
 

Creating Your Faculty Portfolio 
The Teaching & Learning Centre can provide you with access to a faculty portfolio template website.  
It aligns with the Standards of Practice for faculty. 

Request a Portfolio Template 
1. Email faculty.portfolio@senecacollege.ca to request a portfolio template. 

 
Please note: in general, it can take up to three weekdays for the team to create your portfolio 
website. 
 
 

2. All faculty portfolios are protected by the Seneca VPN. Visit ITS’s website for more information. 
You must download, install, and connect to the VPN before you can access your faculty 
portfolio. 

 

Questions? Email faculty.portfolio@senecacollege.ca with your portfolio questions;  
email servicedesk@senecacollege.ca with your VPN questions. 
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Your Faculty Portfolio Details 
Once your portfolio template is set up, you will receive an email that contains all the details you will 
need to access, complete, and share your portfolio. 

After you have connected the VPN, you can use the first URL in the email to view your portfolio website. 

 

You’ll need to enter the viewing password to see any portfolio content. This ensures that only those 
you share the viewing password with can see the content of your portfolio site. 

The viewing password is unique to your site. 

 

When you’re ready for your Chair to see your portfolio, you’ll need to share the URL and viewing 
password with them. This gives your Chair permission to see your portfolio’s content, but they cannot 
make any changes. 

Other important information about the privacy of your portfolio sites is included in the email.  

 

In the Editing your portfolio section of the email you’ll find the URL, username, and password you 
need to make changes to your portfolio site. 

Note the /wp-admin/ on the end of this URL; this indicates that you are logging into the site.  

 

 

If you have any questions, please email faculty.portfolio@senecacollege.ca. 

mailto:faculty.portfolio@senecacollege.ca


 

Personalizing Your Profile Page 
1. Navigate to the left-hand side top corner of your dashboard, hover over your portfolio’s title, 

and click on Visit Site. 

 
 

2. The first page is the Profile Page. Navigate to the left-hand side top corner of your portfolio and 
click on Edit Page to personalize your Profile page. 

 
 



 

3. If you see HTML code, then click on Visual tab in your editor. 

 
 

4. To change the picture, hover over the default picture and click on the Pencil Icon. 

 
 



 

5. Click Replace. 

 
 

6. Click Upload Files in the left-hand top corner of the popup window. 

 
 

7. Click Select Files. 

 
 



 

8. Find and select your picture on your computer. Once you choose your picture, on the right-hand 
side of the window, select Alignment to Left and Link to to None.  

 
Select the Size of the picture so that the dimensions would be smaller than or equal to 250 
pixels in width and 300 pixels in height. 

 
9. Click Replace. 

 
 



 

10. Once the picture is replaced, type your information in the text editor. 

 
 

11. Click Update to save the changes to the page. 

 
 

 



 

Instructional Video 
Your email from the faculty portfolio team will include a link to the instructional video we made to help 
you with your faculty portfolio. It walks you through how to add content to each page of the portfolio 
template. 

 

Click on the thumbnail above to see the video or go to https://youtu.be/V_uphXNbBxY. 

Here are the chapter timings in the video: 

0:26 to 2:25 – populating the Profile page 

2:26 to 3:10 – populating the Philosophy of Teaching page 

3:11 to 4:13 – populating the Students and Student Success page 
This portion of the video can also be used to populate the Professional 
Knowledge, Professional Practice, and Professional Learning pages. 

4:14 to 4:52 – populating the Classroom Observation page 

 

For examples of documents that you may want to upload as evidence, see the list on the Components of 
the Faculty Portfolio page in the Teaching & Learning Centre space in MySeneca. 
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