HOW TO VIEW PORTFOLIOS IN POSTGRADUATE APPLICATIONS
	What have we asked postgraduate applicants to do?
	We have asked postgraduate (PG) applicants to send us their portfolios in the following descending order of preference:
· Use a “Sharing” Website.  We urge PG applicants to use a “sharing” website when sending us a portfolio of their work.  A sharing web site is one where applicants can upload their (large) portfolios to the web site (for free) and then provide us with a link to their web-based portfolio file.  We recommend they use the sharing web application called “Dropbox”, although others (for example, Microsoft’s “Skydrive”) are acceptable.
· Email Option.   If it is not possible for applicants to use a sharing web site then they should indicate this in their application form.  Applicant screeners would then email them asking the applicants to reply by emailing their portfolio to us. 
· CD Option.  Applicants can send us a portfolio by CD, but they are asked to do so only if they cannot send the portfolio by other electronic means. 
Portfolio Format.  The portfolio should consist of only one file, in pdf format.  We do not accept portfolios on paper.

This note shows staff how to access the on-line portfolio


	Why have we asked them to do this?
	· There is currently no electronic means to upload portfolios into EUCLID as the upload limit is 2MB. The size of portfolios is typically 25MB upwards
· We can accept emailed portfolios and CDs and will copy them to folders on a shared drive so school and college can access them. Nevertheless, CDs can get lost or damaged in the post.
· Paper portfolios suffer from the same problem as do CDs

· The use of Dropbox or similar allows instant access to all who need to view the portfolio

	

	Step 1:  Open the candidate’s EUCLID application to access the shared website link
	· Applicants will have completed the various sections of the PG application.  We have asked applicants offering portfolios to paste the web link from their “sharing “website portfolio file into the first line of the application section called “Relevant Knowledge/Training Skills” 
· For an example, see the “test”  application (s1042261) for an MFA in Fashion starting in 2012


	Step 2:  Download the Portfolio from Dropbox to your PC

	· Copy the web link to a browser and select.
· The portfolio will download to your PC

	Step 3:  (only if essential) Save the portfolio

	· The portfolio does not need to be saved as it can be accessed repeatedly as required
· Nevertheless,  once on your PC the portfolio can be saved onto the university network



	What happened if the applicant provides a portfolio by email or by CD instead?
	· We are working with the ECA IT specialists to create a drive that can be shared between the college and the school
· The use of sharing websites (Dropbox preferred) is advertised to applicants as the approved method of sending us portfolios
· However, if college or school receives a portfolio by email or CD instead then it can be imported into a file on the (soon to be)  shared drive (more detail TBN)
· The portfolio file in the shared drive must have a name which starts with the surname,  followed by the applicant’s UUN in brackets (eg Smith (s1234567))



	Where do I record my portfolio assessment?
	· Please record your portfolio assessment in the applicant’s EUCLID record using your standard criteria


