………………

	…………………


	…………………………………………………………………………


19. Bijlage A: Opdrachtformulieren 

--------------------------------------------------------------------------------------------------------------


Gebruikers-ID: ………
Wachtwoord: ……………
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 Opdracht Feedback invullen
Klik op Bekijk portfolio en voer de gebruikersid en de toegangscode in van degene van wie jij het portfolio mag bekijken.

Je ziet nu het complete portfolio in beeld. Met behulp van het rechtermenu kun je alle onderdelen van het portfolio bekijken. Bekijk kritisch alle onderdelen en bedenk wat je leuk vindt aan het portfolio, wat je anders zou doen, etc.

Klik vervolgens op feedback geven onderin het rechtermenu.

Je kunt nu kiezen uit een beginzin voor jouw feedback. Kies bijvoorbeeld: “Van jou heb ik geleerd dat”.

Vul vervolgens je feedback in het tekstvak “bericht”. Zorg ervoor dat je feedback aansluit op je beginzin.

Klik tenslotte op de knop Versturen.

--------------------------------------------------------------------------------------------------------------

Gebruikers-ID: ………
Wachtwoord: ……………
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 Opdracht Feedback invullen
Klik op Bekijk portfolio en voer de gebruikersid en de toegangscode in van degene van wie jij het portfolio mag bekijken.

Je ziet nu het complete portfolio in beeld. Met behulp van het rechtermenu kun je alle onderdelen van het portfolio bekijken. Bekijk kritisch alle onderdelen en bedenk wat je leuk vindt aan het portfolio, wat je anders zou doen, etc.

Klik vervolgens op feedback geven onderin het rechtermenu.

Je kunt nu kiezen uit een beginzin voor jouw feedback. Kies bijvoorbeeld: “Van jou heb ik geleerd dat”.

Vul vervolgens je feedback in het tekstvak “bericht”. Zorg ervoor dat je feedback aansluit op je beginzin.

Klik tenslotte op de knop Versturen.

--------------------------------------------------------------------------------------------------------------

--------------------------------------------------------------------------------------------------------------


Gebruikers-ID: ………
Wachtwoord: ……………
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 Opdracht Feedback invullen
Klik op Bekijk portfolio en voer de gebruikersid en de toegangscode in van degene van wie jij het portfolio mag bekijken.

Je ziet nu het complete portfolio in beeld. Met behulp van het rechtermenu kun je alle onderdelen van het portfolio bekijken. Bekijk kritisch alle onderdelen en bedenk wat je leuk vindt aan het portfolio, wat je anders zou doen, etc.

Klik vervolgens op feedback geven onderin het rechtermenu.

Je kunt nu kiezen uit een beginzin voor jouw feedback. Kies bijvoorbeeld: “Van jou heb ik geleerd dat”.

Vul vervolgens je feedback in het tekstvak “bericht”. Zorg ervoor dat je feedback aansluit op je beginzin.

Klik tenslotte op de knop Versturen.

--------------------------------------------------------------------------------------------------------------

Gebruikers-ID: ………
Wachtwoord: ……………
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 Opdracht Feedback invullen
Klik op Bekijk portfolio en voer de gebruikersid en de toegangscode in van degene van wie jij het portfolio mag bekijken.

Je ziet nu het complete portfolio in beeld. Met behulp van het rechtermenu kun je alle onderdelen van het portfolio bekijken. Bekijk kritisch alle onderdelen en bedenk wat je leuk vindt aan het portfolio, wat je anders zou doen, etc.

Klik vervolgens op feedback geven onderin het rechtermenu.

Je kunt nu kiezen uit een beginzin voor jouw feedback. Kies bijvoorbeeld: “Van jou heb ik geleerd dat”.

Vul vervolgens je feedback in het tekstvak “bericht”. Zorg ervoor dat je feedback aansluit op je beginzin.

Klik tenslotte op de knop Versturen.

--------------------------------------------------------------------------------------------------------------
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Preparation:





Gather your certificates including the dates of issue. Think about your hobby, the sport you practice and all other proves of which you are proud to have them.





Preparation:





In this chapter you are going to input all information about yourself. If you might not knoe exactly your nationality or native language, you could ask it home.





Voorbereiding:





Zoek thuis van te voren op welke documenten je allemaal toe wilt voegen aan je portfolio. Dit kan variëren van een word document of een powerpoint presentatie tot een leuke foto.





Je hebt tijdens dit werkboek leren werken met het online portfolio.


Wij hopen dat je met plezier met dit werkboek gewerkt hebt en nog veel plezier aan je eigen portfolio zult beleven. 





Natuurlijk is je portfolio nog niet af. Zorg ervoor dat je jouw portfolio goed bijhoudt. Je kan trots op je zelf zijn met zo een mooi portfolio!!





Het online portfolio team
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