BBC Key Skills
Portfolio Activity

How to put together your Student Profile

This is your step-by-step guide to putting together your student profile. Once you’ve completed it, you should place it at the front of your portfolio folder.

1. Create a document in Word.  
2. Save the document as yournameProfile.doc. 
3. Type your name, Key Skills group and student number in the header.  View|Header & Footer.

4. Type your e-mail address in the footer.  

5. Insert a suitable clipart image of your choice obtained from the web. Insert|Picture|ClipArt|Clips Online.  Right-align this image.  

6. Insert the scanned photo of yourself.  Insert|Picture|From File|Insert.
7. Copy and complete the 3 tables below:

Subjects working on this year:

	Subject
	Qualification
	Length of course

	
	
	

	
	
	

	
	
	


Qualifications achieved:

	Subject
	Qualification

	
	

	
	

	
	

	
	

	
	


Other Points of Interest

	

	

	


8. Place a border around the page: Format|Borders and Shading|Page Border| Select Art choice / Width / & Apply to whole document. 

9. Save and email this document as an attachment to your Key Skills’ teacher.  

10. Print the document off and file in the front of your Key Skills folder.  
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