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Portfolio authors have the ability to attach files such as MS Word documents and 
PowerPoint presentations to their TaskStream portfolios.  This tutorial assumes that 
you have already accessed Step 3 (Edit Content) of TaskStream’s web folio builder. 
 
1) From the “Structure” panel in Step 3 of the web folio builder, click on the section 
of your portfolio to which you would like to attach a lesson plan, unit, or rubric: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
2) Click the “Add/Edit Work” button: 
 



3) After clicking the “Add/Edit Work” button, the Content Editor window should 
appear.  Click on the “Attachments” tab in the Content Editor window: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
4) From the Attachments tab, make sure the “New File” tab is selected: 
 
 
  
 
 
 
 
 
 
 
 
 
 



5) From the “New File” screen, provide an arbitrary name for the file and then click 
the “Browse…” button to locate the file on your hard drive.  After locating your file, 
click the “Add File” button.  Once the file has been added, you should see a 
confirmation that “Your file was successfully added and appears on the list below.” 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



6) Once your work has been successfully attached, you can close the Content Editor 
window and return to Step 3 of the Web Folio Builder, where your attached work 
should appear: 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
7) If you are working on a Direct Response Folio and are required to submit your 
work for evaluation, click on the “Go to Submission Area” button.  You should be 
taken to Step 5 of the Web Folio Builder where you can submit your work for 
evaluation. 
 



8) From Step 5 of the Web Folio Builder (Submission and Evaluation), click on the 
“Submit” button corresponding to the work you would like to submit for evaluation: 
 
 


