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Preliminary Doctoral Portfolio Instructions
1. [bookmark: _Toc176251252]Fill in the title page (page 1 of portfolio template) by selecting “Preliminary” at the top, and adding your name, major professor, and the semester/year you plan to graduate. 
2. Fill in the Preliminary Doctoral Portfolio Approval form (page 2 of the portfolio template) with your committee members’ names. Delete the Final Doctoral Portfolio Approval form on page 3. 
3. Fill in the checklist/table of contents (pages 4-5 of portfolio template) with your accomplishments for each requirement completed. Delete any tables that do not apply. 
a. Publications: List each manuscript in APA format and replace “XX” with the journal’s impact factor. If the major professor and advisory committee approve an exception to the requirement that the manuscript be published in a journal listed by the ISI Web of Science Journal Citation Reports, complete the exception justification in the publications section.
b. Presentations: List each presentation in APA format.
c. Teaching and/or Guest Lectures & Outreach: If co-teaching, provide the course number, name and faculty supervisor. If guest-lecturing, provide the course number, name and faculty supervisor for the course you guest lectured. For outreach, see checklist tables for required information; copy/paste tables if you have multiple outreach activities to report in the same category.
d. Professional Leadership and Citizenship: Provide the name of each professional society you maintained membership and the date joined. Also, provide a brief description of each leadership and/or professional activity.
4. Fill in the template provided for each section (after the table of contents); delete content and pages not needed. 
5. Append required documentation listed for each section (see handbook for details). NOTE: Do NOT include links to files; include the required documentation in the portfolio. Follow these steps:
a. Save each required document as separate PDF or image (e.g., jpg) files.
b. In the Portfolio MS Word file, add a blank page as a placeholder for each page of the PDF/Image file you are appending as documentation. For example, if your publication is 12 pages, insert 12 blank pages after the publication cover page. 
c. Copy/paste or insert the pages from the PDF/Image to the blank page(s) you added as placeholders.
d. Alternatively, if your documents are all saved as PDF files, follow steps 4a, 4b, 5, 6 and 7 -> open the portfolio PDF file in Adobe Acrobat (this will not work in Adobe Preview) -> go to Organize Pages -> drag the PDF of the required documentation into the appropriate sections of the portfolio PDF file -> delete the blank placeholder pages -> save the final portfolio PDF file. 
e. For additional help, see https://helpx.adobe.com/acrobat/using/merging-files-single-pdf.html 
6. Fill in the page numbers on the checklist/table of contents, and add a hyperlink to the specified cover page.
7. Add your last name to the header.
8. Save this document as a PDF file:
a. File->Save As->File Format->PDF
b. Name the file: LastName, FirstName_Preliminary_DoctoralPortfolio
9. Email the saved PDF to HDFSGradProgram@uga.edu. In your email, provide the name and email for each person who needs to sign the form.
10. The Graduate Program Administrator will circulate the portfolio via DocuSign for your major professor, committee members, and the Director of Graduate Studies to review and sign.


Final Doctoral Portfolio Instructions 
1. Fill in the title page (page 1 of portfolio template) by selecting “Final” at the top, and adding your name, major professor, and the semester/year you are graduating.
2. Fill in the Final Doctoral Portfolio Approval form (page 3 of the portfolio template) with your committee members’ names. Delete the Preliminary Doctoral Portfolio Approval form on page 2.
3. Fill in the checklist/table of contents (pages 4-5 of portfolio) with your accomplishments for each requirement completed. Delete any tables that do not apply. 
a. Publications: List each manuscript in APA format and replace “XX” with the journal’s impact factor. If the major professor and advisory committee approve an exception to the requirement that the manuscript be published in a journal listed by the ISI Web of Science Journal Citation Reports, complete the exception justification in the publications section.
b. Presentations: List each presentation in APA format.
c. Teaching and/or Guest Lectures & Outreach: If co-teaching, provide the course number, name and faculty supervisor. If guest-lecturing, provide the course number, name and faculty supervisor for the course you guest lectured. For outreach, see checklist tables for required information; copy/paste tables if you have multiple outreach activities to report in the same category.
d. Professional Leadership and Citizenship: Provide the name of each professional society you maintained membership and the date joined. Also, provide a brief description of each leadership and/or professional activity.
4. Fill in the template provided for each section (after the table of contents); delete content and pages not needed. 
5. Append required documentation listed for each section (see handbook for details). NOTE: Do NOT include links to files; include the required documentation in the portfolio. Follow these steps:
a. Save each required document as separate PDF or image (e.g., jpg) files.
b. In the Portfolio PhD Word file, add a blank page as a placeholder for each page of the PDF/Image file you are appending as documentation. For example, if your publication is 12 pages, insert 12 blank pages after the publication cover page. 
c. Copy/paste or insert the pages from the PDF/Image to the blank page(s) you added as placeholders.
d. Alternatively, if your documents are all saved as PDF files, follow steps 4a, 4b, 5, 6 and 7 -> open the portfolio PDF file in Adobe Acrobat (this will not work in Adobe Preview) -> go to Organize Pages -> drag the PDF of the required documentation into the appropriate sections of the portfolio PDF file -> delete the blank placeholder pages -> save the final portfolio PDF file. 
e. For additional help, see https://helpx.adobe.com/acrobat/using/merging-files-single-pdf.html 
6. Fill in the page numbers on the checklist/table of contents, and add a hyperlink to the specified cover page.
7. Add your last name to the header.
8. Save this document as a PDF file:
a. File->Save As->File Format->PDF
b. Name the file: LastName, FirstName_Final_DoctoralPortfolio
9. Email the saved PDF to HDFSGradProgram@uga.edu. In your email, provide the name and email for each person who needs to sign the form.
10. The Graduate Program Administrator will circulate the portfolio via DocuSign for your major professor, committee members, and the Director of Graduate Studies to review and sign.

