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Introduction to Mahara 

Overview 

Established in 2006, Mahara is the result of a collaborative venture funded by New 
Zealand's Tertiary Education Commission's e-learning Collaborative Development 
Fund (eCDF), involving Massey University, Auckland University of Technology, The 
Open Polytechnic of New Zealand, Victoria University of Wellington and development 
partners Catalyst IT Limited. 
 
Mahara is a fully featured electronic portfolio, weblog, résumé builder and social 
networking system, connecting users and creating online communities. Mahara is 
designed to provide users with the tools to create a personal and professional 
learning and development environment. 
 
Meaning `think' or `thought' in Te Reo Maori, the name reflects the project 
collaborator's dedication to creating a user-centered lifelong learning and 
development application as well as the belief that technology solutions cannot be 
developed outside the considerations of pedagogy and policy. 
 
Mahara is provided freely as Open Source software (under the GNU Public License). 
In brief, this means that you are allowed to copy, use and modify Mahara provided 
you agree to: 

• provide the source code to others 
• not modify or remove the original license and copyrights, and  
• apply this same license to any derivative work. 

 
For more information on Mahara please see http://www.mahara.org. 
 

What makes Mahara different from other ePortfolio systems is that you control which 
items and what information within your portfolio other users see.  Such items and 
information are termed Artefacts. 
 
In order to facilitate this access control, all Artefacts you wish to show to other users 
need to be bundled up and placed into one area.  Within Mahara this compilation of 
selected Artefacts is called a View. 
 
You can have as many Views as you like, each with a different collection of Artefacts, 
and intended purpose and audience.  Your audience, or the people you wish to give 
access to your View, can be added as individuals or as a member of a Group or 
Community. 
 
For example, you could create a View for your friends and family that includes your 
personal blog and your holiday photos, another View for your tutor which includes 
your assessments and reflective learning journal and a third View with that includes 
your résumé and your best pieces of work for potential employers or a scholarship 
application.  You are free to choose! 
 
 
 



Definitions 

This framework may be represented by the following diagram: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
From the above you can see that Artefacts 1 through 5 have all been associated with 
one or more of the Views available.  Then Groups 1 and 2 and Community 1 and 2 
have been given access to a different mix of Views. 
 

 
ePortfolio - An electronic portfolio is an online collection of reflections and digital 
Artefacts that students and staff can use to demonstrate their development over time 
to various audiences.  
 
My Portfolio – My Portfolio is a site powered by Mahara that up until June 2007 
allows only those students participating in the Tertiary Education Commission’s 
ePortfolio Project, to create and maintain an ePortfolio as part of their learning 
experience. 
 
Artefacts – Artefacts are items and information that ePortfolio users can create both 
within and outside of their portfolio. Within Mahara Artefacts include images, 
documents, blogs, personal information and résumé information 
 
View – Within Mahara a View is collection of any number Artefacts that exist within a 
user’s portfolio 
 
Groups – Within Mahara Groups are an ad hoc collection of users created, 
maintained and added to a View by an ePortfolio owner.  They are similar to 
distribution lists within email software.  Groups are simply a quick way of giving 
access to selected Views to a number of users at once. 
 
Communities  - Within Mahara Communities are a reusable collection of users who 
may be added to the Community area via a number of different joining mechanisms.  
Down the development track, these Community areas will support interaction and 
collaboration between members.  Like Groups, they can be used to give access to 
selected Views to a number of users at once. 
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Contextual Help 

Site Pages 

Minimum Technology Requirements 

You will find Contextual Help available throughout Mahara.  Clicking on (  ) icons 
will open up a dialogue box containing help on the area you are currently working 
within.  Clicking on (  ) again will close the dialogue box.  Contextual Help is 
designed to help guide you through Mahara so please use this feature as much as 
you require. 
 
In addition, the information bar (seen directly under the main navigation menu) will 
alert you to actions performed on the site or any errors you need to be aware of.  You 
can close any information bar notifications by clicking on the X at the far right of the 
screen. 

The text you see on the ‘core’ site pages of Mahara is determined by whether you 
are logged in or out of the site. For example which home page welcome message 
and Main Menu items you see depends on your logged in status. 
 
It is important that you review the Terms and Conditions and Privacy Statement 
before you start using Mahara.  
 
If you require any assistance, please use the Contact Us form. 

 
Mahara requires a minimum web browser of Internet Explorer 6.0 or higher, Firefox 
1.5 or higher, Safari 2 or higher, Opera 9 or higher or any other browser compatible 
with these standards.   
 
You can determine the version of your browser software by selecting About via the 
Help menu. 

You must also have cookies enabled on your browser in order to use a Mahara site.If 
an ePortfolio account will not be created on your behalf by an institution associated 
with this site, you will need to complete the Registration process.  Click on Register 
within the Login box and fill out the form provided.   
 
Username 
Your username may include alphanumeric characters, full stops and @ symbols. 
Your username must be between 3 and 30 characters long.  Usernames are not case 
sensitive. 
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Password 
Your password must be at least six characters long and contain at least one digit and 
two letters.  Your password may not be the same as your username and is case 
sensitive.   
 
For security reasons, please do not disclose your password to any user other than a 
Site Administrator. 
 
Once you have submitted the registration form, an email will immediately be sent to 
your email address.  This email will contain a link which once followed, will confirm 
your account and log you into the system.   
 
You will then be provided an opportunity to upload a profile picture and prompted to 
complete any profile fields that the Site Administrator has set as mandatory.  The 
account activation link is valid for 24 hours only.  After this time you will need to 
submit your registration form again.  
 
If you do not receive an email confirmation message after registration, please ensure 
the registration message has not been caught by your email junk filter.  Please 
contact the Site Administrator if you have any problems registering. 
 

  
Your login details will be the username and password you entered during registration 
or as assigned by your institution or Site Administrator.  Where relevant, you will also 
need to select the institution with which you are associated.   
 
If you have been assigned a username and password by the Site Administrator or 
your institution, the first time you login you will be provided an opportunity to upload a 
profile picture and prompted to complete any mandatory profile fields. 
 
For your security, you will be automatically logged out of the system after a certain 
period of inactivity on the site, as set by the Site Administrator. 
 
 
 
 
 
If you have forgotten your password you can request a password reset.  After 
submitting your primary email address in the prompt box, you will be emailed an 
activation code link.  Following this link will confirm your reset request and allow you 
to change your password. 
 
If you receive a password change email that you have not requested, please ignore 
the email and advise the Site Administrator immediately. 
 
 
 
 

Logging In 
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My Profile 
 
Your Profile area stores your contact and personal information.  Each of the fields 
within your Profile are Artefacts and therefore may be added to a View.  You may 
enter in as little or as much information as you like in the optional Profile fields.   
 
You may find that some fields within your Profile area cannot be edited.  For user 
identification reasons these fields have been locked by the Site Administrator. 
 
Please consider your personal security before releasing contact information on a 
publicly available View. 
 
Fields within the Profile area include: 
 
Preferred Name 
If you do not wish for your full name to be displayed to other users on the site, you 
can set yourself a Preferred Name.  Your Preferred Name may be anything you like 
and replaces your full name display to all users except Site Administrators and Staff. 
 
Introduction 
You may wish to write in a brief Introduction of yourself. This might include your area 
of study, your interests and hobbies, how you are using your ePortfolio etc. 
 
Email address 
Although the email address given during registration is your primary contact address, 
you may have several email addresses listed on the site and use any validated 
address as a contact address within a View.   
 
Add new addresses using the Add Email button.  Once you have saved your Profile a 
message will be sent to the new email address.  This message will contain a link 
which once followed, will confirm your email address is valid.  This confirmation email 
is valid for 24 hours only.  After this time you will need to repeat the Add Email 
process. 
 
Official Website Address 
Use the Official Website Address field for your work or organisation’s website or blog 
address. 
 
Blog Address 
If you have a personal blog hosted external to this site, you may wish to list it within 
your Profile. 

 
Occupation  
Where relevant you may wish to give your current job or Occupation. 

 
Industry  
Where relevant you may wish to list which Industry you work in, for example 
Education, Information Technology, Business and Administration etc. 
 
If you have entered in any information, please ensure you Save Changes before you 
leave the page. 
 



Profile Icons 
 
 
 
 
The Profile Icons area allows you to upload images to use within your Profile and 
Views. Your Icons may be a picture of you or an avatar image of your choice.   
You may have up to 5 icons loaded to your Profiles Icons area at once.  This allows 
you to use different pictures within Views. 
 
Images you upload need to be between 100x100 and 300x300 pixels and will 
automatically be resized to the site default..   
 
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. 
 
You can remove any of your images by selecting the corresponding tick box and 
clicking Delete. 
 

 
While your account is the record of your registration on the site, the My Account area 
is where you configure how you use the site and how the system will contact you with 
important information and notifications. 
 
Your account will automatically expire after a period of time as specified by your Site 
Administrator.  You will be sent a system generated message warning you of your 
upcoming account expiry.  This message will also contain information regarding 
saving your portfolio. 
 
In addition, a Site Administrator may suspend your account while any alleged breach 
of the Terms and Conditions listed on the site is being investigated.  You will be 

My Account 



notified of an account suspension when you attempt to log on.  Please contact the 
Site Administrator if you have any questions. 
 
 
 
 
  
Change Password 
To change your login password, enter your Current Password then what you would 
like as your new password in the New and Confirm Password boxes. 
 
Your password must be at least six characters long and contain at least one digit and 
two letters.  Your password may not be the same as your username and is case 
sensitive.   
 
Friends Control 
Use Friends Control to choose whether other users on the site may add you to their 
Friends list.  If you are added to someone’s Friends list they are automatically added 
to your list.  When you remove someone from your Friends list you are also removed 
from their list.   
 
Your Friends Control options are: 
 

Nobody may add me as a friend 
No user on the site may add you to their Friends list. 
 
New friends require my authorisation 
People must request your authorisation in order to add you to their Friends 
list.  Once you have approved a request they will be added as a Friend. 
 
New friends are automatically authorised 
Anyone may add you to their Friends list at any time 

 
HTML Editor 
An HTML editor (also known a WYSIWYG editor) is available for use on some 
sections of the site.  The HTML editor allows you to easily apply formatting to text 
you’ve entered.  If the editor is turned off you will be able to enter in plain text only. 

 
Please note that the HTML editor may appear and work slightly differently in certain 
browsers. 

 
Messages from other users 
Use this setting to choose which users of the site you are happy to receive messages 
from.  Depending on your settings within your Activity Preferences you can receive 
these messages via an individual email, a daily email digest or via an activity 
notification. 

 
Note that these contact restrictions do not apply to Site Administrators or Staff 
members. 

 
Language 
Depending on the site settings and availability of translation packages, you may be 
able customise the language in which your menu items and contextual help appear. 
 

Preferences 



 
 
 
 
The Recent Activity area lists activity or events that apply to you, that have taken 
place within the system.  
 
You can specify how you receive notifications of each kind of activity via your Activity 
Preferences area.   Click on the subject heading of an activity notification to read a 
summary of the message.  Click on More... at the bottom of the summary for further 
information or action. 
 

 
Once you have reviewed a message you may choose to mark it as read so that it no 
longer appears in your new messages notification: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Clicking the unread messages link on your messages notification will take you to your 
Recent Activity area. 
 

Recent Activity 



Read notifications will automatically expire and be removed from your Recent  
Activity after 60 days. 
 
The different Activity Types include: 

 
System messages 
Includes messages automatically generated by the system or sent to you by one of 
the Site Administrators. 
 
Messages from other users 
Includes message sent to you directly from other users of the site. 
 
Feedback 
Notification of any Feedback received on a View or Artefact within your ePortfolio.  
Comments received on any Blogs you have available will also be listed as Feedback. 
 
Watchlist 
Notification of activity on any Artefact, View or Community you are monitoring via 
your Watchlist. 
 
New Views 
Notification that you have been given access to another user’s new View either as an 
individual or as a member of a Group or Community.  You are not notified when a 
publicly available View is created. 

 
New Views Access 
Notification that you have been given access to another user’s existing View either as 
an individual or as a member of a Group or Community.  You are not notified when a 
publicly available View is created. 

 
 
 
 
 
The Activity Preferences area allows you to choose how you wish to receive 
notifications of Recent Activity for each Activity Type (see Recent Activity above) 
 
Notification Types include:  

 
Activity Log 
A record of notifications received are displayed within your Recent Activity area. 
 
Email 
An individual email is sent to your primary email address as the activity occurs.  
 
Email digest 
A single daily email is sent to your primary email address containing all events that 
have taken place in the last 24 hours. 

 
When notifications are sent via either of the email options the activity notifications will 
still be recorded in your Recent Activity as they happen, however they will 
automatically be Marked as Read. 
 

Activity Preferences 



Read notifications will automatically expire and be removed from your Recent Activity 
after 60 days. 

 
 
 
 
Your Watchlist displays a list of those Artefacts, Views and Communities that you 
have access to, and have elected to monitor for changes and updates by using the 
‘Add to Watchlist’ option when these items are on screen. 
 
Within your Watchlist you can search on a specific user’s Artefacts, Views and/or 
Communities that you are currently monitoring. 
 
Items highlighted with an asterisk  ‘ * ’  indicate that any items associated with that 
View or Artefact are also being monitored.  For example if you are monitoring a View, 
the items, or children, would be any Artefacts within that View.  If you are monitoring 
an Artefact, the children would be any Artefact that is linked to that first top level 
Artefact (such as a Blog and a Blog post or a Folder and a File).   
 
You can stop receiving Watchlist notifications on an item at any stage by activating 
the corresponding tick box and clicking Stop Monitoring.  You can also Select All 
items currently displayed and click on Stop Monitoring to remove them all from your 
Watchlist. 

Your Contacts area provides you with the tools to manage social interactions and 
create connections with other people within the site. 
 
The Groups and Communities you create here can be assigned access to one or 
more of your Views. 
 
 
 
 
 
Your Friends area displays a list of those users who have been flagged as your 
Friend within the site, and any of their Views to which you have been assigned 
access.   
 
The dropdown menu allows you to move between your existing Friends list any 
Friendship Requests you have pending. 
 

My Watchlist 

My Contacts 
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To add someone to your Friends list you will need to view their profile – either via a 
View, Community or Search result.  Depending on their Friendship Control settings 
you may be automatically accepted as their Friend or you may need to send a 
Friendship request.  If you do not see an Add to Friends option, the user most likely 
set their account preferences to not allow new friends to be added to their list. 
 
When sending a Friendship Request you can choose to send with the request, a 
short message introducing yourself.  This is important to include when you have set 
yourself a Preferred Name. 

 
 
 
 
 
 
 
 
 
 
 

When you add someone to your Friends list by accepting their request, you are 
automatically added to their list.  When you remove someone from your Friends list 
or decline a Friendship Request, you are also removed from their list.  If you remove 
someone from your Friends list they will automatically be notified of this change. 
 
A user can resubmit their Friendship Request to you, even if you have previously 
rejected it. 
 
 
 



 
 
 
Communities, like Groups, are a collection of users, but they are created at the site 
level rather than within an individual’s ePortfolio.   
 
Your Communities page lists those Communities of which you are an approved 
member. 
 
You can leave a Community at any stage provided it isn’t a Controlled Membership 
Community created by a Site Administrator, by using the Delete tool. 
 
Depending on the membership option selected by the Community Owner you can 
usually join a new Community via a Communities main page.   
 
There are four different community join types: 
 
Open Membership 
If a Community has open membership you can become a member simply by 
searching for the Community and clicking the Join button. 
 
Invite Only 
If a Community has invite only membership you can only become a member if the 
Community owner has sent you an invitation to join. 
 
Request Only 
If a Community has request only membership you can become a member by 
searching for the Community and submitting a request to join.  The Community 
owner may then Accept or Decline this request.   
 
Controlled Membership (available to Site Administrators and Staff only) 
Controlled Membership is only available to Site Administrators and Staff who may to 
add and remove people from a Community directly.  Controlled Membership is 
designed to be used for a course-based Community where the membership is 
defined by an external system (such as an institution’s enrolment system) and the 
Staff user wishes replicate that membership in the Community. 
 
A Community page may be accessed via a Community Search.  
 
You can assign any Community you are a member or owner of, access rights to any 
of your Views.  When you assign a Community access to a View, all members of that 
Community will also be given access. 
 
You can view a Community’s main page by clicking on its name.  Viewing a 
Community will give you a list of other members of this Community and links to any 
Views that this Community has access to. 

My Communities 



 
 
 
 
Your Owned Communities area lists those Communities that you have created and 
any Pending Membership Requests. 

 
Use the Edit Community area to change a Community’s settings including Name, 
Description and Membership Mode and Delete to completely remove your 
Community from the system 
 

Depending on which membership mode you have selected for your Communities, 
Pending Memberships Requests will also be listed here.  You will be notified of new 
requests via Recent Activity.  When you Accept or Decline a membership request, 
the user will be notified of your decision. 
 
You may create any number of Communities for virtually any purpose, however every 
Community must have a unique name within the system.  Click on the Add New 
Community button to setup a new Community. 
 
In addition to giving your Community a unique Name and optional Description, when 
you create a new Community you can choose from a number of membership options 
which determine how other users may join your Community: 
 
Open Membership 
Setting your Community membership to Open Membership mode will allow any user 
of the site to become a member simply by visiting your Community page and clicking 
the Join button. 
 
Request Membership 
Setting your Community membership mode to Request Membership means that any 
user can request to join your Community, however as owner you can choose to 
Accept or Decline this request.  The requesting member will be automatically notified 
of your decision. 
 
 
 

My Owned Communities 



Invite Only 
Setting your Community membership mode to Invite Only means that only users that 
you have sent an invite to may join your Community. To send an invitation to 
someone, Search for the required user(s) and open their public profile page.  This will 
give you a list of your Invite Only Communities and an Invite button for selection. 
 
Controlled Membership  
Controlled Membership is only available to Site Administrators and Staff who may 
add and remove people from a Community directly.  This is designed to be used for a 
course-based Community where the membership is defined by an external system 
(such as an institution’s enrolment system) and the Staff user wishes replicate that 
membership in the Community. 
 
For privacy reasons unless you are a Site Administrator or Staff user you will only  
see a Community member’s Preferred Name listed. 

 
You can assign any Community you are a member or owner of, access rights to any 
of your Views.  When you assign a Community access to a View, all members of that 
Community will also be given access. 
 
You can view your Community’s main page by clicking on its name.  Viewing the 
Community main page will allow you to see a list of members of this Community, any 
Pending Membership Requests and links to any Views that this Community has 
access to.    
 
Use the Members dropdown menu to generate the required information and assign 
appropriate access rights. 
 

 

Groups allow you to create a personal collection of users from the site.  You can 
assign a Group and its members access to any number of your Views.  Creating 
Groups allows you to quickly assign View access to specific users. 
 

My Groups 



Membership Count displays the number of individual users that are currently 
members of this Group.  
 
You can add or remove members from a Group or change its Name or Description at 
any stage using the Edit button.  You may also remove a Group from your listing by 
selecting Delete.  

Use the Add New Group button to create a new collection of users.  When creating  
a new Group in addition to fields for a unique Name and optional Description, you will 
need to select Group members. 
 
Select potential Group members from the list on the left and using the arrow buttons 
add them to the Group box on the right.  You can Search for specific users or use 
Ctrl click or Shift click to highlight multiple users at once. 
 
Members of a Group do not see the name or details of any other member and are not 
aware that they have been assigned to a Group within your ePortfolio. 
 

   
Your Files area is a repository for Folders and Files to use within your portfolio.  Both 
Folders and Files are considered Artefacts and both may be added to a View. 
 
You may create any number of Folders and Sub-Folders.  To view which Sub- 
Folders and Files sit within a Folder, click on the Folder name .  Click on a File name 
to open the document or image.  Use the Home link to return to the top level folder 
directory. 
 

My Files 



 
If you upload a File that is of an identified image type, it will be flagged as such and 
additional display options will apply to it within a View.  
 
You can use the Edit option to change a Folder or File Name or Description or the 
Delete option to remove individual files or Folders that are empty of Files or Sub-
Folders. 
 
The number of Files you may upload into your Files area is dependent on your set 
file storage limit which is displayed in the Quota box on the right of the screen.  
 
For security reasons your Site Administrator may restrict some file (MIME) types from 
being uploaded to the system.  
 
You will find that some Folders are automatically created by the system such as 
‘blogfiles’.  This Folder includes Files that are uploaded via a Blog posting.  Deleting 
a File here will remove it from your Blog posting. 

 
 

 
 

 
Use the Upload File option to add an allowed file type to your repository.   When 
attempting to upload a file you will see the following fields: 
 
Copyright notice 
In order to upload any File to your repository, you must comply and agree to the 
Copyright notice by ticking the Copyright box. 
 
Name 
If you wish to use a title other than the file name you can assign a file a Name of your 
choice. 
 
Description 
You may choose to give your uploaded File a Description for your reference. 
 
Tags 
You can add Tags to Artefacts and Views you create within Mahara.  Tags allow you 
add descriptive labels to Artefacts and Views and create an index of Tag 
classifications. 
 

Upload File 



To associate multiple Tags to an Artefact or View, separate each Tag entry with a 
comma. For example – ‘Assessment, Semester 2, Management’. 
 
Clicking on Show my tags will generate a list of those Tags you have previously 
used within your portfolio and the number of times they have been entered.  Clicking 
on an existing Tag will add it to the Tag list for the Artefact or View you are currently 
creating or editing. 
 
Using Search My Portfolio you can find all of the Artefacts and Views you have 
associated with a particular Tag, thereby creating a filing system or index for your 
portfolio. 
 

 
Once you have filled in the required fields, click Upload to complete the add file 
process.  As the files you have selected are loaded into your file repository area, you 
will see an onscreen confirmation. 
 
If you attempt to upload a File with the same name as a document or image already 
stored within your repository, you will be given the option of overwriting the existing 
file, renaming the new file or cancelling the file upload process. 
 
If the File you attempt to upload is flagged as containing a virus it will not be 
accepted by the system.  You will be asked to run your File through a recent anti-
virus application before resubmitting.  If your File continues to be virus flagged and 
rejected by the system for no reason that you can see, you can request the Site 
Administrator remove the virus flag from your File and approve it for upload. 

 
If you repeatedly attempt to upload files that are flagged as containing virus content, 
the Site Administrator will be notified and your account may be suspended. 
 
 
 
 
 
Use the Create Folder option to add new Folders and Sub-Folders to your file 
repository area.  When you start to create a new Folder you will see the following 
fields: 
 
Name 
The name you wish to use to identify your Folder or Sub-Folder.  This may be 
changed at any time using the Edit button. 
  
Description 
You may choose to give your uploaded File a Description for your reference. The 
Folder Description may be changed at any time using the Edit button. 

Create Folder 



Tags 
You can add Tags to Artefacts and Views you create within Mahara.  Tags allow you 
add descriptive labels to Artefacts and Views and create an index of Tag 
classifications.  
 
To associate multiple Tags to an Artefact or View, separate each Tag entry with a 
comma. For example – ‘Assessment, Semester 2, Management’. 
 
Clicking on Show my tags will generate a list of those Tags you have previously 
used within your portfolio and the number of times they have been entered.  Clicking 
on an existing Tag will add it to the Tag list for the Artefact or View you are currently 
creating or editing. 
 

 
A web log or Blog is journal-like tool that allows you to record your thoughts and 
experiences.  You can allow other users to post comments on your Blog allowing you 
to create a dialogue with your readers. 
 
While a Blog itself is considered an Artefact, so are any individual Blog postings you 
create.  This means both Blogs and Blog posts may be added to a View. 
 
Your Blogs area lists of all of your current Blogs.  Click on the name of a Blog to view 
your existing postings, add a new posting or edit the Blog settings.  

 
 
 
 
 
Use Add Blog to create a new Blog.  Once you’ve created a Blog you can start 
submitting individual postings.  When creating a new Blog you will see the following 
fields and options: 
 

My Blogs 
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Title 
The Title or name of your Blog that will be displayed to users when viewed. 
 
Description 
Blog Description is an optional field you may use to describe the purpose or intended 
content of your Blog. 
 
Tags 
You can add Tags to Artefacts and Views you create within Mahara.  Tags allow you 
add descriptive labels to Artefacts and Views and create an index of Tag 
classifications. 
 
To associate multiple Tags to an Artefact or View, separate each Tag entry with a 
comma. For example – ‘Assessment, Semester 2, Management’. 
 
Clicking on Show my tags will generate a list of those Tags you have previously 
used within your portfolio and the number of times they have been entered.  Clicking 
on an existing Tag will add it to the Tag list for the Artefact or View you are currently 
creating or editing. 
 
Using Search My Portfolio you can find all of the Artefacts and Views you have 
associated with a particular Tag, thereby creating a filing system or index for your 
portfolio. 
 
Comments 
You can choose whether or not to allow other logged in users to submit Comments 
on postings on this Blog. 
  
Comment Notification 
You can choose whether you receive notification of new Comments submitted on 
your Blog.  How you receive Blog Comments Notification will be determined by your 
setting for Feedback messages within your Account and Activity Preferences. 
 
You can change any of the above settings on your Blog at any stage via the Settings 
button. 
 
 
 
  
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
Use Add Post to create a new Blog posting.  Once you’ve entered in content, you can 
either save the post as a Draft or Publish your posting.   
 
When creating a blog post, you will see the following fields and options: 
 
Title 
The Title or name of your Blog posting that will be displayed to users when viewed. 
 
Body 
Enter the content of your blog posting here.  You can format the text you enter using 
the HTML editor (unless disabled in your Account Preferences). 
 
Tags 
You can add Tags to Artefacts and Views you create within Mahara.  Tags allow you 
add descriptive labels to Artefacts and Views and create an index of Tag 
classifications. 
 
To associate multiple Tags to an Artefact or View, separate each Tag entry with a 
comma. For example – ‘Assessment, Semester 2, Management’. 
 
Clicking on Show my tags will generate a list of those Tags you have previously 
used within your portfolio and the number of times they have been entered.  Clicking 
on an existing Tag will add it to the Tag list for the Artefact or View you are currently 
creating or editing. 
 
Save as Draft 
If you would like to come back to your Blog posting at a later time to add to or modify 
it, you can wait to Publish it by saving it as a Draft. 

 
Save Post 
When you have completed your posting and you are happy to make it available to 
those people with access via a View, Save and Publish your posting.  
 
Cancel 
If you would like to discard your posting or changes to a draft posting you can Cancel 
and return to the previous page.  Please note that your content will not be saved. 
 

Add Post 



 
 
 
 
 
You may upload or attach any number of files to a Blog posting. Files added to a 
Blog posting are automatically stored within your file repository area in a folder called 
‘blogfiles’ and contribute to your file storage quota. 
 
When attempting to Upload a File you will see the following fields: 
 
Copyright notice 
In order to upload any file to your repository, you must comply and agree to the 
Copyright notice by ticking the Copyright box. 
 
Name 
If you wish to use a title other than the file name you can assign a file a Name of your 
choice. 
 
Description 
You may choose to give your uploaded file a Description for your reference. 
 
Tags 
Because Files added to a Blog posting are automatically stored within your file 
repository area you can also add Tags to these files.  Tags allow you add descriptive 
labels to Artefacts and Views and create an index of Tag classifications. 
 

Attaching Files 



To associate multiple Tags to an Artefact or View, separate each Tag entry with a 
comma. For example – ‘Assessment, Semester 2, Management’. 
 
Clicking on Show my tags will generate a list of those Tags you have previously 
used within your portfolio and the number of times they have been entered.  Clicking 
on an existing Tag will add it to the Tag list for the Artefact or View you are creating 
or editing.  
 
Once you have filled in the required fields, click Upload to complete the add file 
process.  As the files you have selected are loaded into your file repository area, you 
will see an onscreen confirmation.  
 
If you upload a file then Cancel the posting or close the Blogs area without saving, 
those files will also be removed from your file repository. 
 
You can also attach a file currently stored within your files area to your Blog posting.  
Click on Browse My Files to search your repository for the required file(s). 
 
Navigate through your Folders as required and click on Attach against the required 
file or image.  
 
You may Remove any files currently attached to a Blog posting at any time.  Note 
that if you delete a file from a saved Blog posting the file will not be removed from 
your Files area. 
 

 
 

 
 
If you attach an image to a Blog posting, you can use the Image button (  ) within 
the HTML editor to embed it into your post.  You will be able to select the size, 
alignment, border and horizontal and vertical space around the image using the fields 
provided.  

 
 

Embedding Images 



You can also embed an image as a link from another website.  You can either enter 
in the URL of the image or ‘drag and drop’ the image from the website into the HTML 
editor.  Please ensure you have appropriate copyright permission to use this image. 
 
For best results images should be no more than 400x400 pixels and have less than 5 
pixels of padding on each side. 
 
 
 
 
 
When viewing a Blog you will see your postings with Drafts listed first followed by 
Published posts, both in descending date order.  10 postings are listed per page and 
a list of any files that are attached to a post are displayed.  
 
You can Publish Draft postings from this screen as well as Edit or Delete both Draft 
and Published postings.  Deleting a Blog post with an attached file will not remove 
the file from your Files area. 
  
By publishing a Draft Blog posting you will make it available to users with access to it 
via a View. 
 

 
 
 
 
When reading another person’s Blog via a View, depending on how the author has 
set up their Blog, you may be able to submit Comments on their postings.  To 
Comment on another user’s Blog, open the applicable View, click on the Blog’s name 
or title and select the Place Feedback option at the bottom of the screen. 
 
You can submit Public or Private Blog Comments (Feedback).  Public Feedback may 
be seen by other users with access to the View.  Private Feedback may only be read 
by the View owner.  A View owner may choose to make your Public feedback 
Private, but cannot make your Private Feedback Public. 

View Blog 

Blog Comments 



 
The Résumé area allows you to build an online résumé or CV by adding as much or 
as little information as you wish, into the available fields.  Your Résumé area is 
divided into two sections – and area for entering general information and an area for 
entering in details of your experience and accomplishments. 
 
To open/collapse the fields within the general information section, click on the sub-
section name (e.g. Cover Letter, Interests etc). 
 
Remember to Save each entry you make within your Résumé sub-sections. 
 
 
 
 
 
The Cover Letter area allows you to create a message for those users reviewing your 
Résumé.  Using the HTML editor you can format the Cover Letter as required. 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The Interests sub-section allows to list your personal and/or professional interests.  
This might include your hobbies, sporting activities, volunteer work, areas of research 
and expertise etc.  Listing your Interests will help employers form a better picture of 
who you are and what you would bring to their organisation. 

My Résumé 

Cover Letter 

Interests 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Your Contact Information is taken directly and edited from where it is stored within 
your Profile.  To add to or update this Contact Information click on Edit Profile.  
Once you have entered in the required information, click on Edit My Résumé to 
return to your Résumé area.   
 
Note that you will need to Save any information you have entered in your Résumé 
area that you wish to keep, before exiting to your Profile. 

 
 
 
 
 
The following fields within the Personal Information area are all optional and allow 
you to include additional information about yourself within your Résumé. 

Contact Information 

Personal Information 



Date of Birth 
You can either enter in the required date using the below format or use the Calendar 
to select your Date of Birth 

 
Date Format: 
YYYY/MM/DD  
(Year/Month/Day) 
 
For example: 1978/06/02 
 

Calendar  
Click the <<    >> buttons to move through the year list or click and hold either 
of the <<    >> buttons to open a drop down menu of available years. 
  
Click the <   > buttons to cycle through the months or click and hold either of 
the buttons to open a drop down menu of all months 
 
You can also select Today to make the View available as soon as you have 
completed the setup wizard.  
Click on the time fields to move up through the hours and minutes or Shift-
click to move down through the hours and minutes.  Click and drag your 
mouse to move increase or decrease the time quickly. 

 
Place of Birth 
This fields allows you to include the Town, City and/or Country of your Place of Birth 
on your Résumé. 
 
Citizenship 
Where applicable you may choose to include your Citizenship or Residency 
information within your Résumé. 
 
Visa Status 
As employment laws vary between countries, you may wish to include your Working 
or Travelling Visa status within your Résumé, where relevant. 
 
Gender 
If you wish to specify your Gender within your Résumé, use the radio buttons to 
select Male or Female. 
 
Marital Status 
Where relevant, you may include your Martial Status (e.g. Married, Single, 
Separated) within your Résumé.  Again, please note like all Personal Information, 
this is an optional field and you are under no obligation to enter anything here. 
 
 
 
 
 
Use the Add button to insert an entry into your Employment History section.  This will 
allow you to create a record of your past work experience and employment.  Your 
Employment History entries will display reverse chronological order. 
 
When you Add an Employment History entry you will see the following fields: 
 
 

Employment History 



Start Date 
This is the date you began working in this position. You can either enter in the 
required date using the format YYYY/MM/DD (Year/Month/Day) or use the Calendar 
to select your Start Date. 

 
End Date  
The End Date is the day you stopped working in this position.  You can either enter in 
the required date using the format YYYY/MM/DD (Year/Month/Day) or use the 
Calendar to select your End Date. 
 
If you do not enter an End Date it will be assumed you are still working in this position 
and Current will be displayed in the End Date column. 
 
Employer 
This is the name of the individual, organisation or company that employed you in this 
role. 
 
Job Title 
Your Job Title is the name of the role or position you held with your Employer. 
 
Position Description 
The description of your work position is optional but allows you to elaborate on the 
responsibilities you held within this role and any other important information relating 
to your employment. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Save 
Ensure you Save your entry before exiting the Employment History section to retain 
this information. 
 
 
 



Cancel 
If you would like to discard your new entry use Cancel to close the Add Employment 
History form.  Please note that if you Cancel, your entry will not be saved. 
 
After saving your new Employment History entry you will see it displayed in tabular 
format within your Résumé area.  You can make adjustments to your entry by 
clicking on Edit.  Once you have made the required changes and have Saved, use 
Back to My Résumé to return to the main Résumé screen. 
 
You can remove any of your Employment History entries by clicking the 
corresponding Delete option.  
 
If you have provided a Position Description, your Employment History entry will 
display as a link, which when clicked will expand /collapse to show/hide your Position 
Description information. 
 

 
 
 
 
Use the Add button to insert an entry into your Education History section.  Your 
Education History entries will display reverse chronological order. 
 
When you Add an Education History entry you will see the following fields: 
 
Start Date 
This is the date you began studying at a particular Institute or organisation. You can 
either enter in the required date using the format YYYY/MM/DD (Year/Month/Day) or 
use the Calendar to select your Start Date. 

 
End Date  
The End Date is the day you stopped studying at this Institute.  You can either enter 
in the required date using the format YYYY/MM/DD (Year/Month/Day) or use the 
Calendar to select your End Date. 
 
If you do not enter an End Date it will be assumed you are still studying with the 
Institute and Current will be displayed in the End Date column. 
 
Institution 
This is the name of the Institute (e.g. School, College, University etc.) at which you 
were a student. 
 
Qualification Type 
The Qualification Type is the category of award you received or are studying 
towards, at the listed Institute. For example, Certificate, Diploma, Degree etc. 
 
 
 
 

Education History 



Qualification Name 
The Qualification Name is the title of the award you received or are studying towards, 
at the listed Institute. For example, Diploma in Business, Bachelor’s Degree in 
Science etc. 
 
Qualification Description 
The description of your Qualification is optional but allows you include important 
information relating to your Qualification such as a Major subject or a partial 
completion. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Save 
Ensure you Save your entry before exiting the Education History section to retain this 
information. 
 
Cancel 
If you would like to discard your new entry use Cancel to close the Add Education 
History form.  Please note that if you Cancel, your entry will not be saved. 
 
After saving your new Education History entry you will see it displayed in tabular 
format within your Résumé area.  You can make adjustments to your entry by 
clicking on Edit.  Once you have made the required changes and have Saved, use 
Back to My Résumé to return to the main Résumé screen. 
 
You can remove any of your Education History entries by clicking the corresponding 
Delete option.  
 
If you have provided a Qualification Description, your Education History entry will 
display as a link, which when clicked will expand /collapse to show/hide your 
Qualification Description information. 
 
 



 
 
 
 
Use the Add button to insert an entry into your Certifications, Accreditations and 
Awards section.  Your Certifications etc. entries will display reverse chronological 
order. 
 
When you Add a Certifications, Accreditations and Awards entry you will see the 
following fields: 
 
Date 
This is the date you received your Certification, Accreditation or Award.  You can 
either enter in the required date using the format YYYY/MM/DD (Year/Month/Day) or 
use the Calendar to select your Date. 

 
Title 
The Title is the name of the Certification, Accreditation or Award you received.  For 
example, Chartered Accountant, Registered Nurse, Advanced First Aid Certificate 
etc. 
 
Description 
The Description of your Certification, Accreditation or Award is optional but allows 
you include important information relating to your award such as the issuing body or 
duration for which it is current. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Save 
Ensure you Save your entry before exiting the Certifications, Accreditations and 
Awards section to retain this information. 
 
Cancel 
If you would like to discard your new entry use Cancel to close the Add 
Certifications, Accreditations and Awards form.  Please note that if you Cancel, your 
entry will not be saved. 
 

Certifications, Accreditations and Awards 



After saving your new Certifications, Accreditations and Awards entry you will see it 
displayed in tabular format within your Résumé area.  You can make adjustments to 
your entry by clicking on Edit.  Once you have made the required changes and have 
Saved, use Back to My Résumé to return to the main Résumé screen. 
 
You can remove any of your Certifications, Accreditations and Awards entries by 
clicking the corresponding Delete option.  
 
If you have provided a Description, your Certifications, Accreditations and Awards 
entry will display as a link, which when clicked will expand /collapse to show/hide 
your Description information. 
 
 
 
 
 
Use the Add button to insert an entry into your Books and Publications section.  Your 
Books and Publications entries will display reverse chronological order. 
 
When you Add a Books and Publications entry you will see the following fields: 
 
Date 
This is the date your Book or Publication was released.  You can either enter in the 
required date using the format YYYY/MM/DD (Year/Month/Day) or use the Calendar 
to select your Date. 

 
Title 
Title is the name of the Book or Publication you released.  For example, ‘Medicinal 
Uses of Taraxacum officinale’, ‘Beginner’s Guide to Project Management’ etc. 
 
Contribution 
The Contribution area allows to you specify your role or association with the Book or 
Publication. For example, Contributing Author, Instructional Designer, Illustrator etc. 
 
Description 
The Description for the Book or Publication is optional but allows you include 
important information relating to the Book or Publication or your contribution such as 
the journal in which your Publication was released, or the web address of your e-
book. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Books and Publications 



Save 
Ensure you Save your entry before exiting the Books and Publications section to 
retain this information. 
 
Cancel 
If you would like to discard your new entry use Cancel to close the Add Books and 
Publications form.  Please note that if you Cancel, your entry will not be saved. 
 
After saving your new Books and Publications entry you will see it displayed in 
tabular format within your Résumé area.  You can make adjustments to your entry by 
clicking on Edit.  Once you have made the required changes and have Saved, use 
Back to My Résumé to return to the main Résumé screen. 
 
You can remove any of your Books and Publications entries by clicking the 
corresponding Delete option.  
 
If you have provided a Description, your Books and Publications entry will display as 
a link, which when clicked will expand /collapse to show/hide your Description 
information. 
 
 
 
 
Use the Add button to insert an entry into your Professional Memberships section.  
Your Professional Memberships entries will display reverse chronological order. 
 
When you Add an Professional Memberships entry you will see the following fields: 
 
Start Date 
This is the date your Professional Membership began.  You can either enter in the 
required date using the format YYYY/MM/DD (Year/Month/Day) or use the Calendar 
to select your Start Date. 

 
End Date  
The End Date is the day your Professional Membership ended or expired.  You can 
either enter in the required date using the format YYYY/MM/DD (Year/Month/Day) or 
use the Calendar to select your End Date. 
 
If you do not enter an End Date it will be assumed your Professional Membership is 
still valid and Current will be displayed in the End Date column. 
 
Title 
Title is the name of your Professional Membership.  For example, Registered 
Member of the Massage Therapist’s Association, Master Builder etc. 
 
Description 
The Description for your Professional Membership is optional but allows you include 
important information such as a link to further information relating to the Professional 
Membership or the issuing body. 
 
Save 
Ensure you Save your entry before exiting the Professional Memberships section to 
retain this information. 
 
 

Professional Memberships 



Cancel 
If you would like to discard your new entry use Cancel to close the Add Professional 
Memberships form.  Please note that if you Cancel, your entry will not be saved. 
 
After saving your new Professional Membership entry you will see it displayed in 
tabular format within your Résumé area.  You can make adjustments to your entry by 
clicking on Edit.  Once you have made the required changes and have Saved, use 
Back to My Résumé to return to the main Résumé screen. 
 
You can remove any of your Professional Membership entries by clicking the 
corresponding Delete option.  
 
If you have provided a Description, your Professional Memberships entry will display 
as a link, which when clicked will expand /collapse to show/hide your Description 
information. 

 
 
 
 
 
Your Goals area is divided into Personal, Academic and Career sections.  Using the 
HTML editor within each box, you can provide information relating to your Goals so 
that you may add them to a View.  
 
Goals or Objectives are often provided within Résumés so that employers can 
understand how a particular role or organisation would suit your ambitions. 
 
You can also use the Academic Goals section to set desired achievements within 
your course or programme of study 
 
Once you have entered information into the Personal, Academic and/or Career Goals 
box(s), ensure you click Save so that your entries are retained. 
 

My Goals 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Your Skills area is 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 View.  Employers are particularly interested in what Skills 
you can bring to a role and organisation. 
 
You can also use the Skills section to display what attributes would bring to a 
collaborative community or working group. 
 
Once you have entered information into the Personal, Academic and/or Work Skills 
box(s), ensure you click Save so that your entries are retained. 
 
 

My Skills 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
A View is a collection of Artefacts from your ePortfolio, placed into a pre-formatted 
template.  As other people can only see your Artefacts when displayed in a View, you 
can assign access to any number of Groups, Communities and individuals as you 
wish.  A View can also be kept private. 

 
You may create as many different Views as you like and you can reuse your 
Artefacts amongst all of your Views.   
 
Create New View launches the 4 Step View creation process to create a new 
collection of Artefacts. 
 
 
 
 
When accessing another user’s View, you will see the following options at the bottom 
of the View screen: 
 
Place feedback 
You can place feedback on a user’s View or an Artefact within that View.  You can 
make feedback Public or Private.  Public Feedback may be seen by other users with 
access to the View.  Private Feedback may only be read by the View owner.  A View 

My Views 

Accessing Views 



owner may choose to make your Public feedback Private, but cannot make your 
Private Feedback Public. 
 
To post feedback on an individual Blog posting, click on its Name to open the view 
window. 
 
Staff members will be able to include a file with their Feedback where the View has 
been submitted to them for assessment. 
 
Report objectionable material 
If you come across material within a View that you believe to be offensive or 
inappropriate, you can report this to the Site Administrator using the Objectionable 
material form.  It is important to consider the material within the context of the View. 
 
Print 
The Print option will allow you print a printer friendly version of the View or Artefact 
you currently have open. 
 
Add View to Watchlist  
Add View to Watchlist allows you to add this View to your Watchlist so that you may 
receive notifications of any changes made. 
 
Add entire View contents to Watchlist  
Add entire View contents to Watchlist allows you to add this View and all Artefacts 
associated with it, to your Watchlist so that you may receive notifications of any 
changes made. 
 
 
 
 
 
Create View Step 1 involves assigning your new View a Title, Description and setting 
access start and finish dates. 
 
View Title 
The View Title is the name of your View.  The Title will display at the top of the View 
page.  A View Title should allow you to easily distinguish between your Views. 
 
Access Start Date/Time  
You can chose the date and time you want your View to become accessible to those 
Groups, Communities and Individuals you select in View Creation Step 4. 
 
You can either enter in the date and time using the below format or use the Calendar 
to select your desired Access Start Date. 
Date and Time Format 
Enter in the Access Start Date using the format: 
YYYY/MM/DD TT:TT 
(Year/Month/Day Hour: Minutes) 
 
For example: 2006/03/20 08:30 
 

 
 
 

Step 1 – View Settings 



Calendar  
Click the <<    >> buttons to move through the year list or click and hold either 
of the <<    >> buttons to open a drop down menu of available years. 
  
Click the <   > buttons to cycle through the months or click and hold either of 
the buttons to open a drop down menu of all months 
 
You can also select Today to make the View available as soon as you have 
completed the setup wizard.  

 
Click on the time fields to move up through the hours and minutes or Shift-
click to move down through the hours and minutes.  Click and drag your 
mouse to move increase or decrease the time quickly. 
 

If you do not choose a Start Date it will automatically default to the current time and 
date. 

 
Access End Date/Time 
You can chose the date and time you want your View to stop being accessible to 
those Groups, Communities and Individuals you select in View Creation Step 4. 
 
You can either enter in the date and time using the above format or use the Calendar 
to select your desired Access End Date. 

 
If you do not choose an End Date then the system will record no Access End Date. 

 
View Description 
An optional description of your View that all users with access will be able to read. 

 
Tags 
You can add Tags to Artefacts and Views you create within Mahara.  Tags allow you 
add descriptive labels to Artefacts and Views and create an index of Tag 
classifications. 
 
To associate multiple Tags to an Artefact or View, separate each Tag entry with a 
comma. For example – ‘Assessment, Semester 2, Management’. 
 
Clicking on Show my tags will generate a list of those Tags you have previously 
used within your portfolio and the number of times they have been entered.  Clicking 
on an existing Tag will add it to the Tag list for the Artefact or View you are currently 
creating or editing. 
 
Using Search My Portfolio you can find all of the Artefacts and Views you have 
associated with a particular Tag, thereby creating a filing system or index for your 
portfolio. 
 
Name Display Format 
Select how your name is displayed in the View author area. 



Step 2 – Template Selection 

 
 
Once you have entered all required information use Next to move to Create View 
Step 2 and choose a display template. 
 
If you no longer wish to create this View, use Cancel to exit the wizard.  Your 
progress will not be saved. 
 
  
 
 
 
In Create View Step 2 you must choose the format of your View from the list of 
available templates. Templates dictate the type, number and layout of Artefacts you 
can associate with the View you are creating.  If you are unable to link a particular 
Artefact within your portfolio to a View, try using another template for display. 

 
The templates available on the site are divided into number of Categories.  Select a 
specific Category using the dropdown menu to view those Templates listed under 
that description or choose All Templates to view all available templates. 
 
New templates will be made available periodically. 
 
Use Back to go return to the previous View Creation Stage or click Select this 
template against your corresponding choice. 
 
If you no longer wish to create this View, use Cancel to exit the wizard.  Your 
progress will not be saved. 
 
 
 
 
In Create View Step 3 you may add any of the Artefacts within your portfolio to your 
View and arrange them as per the design template. 
 
Depending on the template you have selected, a number of different display options 
will be available: 
 

Step 3 – Artefact Selection 



Labels 
Labels give you the option of entering in a single line of text as a title or brief 
description within the View.  Ensure you press Enter after entering text within a Label 
box to confirm your entry. 
 
Text Boxes 
A Text Box allows you to enter multiple lines of formatted text, using the HTML editor 
(unless disabled within your Preferences).  Ideal for more detailed descriptions or 
short passages of text within your View. 

 
Artefact List 
A text based list of compatible Artefacts that you have associated  with the View, with 
links to each Artefact. 
 
An Artefact that is a ‘container’ or parent of other Artefacts (such as a blog which is a 
container for individual blog posts) can be listed itself or you can choose to display a 
list of all its associated Artefacts. 
 
Fixed Size Embedded Artefact 
A Fixed Size Embedded Artefact is a single Artefact embedded into the page where 
the display size of the Artefact will be specified by the template.  Only Artefacts (e.g. 
images) that are able to be displayed in this size may be placed here. 
 
Resizable Embedded Artefact 
A Resizable Embedded Artefact is a single Artefact embedded into the View where 
the size in which the Artefact is displayed may be adjusted. 
 
 
 
 
 
 
 
 
 
 
 
 
 
All the Artefacts currently sitting in your ePortfolio are listed on the right of the screen.  
They are listed by Artefact type (Blog, Profile, File etc), then by Artefact container if 
applicable (e.g. Blog, Folder), and then by individual Artefact.  Use the + and – icons 
to expand/collapse this tree directory structure. 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
To select an Artefact use the +/- icons on the directory listing and single mouse click 
the desired Artefact.  A small triangle will appear against the Artefact to show it has 
been selected.   
 
Once an Artefact has been selected all the display areas that will support this type of 
Artefact will be highlighted.  To place the Artefact within a box, click inside that 
element box. 

 
Depending on the display box and Artefact type you have selected, you then may be 
given various display options which you can select by clicking on its description. 
 
For example: 
 
List item  
Lists links to the Artefact/s when the View is previewed or accessed by another user. 
 



List children of this Artefact 
List items within this Artefact such as blog posts within a Blog or files within a Folder. 
 
Display entire Artefact 
The selected Artefact in its entirety is displayed.  For example, choosing to display 
and entire Blog will add the blog with all its postings to the View. 
 
Display metadata for this Artefact 
Artefact metadata includes:  

• Artefact Title  
• Artefact Type 
• Owner 
• Creation date 
• Last modification date 
• Description (where entered) 
• Artefact size (the units will depend on the Artefact type) 

 
Where allowed, you can add additional Artefacts by selecting another Artefact and 
clicking within the same box.  If you have selected the List item display option within 
that box, all additional items added will also be listed. 
 
You can remove Artefacts by selecting the [ X ] button shown next to the Artefact or 
replace them by selecting and adding in another Artefact. 
 
When entering text within a Label box, ensure you press Enter or move to another 
Label box to confirm your edit. 
 
Note: Ensure any images that you have loaded into your file repository are a suitable 
size for display.  This is usually around 300x300 pixels 
 
Once you have added your desired Artefacts, click on Next to move to Create View 
Step 4 and assign access rights to specific users. 
 
Use Back to return to the previous View Creation Stage 
 



If you no longer wish to create this View, use Cancel to exit the wizard.  Your 
progress will not be saved. 
 
 
 
 
In Create View Step 4 you can assign View access to any of your Groups, available 
Communities and Individuals for a set period of time. 
 
You can search for specific users, Groups and Communities or choose a user from 
the list given.  Click Add against the selected user and enter a start and finish date 
for their access in the box to the right.  If you do not enter in a date here, access for 
this user will default to the start and end dates of the View itself. 
 
 

 
 
Depending on the site settings you may also be able to give View access to all 
Logged in Users, the general Public or those people listed in your Friends area. 
 
You can also elect to only add Tutors of a Community where one has been assigned. 
 
The final step of View creation is to save your progress by clicking Create View.  
This will activate the View and allowed assigned users to access your View. 
 
Use Back to go back to the previous View Creation Stage 
 
If you no longer wish to create this View, use Cancel to exit the wizard.  Your 
progress will not be saved. 
 
 
 
 

Step 4 – Assign Access 



 
 
 
Once you have created your first View, you will see the following options against 
each one of your Views: 
 
Edit View Information 
The Edit View Information area is equivalent to Create View Step 1 and allows you to 
change the Title, Access Start and End Dates, Description, Tags and your Name 
Display preference for your View.  
 
Edit View 
The Edit View area is equivalent to Create View Step 3 and allows you to add to, or 
modify the display of the Artefacts associated with your View. 
 
Edit Access 
The Edit View area is equivalent to Create View Step 4 and allows to you to add, 
modify or remove View access to any of your Groups, Communities and any 
individuals of your choice. 
 
Delete 
You can Delete your entire View at any stage.  Deleting a View will not delete the 
Artefacts that are associated with it. 
 
Note - You can preview your View by clicking on its Title to the left of the screen 
 

 

 
If you are preparing a View as part of an assessed task  and you have been added 
as a member of a Controlled Membership Community that has an assigned Tutor, 
you will be able to Submit your View for assessment.   
 
Submit View will lock the entire View and all associated Artefacts from editing and 
provide a ‘snapshot’ of your View on a certain date, and send it to your Tutor.   
 
Note that any users with access to that View will still be able to place Feedback and 
Comments while it is locked for submission. 
 
Once the assessment process has been completed your tutor will release your View 
so that you may resume editing. You will be notified via Recent Activity when your 
View has been released from submission. 

Submitting Assessed Material 

Editing Views 



 

 
The general Search tool allows you to find users to add to your Friends list and 
Communities and Views that you may access. You can enter a specific search or you 
can search for all users or all Communities by submitting a search with an empty 
Query field, using the relevant dropdown option. 
 
Unless you are a Site Administrator or Staff member, users are search upon and 
listed by their Preferred Name where given. 
 
Clicking on a user’s Preferred Name will allow you to view any public profile 
information they have submitted and provide links to any Views to which you have 
access.   
 
You can also add this user to your Friends list if their request friendship box is 
displayed.  You may also invite them to any Invite Only Communities you own if they 
are not yet a member. 
 
Clicking on a Community name will take you to the Communities main page and 
depending on the membership option the Community owner has selected, allow you 
to join the Community. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Search 



Technical Assistance 

Search My Portfolio 
 

 
Search My Portfolio allows you to run a keyword search on Tags, Descriptions, 
Names, Titles or text you have used within your Artefacts and Views.  A search result 
will provide you with an editing link to all relevant Artefacts and Views. 
 
You can enter a specific word search or you can search for all Artefacts and Views 
within your portfolio by submitting a search with an empty Query field. 
 
By making use of the Tag fields and Search My Portfolio you are able to create a 
filing system or index for your portfolio. 
 
 
 
 
 
 
 
 
 

 
If you require any technical assistance in using Mahara, please in the first instance 
check the User Guide (Main Menu) or Contextual Help for instructions.  If you are 
unable to find the answer to your enquiry, please use the Contact Us form. 
 
When submitting a Contact Us form to report a technical problem, please try to 
include as much detail as possible of the issue you have encountered.  If possible 
please try to provide the following: 

• Your Operating System and version (e.g. Windows XP) 
• Your internet browser and version (e.g. Firefox 2.0.0) 
• The time and date the error occurred 
• The wording of any error message you received 

 


