Expert database : 
how to update your portfolio
1. Access your portfolio
Once your registration as an expert is validated (you will receive an email informing you about it) you should first « login » and then click on the link Portfolio that will appear on top right corner of the window (below your username and the link allowing you to modify your profile). 
2. Edit your portfolio
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To edit your portfolio click on [image: image21.png]%
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3. Complete your portfolio

The editor will open and you’ll be able to fill in a text or to modify the page according to your wishes.

The easiest way to proceed is to prepare your document in Word and copy-paste it in the editor (see the button [image: image3.png]


).
Please do not delete the mandatory fields required in your registration form
a) Upload documents and pictures that you would like to link to your portfolio
To upload documents (such as your CV, your papers etc.) on the Partnership website, please click on [image: image4.png]


. 

To upload picture(s) click on [image: image5.png]



In both case, the following windows open
[image: image6.png]3 http://www.youth-partnership. net - Image gallery - Microsoft Internet Explorer.

(/youth-partnership/experts/cschniteler/cschniteler_gallery/)

$

[Title

| @ Internet
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Select the file you want to upload from your computer using the browse button.
Click on « open » then twice on « continue » and finish. You may then close the dialogue window.
b) Insert link(s) to uploaded documents
If you want to create a link to an uploaded document select the part of the text where you would like the link to appear and click on the button [image: image9.png]| B HEEsowe| 0 [ %EA ¢ 2REE DO =@l aaGas
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The following window appears 
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Another windows appears. Select the uploaded file you want to create the link to (documents are stored in the folder youth-partnership/experts/yourname /yourname_documents and photos in youth-partnership/experts/yourname /yourname_gallery). Close this new window (click on the red cross) and click OK.
If you want to remove an uploaded file contact youth-partnership@coe.int 
c) Insert pictures on your presentation page

To insert a picture on your presentation page, first upload it (as described in 4a).
Then click on the button [image: image12.png]Ele Edt View Favortes Toos Help
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. The following window appears
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Here you can choose if you want to place you picture on the left or the right side of the page.

Then Click on « Image gallery ». Select your picture and press OK.
d) Create links to other websites
To create link(s) to other website(s) select the part of the text where you would like the link to appear and click on the button [image: image14.png]Fle Edt View Favortes Took Help
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The following window appear 
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Fill in the field URL and click OK.
If you want to remove the link . go on the link you want to delete, use the right button of your mouse and select “remove link”
4. Save and publish your portfolio

To publish your portfolio and make it available online click on the button 
To preview your page you can click on the button [image: image16.png]



Once you’re finished you can save your page and quit the program using the button [image: image17.png]



If you want to save your modifications without closing the editor click on [image: image18.png]



To quit without saving your changes click on the button [image: image19.png]












