
ABOUT ME 

 

 

Fields within the profile area include: 

 First Name and Last Name: These fields are locked for editing according to AUB settings for 

Mahara 

 Introduction: You may wish to write a brief introduction about yourself. The information you 

enter here will be search-able by other users 

 

 

 

 

 

 

 



PROFILE PICTURES 

 

 

Your icons must be between 16x16 and 1024x1024pixels in size. 

Click on the Browse button to navigate to your picture then click Open. You can enter a title or name 

of your picture if you wish. Once you have selected your picture click Upload. If you have more than 

one icon loaded you can choose which picture to make your default. Your default image will appear 

on your Profile page 

 

 

 

 

 

 

 

 

 

 



FILES 

 

1. You may select the target folder before uploading or move the file after you have uploaded 

it. You can also create a new folder. 

2. Click Choose File and select your file for uploading. It will upload automatically. 

3. After uploading you may amend the file name and other fields by clicking the edit button 

next to the file name. 

a. Name – This field is required, do not leave it blank. 

b. Description – You may choose to give your file a description. 

c. Tags - You can add tags to Artefacts and Views you create within Mahara. 

To upload an audio or video file for embedding 

4. Flowplayer only allows .mp3, .mp4 and .flv files for embedding in a view. 

5. Flowplayer only accepts file extensions with lower-case letters. Changing the file extension 

to lower-case in Mahara does not help. 

To upload a zip file and unzip to Mahara 

6. Upload the zip file as above – files supported include zip,  tar.gz and .tar.bz2 

7. The file will appear in the file list with the Unzip link beside it. 

8. Click on the Unzip link 

9. A list of the files, Folders and Space Required is shown 

10. Select the Unzip button 

11. All the files and folders will be created and copied into the users My Files area on Mahara. 

 

 



REFLECTIONS 

 

1. All journal entries you make are private to you until you put them into a page. Thus, the 

publishing of a journal / journal entry is a three-step process: 

a.  You write your entry and save it. 

b. In a page, you choose either the block for making the entire journal visible or just one 

post from a journal. 

c.  You give those who shall see that page access to it. 

 

2. When you are ready to post your journal entry: 

a. In your journal, click on New Entry. 

b.  Provide a title for your journal entry. 

c.  You must also write something in the Body. The visual editor helps you format your 

journal entry. 

d. Add tags to your entry to find it more easily later on. You can choose from tags that you 

have already used and / or enter new ones. Separate each tag with a comma. You may 

also choose tags from the ones that you have created previously. 

e.  Add an attachment or more to your journal entry, e.g. pdf files associated with it or 

images. You can add files either from your files area or upload new ones directly onto 

your journal entry. 

f. Mark your entry as draft if you have not yet finished it. This is especially helpful if you 

have published your journal in a page, but do not want anybody to read this particular 

entry (yet). It is always visible to you, but not others. 

g. Allow comments if you want to receive them on the journal entry. 

h.  Save your entry 



RESUME 

 

Introduction tab in My Résumé includes: 

a. Cover Letter: Use this space to introduce yourself or provide supplementary information 

related to the purpose and audience with whom you are sharing your résumé 

b. Personal information: These optional fields allow you to include additional information 

about yourself. 

c. Education &Employment tab includes Education History and Employment History. 

d. Achievements tab includes Certifications, Accreditations and Awards, Books and 

publications and Professional Memberships. To add details to any of these sections, click on 

Add to expand to an area in which to add your details. After each entry remember to click 

Save. Entries display in reverse chronological order. 

e. Goals: The Goals tab is divided into Personal, Academic and Careers sections. Using the 

HTML editor within each box you can provide information relating to your goals so that you 

may add them to a Eportfolio Pages. 

f. Skills: The Skills tab is also divided into Personal, Academic and Work sections. Using the 

HTML editor within each box you can provide information relating to your skills so that you 

may add them to a Eportfolio Pages. 

g. Interests: Here you can detail personal and/or professional interests. When adding 

information to any of these fields, remember to click Save. 

 

 

 



PLANS 

 

Create a new plan 

a. Go to Content -> Plans. 

b.  Click the Create new plan button. 

c.  Give your plan a title. 

d.  Give your plan a description. It is visible when you select a plan for inclusion into a portfolio 

page. 

e. Click Save plan. 

Now you can add individual tasks to your plan. 

 

There are several ways to add a task to a plan: 

a. Click on Add task right after you saved your plan. 

b. Click on Content -> Plans -> the title of the plan -> New task. 

c. Click on Content -> Plans -> the Manage tasks button manage -> New task. 



 

Once you are in the New task screen, you can create your new task: 

a.  Enter a title for your task. 

b. Provide a completion date. This is compulsory and allows for tasks to be marked overdue. 

c. You can provide more detailed information about the task in the Description field. 

d.  If you have already completed the task, you can tick the checkbox. 

e. Click Save task. 

f.  Add more tasks or come back to them later. 

NOTE 

Notes are bits and pieces of text that you can re-use from one portfolio page in another. 

 

View your notes 

Though you cannot create notes directly from this page, you can edit your notes and their content 

will be changed wherever that note is used. 

a. The Note column contains the titles of the notes where they appear for the first time.  

b. The Contained in column lists all the pages in which this text box is used.  

c.  Click the Edit button to make changes to the note. Beware that any changes you make here 

are made to all instances of the note.  

d. Click the Delete button to permanently delete the note. This action cannot be undone and 

all instances of the note are deleted from portfolio pages. 

 

 

 

 

 

 



PAGES 

A page contains a selection of artefacts which you arrange and present to others. These may include: 

a. selected files 

b. résumé details 

c.  text (your added commentary, instructions or orientation) 

d.  journal posts 

e.  video and audio files 

f. RSS feed to an external blog 

g. Etc. 

You can re-use the artefacts that you collected under Content in as many pages as you wish. 

 

A. Overview page 

On the landing page of the portfolio, you can do the following: 

1. Create a new page. 

2.  Copy a page from your portfolio or from another user. 

3. Search your portfolio pages. 

4. Edit your dashboard page. 

5. Edit your profile page. 

6. Edit or delete your portfolio pages. 

 

B. Create a new page 

You create a new page in your portfolio when you want to display artefacts together, e.g. for 

presenting it to others, for showing your progress in a project etc. 

a. On the Pages page, click the Create Page button. You are taken to the page editor. 

b. Decide what type of artefact you wish to display in your page. 

c. Choose the desired artefact block and drag it into the content editor area. 



d. Follow the on-screen instructions for selecting the content you wish to display and click the 

Save button. 

e. Choose further artefact blocks and configure them. 

f.  Cick on the tab Edit Title and Description to give your page a title, description, and tags. 

g. Click the Save button to return to the page editor. 

h. Click the tab Edit Layout to change the layout for your page from the standard 3 columns to 

2 columns or another choice. 

i. Click the Save button to return to the editor. 

j. Click the Done button at the bottom of the page to finish editing this page. You are taken 

back to the overview page 

 

The individual elements in the screenshot are the following: 

1. Title of the portfolio. 

2. Author of the portfolio page. 

3. Description of the page. 

4. The Edit this page button is only visible to the portfolio author. 

5. The artefacts that have been placed in the page. 

6.  Feedback area at the bottom of each page displays comments from users. 

7. Place feeback button can be used by yourself and others to leave comments on the page. 

8. If a page contains offensive artefacts, users can report that to the administrator. 

9. Print button to print the page. 

10. The Add page to watchlist allows you be informed when changes are made to the page. 

 

 



C. Edit a page 

You can edit an existing page in two ways: 

1. Click on the Edit button edit when you are on the Pages overview page. 

2. Click on the Edit this page button when you are on the actual page 

 

D. View a page 

You can view a page to check what it looks like when somebody else sees it. Go to the Pages 

overview page and click on the title of a page. 

At the bottom of any page (except the profile page) that you have access to you can perform a 

number of actions. 

 

1. Place feedback for the page or artefact author. 

2.  Report objectionable content to the administrators, e.g. when content on the page does not 

comply with the terms and conditions of the page, is offensive etc. 

3. Print the page. 

4. Add the page to your watchlist and receive notifications when the content of the page 

changes. 

5. View the number of comments that have been left on the page. 

 

E. Give others access to your page 

Please refer topic SHARE below. 

 

 

 

 

 

 

 

 

 



BLOCKS 

A. Artefact chooser  

All different types of artefacts as well as blocks that pull in external content into a portfolio page are 

accessible via the artefact chooser. 

 

 External content: contains blocks to place RSS feeds, external media or GoogleApps 

documents etc. into a page 

 Files, images and video: holds blocks for Mahara files that can be displayed as links, in 

folders, or in the case of images and videos directly in the page 

 General: artefacts that are of a general nature 

 Journals: various artefact blocks which allow you to place journals / journal entries into a 

page 

 Profile: choose profile information to display in a block 

 Résumé: display your entire résumé or only parts of it 

 

 

 

 

 

 

 

 

 

 

 

 

 



COLLECTIONS 

A collection is a set of pages that are linked to one another and have the same access permissions. 

You can create as many collections as you like, but a page cannot appear in more than one 

collection. 

A. Add a collection 

You add a collection under Portfolio -> Collections. 

 

 

1. Click the New Collection button. 

2. On the next screen, provide a title for your collection. 

3. Optionally, you can also write a short description about your collection. You do not have a 

visual editor, but just a plain text box. 

4.  Choose whether you wish to display a tabbed navigation or not. If you choose not to, you will 

have to include the navigation block so that you can go from one page to the next. 

5. Click the Next: Edit Collection pages button. 

 

 

 

 

 



B. Edit collection pages 

In the next step after you have created your collection, you choose which portfolio pages you wish 

to include in this collection. You see all the pages that you can use potentially. If you had already 

placed a page into another collection, it is not an option here. 

 

1. Put a check mark next to each page that you wish to include in your collection. 

2. Click the Add pages button to add the pages to your collection. 

3. Click the Done button to finish this step. 

 

C. Manage collection pages 

Once you have added your pages to your collection. You can move them around or remove them 

after click edit button at collection page. 

 

1. Use the move up and move down buttons to arrange your pages in a different order. 

2.  Click the Remove button to take a page out of a collection. The page itself is not deleted. 

3. Click the Save button. 

You can add more pages to a collection from the Add pages to collection box. 

 

 



 

D. Manage your collections 

On the overview page of the collections, you can: 

1. Create a new collection by clicking on the New Collection button. 

2. Click on the collection title to go to the first page of a collection. 

3. Click on any title of a page within a collection to jump directly to it. 

4. Click on the Manage button manage to move pages within a collection, add to or delete pages 

from a collection. 

5. Click on the Edit button edit to change the title and description of a collection. 

6.  Click on the Delete button delete to delete the collection. The pages will still exist. 

 

 

E. Give others access to your collection 

Please refer topic SHARE below. 

 

 

 

 

 



SHARE 

When you have created portfolio pages (and collections), you may wish to share them with others, 

e.g. to receive feedback. You can set the access permissions on the Edit access page. It is accessible 

via Portfolio -> Share or directly from the page editor when you edit a portfolio page. 

The Share overview page shows you the following: 

1. Your collections and pages sorted alphabetically. 

2. The list of users and or groups who have access to a particular collection or page. 

3. The Edit Access button which allows you to change the permission of who can view a page or 

collection. 

4. The Secret URL edit button  which allows you to set up one or more secret URLs for a page or 

collection. The number of secret URLs that you have generated is displayed next to the button. 

 

A.  Edit access for users with an account 

The Edit Access page allows you to set the permissions for a single user or multiple users for if and 

when they should be able to view your portfolio pages or collections. 

You can assign access to a single page or collection at a time or to multiple pages and / or collection 

at once. 



 

You have a number of choices of selecting who shall be able to see what: 

1. Choose the collection or collections for which you want to give access. If you made a 

mistake in your selection, either take the checkmark off or select All or None to check or 

clear all respectively. 

2. Choose the page or pages for which you want to give access. If you made a mistake in your 

selection, either take the checkmark off or select All or None to check or clear all 

respectively. 

3. Public: anybody online who knows the URL(s) can see your selection of pages / collections. 

4. Logged-in users: all users who have an account on the Mahara instance you are using can 

view your selection of pages / collections. 

5. Friends: all your friends on Mahara can view your selection of pages / collections. 

6. All my groups: every member in the groups to whom you belong can view your selection of 

pages / collections. 

7. A particular group: all members of that group can view your selection of pages / collections. 

8. If none of the above choices are what you are looking for, you can search for specific users 

or groups. Make your selection. 

9. Type the name of the user or the name of the group you search for. A partial name is often 

best. 

10. Add the user or group. You can click on the name of the user or group to verify that it is the 

correct one. 

 



B. Restrict access based on time 

In addition to controlling who shall have access to your pages / collections, you can further restrict 

that access for a specific period of time. 

 

1.  Each user or group of people can receive their own time restrictions that are independent 

of other access groups. You can specify a start date. 

2. You can also specify an end date. 

3. You can click the Remove button to completely take a user group off your access list. 

 

C. Choose advanced options 

You can choose a number of additional options which are applied to all pages and / or collections 

that are selected. 

 

1. Allow comments: This check box is selected by default to encourage you to allow others to 

comment on your pages. 

2. Moderate comments: If you wish to see any comment before it is made public, i.e. can be see 

by others who have access to the page on which the comment is made, place a check mark 

here. 

3. Allow copying: Place a check mark in this box if you want to allow the users who can view your 

page to make a copy of it for themselves. Any text box content, files and folders will be 

transferred to their portfolio. For journals you decide whether they can copy them or not. 

Profile information, plans and résumé information are not copied. 

4.  Overriding Start / stop dates: Here you set the time frame for when all users who have access 

to your page / collection can view your page. The dates here override any individual dates you 

may have set. 



D. Edit access for users with no account 

Besides giving users who have a login or the entire public access to your portfolio, you can also give 

users who do not have an account on Eportfolio access to your portfolio pages and / or collections 

without making your work publicly available and searchable by search engines. This can be 

interesting, e.g. 

 when you create a portfolio for a job application and the prospective employer does not 

have a login and cannot get one. 

 when you want to share your portfolio with your parents and also get feedback from 

them. 

  when an external assessor shall evaluate your work. 

You can create a secret URL the following way when you are on the share overview page and click on 

the Edit button: 

1.  Click the Add button to generate a new secret URL. 

2. You can now copy this URL and put it into an email to send to somebody. 

3. You can click on the Edit button edit to add a time restriction for access to your page / portfolio 

via this URL and then click the Save button. 

4. Click on the Delete button remove if you do not want to use this secret URL anymore. 

5. Click on the Add button to generate another secret URL for this page to which you can assign 

different time restrictions. 

 


