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What are some guidelines I should follow when choosing artifacts?

Now you’re ready to start gathering artifacts that demonstrate your various skills.  You can use almost any artifact that you have created or have permission to use, as long as you make the artifact applicable.  For all of the artifacts within your portfolio be sure to:

· Ask permission from each group member to display their work if you plan on using any work that you created as part of a group.

· Delete and integrate all negative comments from professors or other evaluators (make sure that each sample represents your best work).

· Use your analysis to highlight the positive feedback from your evaluators.  For example, if your evaluator commented about your word choice within a section, highlight that section in your portfolio and create an analysis explaining why your word choice was strong.

· Shorten any lengthy example.  Use a section of a paper instead of the entire 25-page document.  Your audience will appreciate your conciseness and will pay more attention to the details you direct them to in your analysis.

· Pay attention to confidential or personal information.  Remember, online portfolios are online; anyone who has access to the Internet has the potential to view your portfolio.  Limit the amount of personal information (yours or anyone else’s) you show anywhere in your portfolio.

· Tailor each sample to your portfolio’s audience and purpose.

· Remember that your audience may not have access to all of the programs your samples are created in such as Visio, PhotoShop, InDesign, etc.  Create PDFs or .gifs whenever possible.  If you would like your audience to use a certain program when viewing your portfolio, mention it in your analysis.  

· If for whatever reason you are unable to make a PDF or image, remember that some software (such as Visio) allows people without the software to view files made in that software by downloading and installing a viewer.  If necessary, supply a link to the web page where your audience can download the appropriate viewer.  


