
Creating and Sending a “Portfolio” in NEU COOL 
 

1) Go to the “Portfolio” Tab in NEU COOL 

 
 

2) In addition to your main Resume, upload any additional materials you would want to include in 
any portfolios you may be sending out (cover letters, essays, etc.) 

 
 

3) On the right-hand side of the screen, click “New Portfolio” 

 
 

4) Select all documents you want in the Portfolio.  Always include your resume. 

 
 

5) Select the order your documents should go in 

 
 

6) Name it something memorable (only you will see this name) 

 



 
7) You will now see the portfolio you created in your Portfolios List 

 
 

8) When applying for the job that requires this Portfolio, select it from the dropdown menu next to 
that particular job.  Also remember to mark “Request to Apply,” and rank the job as “Very 
Interested.” 

 


