
Creating an ePortfolio 2016
Glow Blogs provide one way to tackle ePortfolios/profiling. A Glow Blog ePortfolio is a 
blog with the ePortfolio plugin activated. Prior to November 2015 ePortfolios in Glow 
were developed using one of the special ePortfolio themes. These now cannot be 
selected in the theme picker.  We recommend that these are no longer used and 
ePortfolio blogs are converted to use different themes and the plugin. (Instructions 
for this are in a separate helpsheet.) The old themes will continue to work on blogs 
they are already applied to for now but should be converted during 2016.

An ePortfolio blog consists of a series of posts. The plugin adds a new way of 
organizing called Profile Tags to these posts.  The profile tags help to create a 
profile from the posts.

Profiles are created, edited and published from the Profiles section of the 
Dashboard. The process is greatly simplified from the earlier theme based profiles.
Profiles can be viewed on the blog, printed and saved to PDF.

An ePortfolio can use any theme, which can be customized by pupils. This 
customisation will not be reflected in the profile, pdf or printed profile.

Before you start
There are a few factors to consider before beginning to set up ePortfolios with a 
school or class.

1. Privacy and Permissions

 As pupils set up their e-Portfolio blogs they may want to change the privacy settings. 

 Glow blogs can be set to have three different privacy settings:

 Private, this is the default for newly created blogs, can only be accessed by users 
 who have been added to the blog. 

 Glow only, these blogs can only be viewed by authenticated (logged on) glow users. 
 This means they can be accessed by anyone who has the link to the blog and 
 who can log onto Glow.

 Public, these blogs are open for anyone with an internet connection to view.

 The advantage of setting the e-Portfolio as a Glow Only blog is that other teachers 
 and pupils can view the blog and profiles without having roles on the blog. 

2. Access to ePortfolios

 You will need to be able to store links to the pupil ePortfolios somewhere.
 There is a separate document suggesting how to do this



An ePortfolio is created using a Glow Blog. The blog creation in Glow blogs is changing. 
This document covers the new service from Nov 2015
Before you start you will need to ensure

• that you have somewhere set up for the pupils to store the links to their 
ePortfolios. Separate notes are available if you need assistance with this.

• that you have a list of the usernames of all the staff who wish to access a 
pupil’s ePortfolio (the school ASM can provide this) If you choose to make the 
ePortfolios Glow Only you will need just the class teachers Glow Username

Here I have an 
ePortfolio 
subsite.

There is a list 
of all the staff 
user IDs. 

There is a weblinks part for P6 to store the links to their ePortfolios

In the new blogs server the permissions on blogs & ePortfolios are changed. 
Administrator – somebody who has access to all the administration features within a single site.

Editor – somebody who can publish and manage posts including the posts of other users.

Author – somebody who can publish and manage their own posts.

Contributor – somebody who can write and manage their own posts but cannot publish them.

Subscriber – somebody who can only manage their profile.

The roles of Administrator and Author are the most commonly used roles.

Note: in the ‘old Glow’ environment user roles were set in the Glow group the blog or ePortfolio 
belonged to. This mapped roles from Glow to Wordpress, the contributor role mapped to author. This 
can lead to confusion, if you make users contributors in Wordpress they will not be able to publish the 
posts that they create



Create a Blog/ePortfolio
To create a blog you log 
onto Glow and click on the 
blogs tile. 
You will go to the blog 
home page for your Local 
Authority.
Click on Create a Blog

Starting a blog
After clicking Create a 
Blog you will be taken 
to a page that lists the 
blogs you are already a 
member of and has 
fields to create a new 
blog.

.

Name your blog
Be aware that the 
fields for this are 
firstly the blog URL 
(web address) and 
secondly the Title of 
the blog. You can 
change the Title in the 
dashboard of your blog 
at any time.



Your blog needs to have a unique name. Add the pupil’s Glow username in both fields.

Make sure the site name 
contains no capital letters or 
spaces or punctuation 

At Site type choose ePortfolio 
from the drop down list

Click Create Site

Your blog will be created
The next page will let you 
know the blog has been 
created and give you links to 
the blog itself and the 
dashboard.
Remember that your newly created blog will be private and the only person that will 
be able to view it will be yourself unless you change the privacy settings.  Click 
Dashboard

Configuring your ePortfolio
 When you first go to the Dashboard it can look daunting. 
1. If the pupils want to change their theme 

in the sidebar click on Appearance 

and then Themes and activate any 

theme they wish. The theme will have no 

effect on the final profile. 



2. In the sidebar click on Posts 

and then All Posts

3. There is a post called Hello World. 

Move the mouse 

over the words ‘Hello World’ and 

click Trash below it.

4. In the sidebar click on Pages and then 

All pages. 

There is a Page called Sample Page. Move 

the mouse over the words ‘ S a m p l e 

Page’ and click Trash below 

it.

5. Click on Users in the Sidebar

You should see the pupil showing as the Administrator of the ePortfolio 



You now want the pupil to add members of staff in the school as administrators of 

the pupil’s ePortfolio. At this point you may want to add in all the staff or if you have 

chosen to make the ePortfolio Glow Only then you may wish to only add in the class 

teacher or a member of the guidance team.

6. In the sidebar Click on Add Users

If you are adding in all staff then at this point you will want the pupil to go to where 

you have stored the list of staff user names or e-mail addresses and copy the list.

If you are only adding in one member of staff then at this point you will  want the 

pupils to type in the User ID of that member of staff. 

In my case want to add all  staff so I am going to click on the tab for RM Unify 

Launchpad to take me back to the screen of Glow tiles. 

I am then going to click on the tile for O365 school site and then on the link to my 

ePortfolios subsite.

In my subsite I have a list of all 

the staff usernames.

Highlight all the names and copy.

Do not close this tab as you will 

return here later

Go back to the Dashboard 

tab

7. Paste in the list of staff user names or e-mail addresses into the box.

8. Chose a Role. Most likely you will want to choose Administrator.

9. Click Add Users



10.If you click on Users and then All Users you will see who now 

has access to the pupil ’s 

ePortfolio

You can view information about the users and change or remove 

their role on the blog.

Users that have been added who have not visited and logged into the blogs are 

added as pending. Glow users will have their account on the blogs service created 

when they visit the blog home page for North Lanarkshire after clicking the blogs 

tile in RM Unify or by logging on by clicking site admin on a blog or visiting a page 

on an ePortfolio.

11.If you wish to make the pupil ’s 

ePortfolio 

Glow Only then Click on Settings in the 

Sidebar and then on Reading 

12.On the Reading Settings page at 

Blog Visibility click on the button 

beside Glow Only

13.Then click the blue Save Changes 

button



14.Click on your Glow user 

name in the top left 

h a n d s i d e o f t h e 

screen to go and view 

your ePortfolio.

It should look like 

this. 

You may now want to copy the address of your ePortfolio so staff can find it.

15.Click in the address bar at the top of the screen.

16.Copy the address. It will look something like this.

You are now going to paste this link into a list of weblinks so teachers can access the 
ePortfolio. The location will 
depend on where pupil ePortfolio 
links are stored.
In my case I am going to click 
back on the tab for ePortfolios Home. 

17.In the weblinks part for the class click on +New Link



18.Make sure you remove http from the top box

19.In the top box paste in the 

address for your ePortfolio

20.In the Description box type 

in their name. 

21.Then click Save.

You have now successfully 
created an ePortfolio.
There are separate notes for 
adding to an ePortfolio


