HOW TO SEND US YOUR PORTFOLIO  
	What do we ask you to do?
	· Use a “Sharing” Website.  We urge postgraduate (PG) applicants to use a “sharing” web site when sending us a portfolio of their work.  A sharing web site is one where you can upload your portfolio to the web site (for free) and then provide us with a link to your web-based portfolio file.  We recommend you use the sharing web application called “Dropbox”.  Others (for example, Microsoft’s “Skydrive” ) are acceptable.
· Email Option.   If it is not possible for you to use a sharing web site then please indicate this in your application form. We will then email you asking you to reply by emailing your portfolio to us.   
· CD Option.  You can send us a portfolio by CD, but please do so only if you cannot send the portfolio by other electronic means.

· Portfolio Format.  Your portfolio should consist of only one file, in pdf format.  We do not accept portfolios on paper.

	How to use a “Sharing” web site
	This note shows you how to do this, using “Dropbox”  as the example

· Firstly upload your portfolio to your sharing web site (eg “Dropbox”) 
· Then insert into your on-line PG application form a web link to your portfolio file

 (Dropbox permits up to 2GB of data storage to be securely stored for free without time limit)

	

	Step 1:  Start completing your on-line PG application form 
	· Start applying as advised on the university web site:  Applying for PG Study
· The application form is divided into pages and sections.  In the page called “Programme” there is a section called “Relevant Knowledge/Training Skills”
· Stop on this section temporarily…………..  until you have downloaded a link to your portfolio as described in Steps 2 and 3 below

	Step 2:  Create your own “sharing” (for example Dropbox ) Account
	· Dropbox features are described at http://www.dropbox.com/features
· Unless you already have one, create your “Dropbox” account by downloading the Dropbox installer onto your PC from http://www.dropbox.com/
· This creates a folder on your PC in "My Documents" (or anywhere else you want to place it) called "Dropbox”

	Step 3:  Upload your portfolio to your “sharing” (for example Dropbox) Account
	· The Dropbox folder includes a “Public” sub-folder, into which you should copy your Portfolio
· Right-click on your Dropbox portfolio file and select “Dropbox” from the menu
· From the new menu select “copy public link”  
· You will now have the link to your portfolio ready to be copied to your postgraduate application form

	Step 4:  Download the portfolio link to your on-line postgraduate application form


	· Return to your on-line PG application form (Step 1), at the page called “Programme” and the section called “Relevant Knowledge/Training Skills”
· On the first line of this section insert the text “My portfolio is in my sharing web site account, and the link is shown here”
· On the next line, copy the link you created at the end of Step 3
· On the following lines add additional text, if you wish, concerning your relevant knowledge or training skills

	Step 5:  Check that your sharing-site link works
	· Select the link you have just pasted into your PG application form and check that you can download your portfolio from your sharing web site to your own computer using the link

	Step 6:  Complete your PG application form 
	· Complete your PG application form then submit it on line 

	…. And lastly


	· Please do not remove your portfolio from your sharing web site account,  or move it,  for 6 months


