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 Accounts passwords 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MY WORK should be selected on the left hand side. 
 
You should see the word “Create” in gray in the menu bar 

 
Click “CREATE” 
Under 1. “Choose a Folder”  
Select Minnesota State University Moorhead – Portfolio 

 
Under 2. “Choose a Template” – Capstone Portfolio 
 
Under 3. Enter Title and Description simply enter your name. 
 
Click “Create Document 


