
How to upload documents to your ePortfolio 

Page 1 of 3 
 

The first page of these instructions is a reminder of how to get to your 
ePortfolio. If you are familiar with this please go to page 2. 
 

Accessing the ePortfolio 
 

Please use Google Chrome to access your portfolio.   
Other browsers including Microsoft’s Internet Explorer or Edge are not currently compatible. 
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The ePortfolio is accessed through the Hutt Valley eLearning site, Ko Awatea.  

 
Step 1:  
From the Hutt Valley intranet page, navigate to Ko Awatea LEARN. See image 
(right) for guidance. You can use either option highlighted in yellow. 
 
 
Alternatively, you can Google “Ko Awatea Learn” or use the following web 
address: https://koawatealearn.co.nz/ 

Step 2:  
Log in using your Ko Awatea username and password.  
If you have forgotten your password then please use the “forgotten password” link. 
You can also update your email address or request an account using the links on the login 
page. 

Step 3: 
Select the PDRP/ePortfolio tile. 
 
Note: If this is the first time you are using the ePortfolio the 
next screen will ask you to enrol in the course. Select the 
enrol button when prompted. 
 
 

Step 4: Welcome to the gateway.  
If this is your first time accessing the ePortfolio, we recommend you read 
through the guides for completion of an ePortfolio, which are included on 
this page and/or attend a PDRP workshop.  
 
To move through the gateway to your ePortfolio homepage please select the 
link under the title Quick Link to Mahara on the left of your screen as shown 
in the image (right). 
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Step 5: Access your portfolio: 
Under ‘My portfolios’ you should see any portfolios you have 
created. Select the desired portfolio to enter it. 
 
If you can’t see your portfolio, please review the how-to guide 
ePort 2 before contacting the PDRP coordinator or completing 
the next steps. 
 

Step 6:  
Before you get started uploading documents we strongly recommend gathering the required evidence and saving 
this onto a memory stick or onto the Desktop on your computer. Make sure you are logged in as yourself when 
you do this. This makes uploading the files much easier and quicker. 
Please see section 3 of the PDRP handbook for a detailed list of the documents required.  

Step 7: Adding evidence to Standard Portfolio 
requirements 
Navigate to the appropriate page in your ePortfolio.  
 
The performance review or Mo Tātou is attached to page 1. 
 
For most other evidence, navigate to the page called “Standard 
Portfolio Requirements” which is often, but not always, page 3.  

Step 8:  
Each section requires evidence to be attached. You can 
click anywhere on each section for further information 
and instructions. 
 
Each section should also have a black line and the 
option to “+Add comment”. If you cannot see “+Add 
comment” then please see the FAQs at the end of this 
how-to guide before proceeding. 
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Step 9:  
Click “+ Add Comment” 
A new panel will slide in from the right side of your screen (as shown in the image). 
 
Click “Choose file” 
This will open a window where you 
can browse your computer for the 
document you want to attach. 
 
Select your file and click “Open” 
Your chosen file will now appear as 
an attachment. 
 
To add more files 
Click “+ Add attachment” and repeat 
the steps above. 
 
Click the blue “Comment” button 
This saves your comment and any attached files. 
 
Note: You’ll see an option that says “Make comment public” with “Yes” selected by default. 
Please leave this as Yes — your comment will only be visible to people you share your portfolio with 
or to assessors during the review process. 

Step 10:  
You should now see that the button that previously said “+Add comment” has changed to “Comments (1) and 
details”, which means your document(s) have successfully uploaded. 

FAQs: 
I cannot see the “+Add comment” button – what do I do? 

1. Ensure you are using Google Chrome internet browser when accessing the portfolio. 
2. Select the magnifying glass icon in the top right corner of your screen as shown in the image below. The 

“+Add comments” button should now appear.  

 
 
How do I upload my APC? 
For help to find and save a copy of your APC please see ePort12: How to add your APC. 
 

If you find that a correction is needed on this ‘How to…’ guide please contact the  
Nurse Coordinator Professional Development : PDRP@huttvalleydhb.org.nz 

 

 


