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STEP 1

GO TO THE WEBSITE:
https://bu.digication.com/app/

STEP 2

LOGIN WITH YOUR BU ID
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https://bu.digication.com/app/


STEP 3

CLICK ON THE + SIGN
(MARKED YELLOW)
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STEP 4

SELECT THE TEMPLATE
(MARKED RED)

STEP 5

CLICK THE PREVIEW BUTTON
(MARKED BLUE)
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STEP 6

SELECT THE TEMPLATE
(MARKED RED)
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STEP 7

CLICK THE +CREATE BUTTON
(MARKED RED)
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STEP 8

GIVE YOUR PORTFOLIO A 
NAME, WHICH WILL ALSO BE 
A PART OF THE URL
(MARKED RED)

STEP 9

ADD A THUMBNAIL TO 
STAND OUT
(MARKED YELLOW)

STEP 10

DON’T FORGET TO CLICK ON 
“CREATE TEMPLATE” AT THE 
BOTTOM CORNER
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STEP 11

GIVE YOURSELF A THUMBS UP 
AND WAIT FOR YOUR
E-PORTFOLIO TO BE CREATED!
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USE THE PEN SIGN TO EDIT 
ALL TEXT

USE THE WHEEL SIGN TO EDIT 
LAYOUTS, FONTS, 
BACKGROUNDS ETC

USE THE ARROW SIGN TO 
MOVE EACH SECTION WHEN 
NEEDED

USE THE PLUS SIGN TO ADD 
OTHER SECTIONS, FILE, 
IMAGES ETC.

AT THE TOP RIGHT OF EACH PAGE, UNLOCK 
IT BEFORE EDITING BY CLICKING ON THE 
LOCK SIGN

AFTER EDITING EACH PAGE, 
YOU MUST CLICK THE 
PUBLISH CHANGES BUTTON 
AT THE TOP MIDDLE OF 
EVERY PAGE.

BASIC INSTRUCTIONS
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YOU CAN ALSO ADD, REMOVE OR HIDE THESE SECTIONS 
USING THE WHEEL SIGN AT THE TOP LEFT SIDE OF THE PAGE
(NOT PICTURED)

2. WRITE YOUR NAME BY 
CLICKING ON THE PEN SIGN

1. FIRST UNLOCK THE 
BUTTON BY CLICKING 
ON IT

YOUR PORTFOLIO IS NOW READY TO BE EDITED

SUCCESS!
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NOW LETS START 
WITH THE “ABOUT 
ME” SECTION

THERE ARE 3 SECTIONS. 
EDIT EACH SECTION 
USING THE SIGNS 
MENTIONED 
PREVIOUSLY
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RESUME

IN THE LEFT SECTION, WRITE ABOUT YOUR 
ACADEMIC AND WORK EXPERIENCES

IN THE RIGHT SECTION, UPLOAD YOUR 
PROFESSIONAL RESUME

YOU CAN ALSO ADD OR REMOVE SECTIONS 
USING THE PLUS SIGN AT THE BOTTOM OF 
THE PAGE
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NEXT COMES THE BADGES AREA UNDER THE RESUME SECTION

1. Click on the pen sign

2. Use these options to add 
or replace badges

YOU WILL GET YOUR BADGE ICONS 
AS SOON AS YOU COMPLETE EACH 
BU MET PREPARATORY LAB.
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1. MAKE YOUR BADGES 
CLICKABLE BY CLICKING 
ON THE WHEEL SIGN 

2. TURN ON THE MAKE 
IMAGE CLICKABLE 
OPTION. 

3. ADD THE OFFICIAL PAGE 
LINK TO YOUR BADGES.

1

3

2
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ADD YOUR CERTIFICATIONS 
UNDER THE “PROFESSIONAL 
CREDENTIAL” SECTION

1. Make your certificates 
clickable by clicking on the 
wheel sign 

2. Turn on the make image 
clickable option. 

3. Add the official page link 
to your certificates.
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SHOWCASE YOUR PROJECT 
WORKS IN THE “PROJECT” 
AREA.

WRITE A BRIEF 
DESCRIPTION OF YOUR 
PROJECTS, ANALYSIS, AND 
FINDINGS IN THE LEFT 
SECTION.

UPLOAD YOUR SLIDES/ 
PRESENTATIONS
IN THE LEFT SECTION, 
CLICK ON THE PEN SIGN.

CLICK ON THE PLUS SIGN 
TO ADD MORE 
SECTIONS IF NEEDED.
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USE THIS AREA TO TRACK YOUR 
PREFERRED EMPLOYERS, 
APPLICATIONS, PROGRESS ETC, 
TO MANAGE YOUR CAREER.

YOU CAN ALSO MANAGE YOUR 
SHORT AND LONG-TERM CAREER 
GOALS USING THIS SECTION.

YOU CAN ALSO MANAGE YOUR 
SHORT AND LONG-TERM CAREER 
GOALS USING THIS SECTION.

YOU CAN MANAGE THE PRIVACY 
OF THESE SECTIONS BY CLICKING 
ON THE PEN SIGN.
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YOU CAN MAKE MULTIPLE E-
PORTFOLIOS AND STORE THOSE 
IN THE STORAGE SECTION
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YOU CAN USE THE 
RESOURCES AREA 
FOR INSIGHTS, 
TUTORIALS ON E-
PORTFOLIO AND 
IMPORTANT LINKS 
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FOR ANY QUESTIONS, YOU CAN CONTACT ME BY E-MAIL mehnazk@bu.edu

THANK YOU
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