Seneca|The Teaching & Learning Centre

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.

To faculty.portfolio@senecacollege.ca %

Cc

Portfolio template

Please create a portfolio template for me.

Thanks!

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

2. Allfaculty 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.

Employee VPN

The Seneca Virtual Private Network (VPN) are required to access the following services:

* &MyApps - VPN is only required for software using the licensing server in MyApps

* MyVault

Installing GlobalProtect VPN
1. Go to: https://senecavpn.senecacollege.ca
2. Log on with your Seneca username and password.

a. Duo Keyfob (token) users must add a comma and token passcode after their
password.

o Username: firstname.lastname

o Password: senecapassword,tokenpasscode

Questions? Email faculty.portfolio@senecacollege.ca with your portfolio questions;
email servicedesk@senecacollege.ca with your VPN questions.



mailto:faculty.portfolio@senecacollege.ca
https://employees.senecacollege.ca/spaces/77/it-services/wiki/view/3723/employee-vpn
mailto:faculty.portfolio@senecacollege.ca
mailto:servicedesk@senecacollege.ca
mailto:faculty.portfolio@senecacollege.ca
https://employees.senecacollege.ca/spaces/77/it-services/wiki/view/3723/employee-vpn
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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.

Hello 1

Your portfolio is set up@mﬂmmm m@

The Seneca Virtual Private Network (VPN) is reguired to access all faculty portfolios. ITS has

information on how to connect to SenecaVPN.

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.

Your portfolio is password protected and cannot be viewed by the public. The password to view your
portfolio is unigue to your site.

Sharing your portfoli
To share rtfolio with your Chair, they need the URL an Mo password.

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.

Portfolio privacy

Because of the VPN, only those with Seneca usernames and passwords can view your portfolio. And
because of the viewing password on your portfolio, no one at Seneca can view your portfolio until
you share the viewing password with them.

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.

Editing your portfolio

You can log into your portfolio at http://open2 senecac.on.ca/sites; ’
Username =

Password = senecaportfolio

Please note: this matches the password to view your portfolfio.

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



mailto:faculty.portfolio@senecacollege.ca
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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.

» My Sites

@& Dashbo:z

Home
>>> Font plugin installed - now go to your home page and click on 'Font settings' from the top

My Sites

(4] Jetpack ge My Site is almost ready. You must set your password for it to work.

# Posts
At a Glance

09 Media

1 Post B 7 Pages
» W 7 Pag
M Pages

B 1 Comment

® Comments .
WordPress 3.9.24 running Accelerate WOI child theme.

B Wiis
Akismet blocks spam from getting to your blog.
GCal Events There’s nothing in your spam queue at the moment.

& TablePress

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.
[ ] 4+ New ¢ EditPage

Seneca |

Philosophy of Teaching

Classroom Observation

Faculty Portfolio

tudents and Student Success

Profile

Full Name:
Title:
Department:
Chair's Name:
Contact Info:

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

Classic Editor WR PageBuilder

07 Add Media [ Add slider | sk Add Page Element  Add Form 4 | Add H5P = Font3F oreb
(©)Add BadgeOS Shortcode 8 [ Add Calendar 8]

Visual = Text

by

b| i lnk bquote |det | ins | img ul ol | li| code Table more | closetags

<p><img class="alignlef wp-image-104" src="http:/fopen2.sen 0t-2018-04-2
3.24.51-PM.png” alt="" width="196" height="250" /><strong=Full Name:</strong></p>
<p><strong>Tile:</strong></p>

<p><b=Department:</b></p>

<p><b>Chair's Name:</b></p>

=<p><strong>Contact Info: </strong></p>

<p><em>Upload your CV here</em></p>

Word count: 12 Last edited by on April 24, 2018 at 9:23 pm

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

Classic Editor WR PageBuilder

07 Add Media [ Add slider = = Add Page Element  Add Form 4 | Add H5P | FontyF orie

) Add BadgeOS Shortcode i ] Add Calendar [1]

File v &dit v+ Insert v View v Format v Table v Tools v

H B F o

4
UL
I
lli

B € =~

X

Department:

Chair's Name:

Contact Info:

Upload your CV here

p
Word count: 12 Last edited by
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5. Click Replace.

Image Details

Caption
Alternative Text

DISPLAY SETTINGS

Align | Left | Center Right = None

Size  Custom Size

Width (p)  Height (pi
19 % 250
LnkTo  None

ADVANCED OPTIONS v

Edit Original | Replace

\

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

Replace Image

Upload Files =~ Media Library

Images

7. Click Select Files.

DROP FILES ANYWHERE TO UPLOAD

Select Files

Maximum upload file size4@46MB.
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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.

Replace Image

Upload Files  Media Library

675 x 1200
Images Search Edit Image

Crop Image
Delete Permanently

Title  John_Smith

Caption

Alt Text

Description

ATTACHMENT DISPLAY SETTINGS
‘ Alignment  Left %
‘ Link To Nane :7‘
‘ Size  Medium-168x300 *%

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.

Replace Image

Upload Files Media Library

.| 675 x 1200
Images 3 Search Edit Image

Crop Image
Delete Permanently

Title

Caption

Alt Text

Description

ATTACHMENT DISPLAY SETTINGS
Alignment  Left
Link To | None

Size  Medium - 168
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10. Once the picture is replaced, type your information in the text editor.

Classic Editor WR PageBuilder ¢ Status: Published Edit

@® Visibility: Public Edit
Add H5P | D Add Media = F\ Add slider | & Add Page Element FontsForWeb @ add BadgeOS Shoricode . @ =

Add Calend [1 ¥0) Revisions: 3 Browse
(m} alenaar

'4T|“ Published on: Apr 25, 2018 @ 15

Visual | Text Edit
File v Editv Insettv Viewv Formatv Table v Tools v
Move to Trash E
B I &« =~ v = = = B o pd
Full Name: Sammy Sting Categories
Title: Professor
All Categories Most Used
Department: The Teaching & Learning Centre
Chair’s Name: Queen Bee b Uncalegorized
(Contact Info: sammy.sting@senecacollege.ca + Add New Category
Sammy Sting CV
Page Attributes
Parent
(no parent) ]
Template
11. Click Update to save the changes to the page.
Classic Editor WR PageBuilder ? Status: Published Edit

o @& Visibility: Public Edit
AddH5P | @7 Add Media =~ Add slider =% Add Page Element FontiF orWeb @ Add BadgeOS Shoricode 4

£D) Revisions: 3 Browse

[ Add Calendar [1
fit]] Published on: Apr 25, 2018 @ 15:50
Visual  Text Edit

File v Editv Insertv View v Format v Table v Tools v

Move to Trash -
ELRREBY N = = =

Full Name: Sammy Sting Categories

T
4
"
I

B | I ¢

Title: Professor
All Categories  Most Used

Department: The Teaching & Learning Centre

Chair's Name: Queen Bee Uncategorized
Contact Info: sammy.sting@senecacollege.ca i Niow Cotagory
Sammy Sting CV
Page Attributes
Parent
(no parent) a

Template
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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.

Faculty Portfolio Site Instructions

ene \ Féculty Portfolio

Profile Philosaphy of Teaching Students and Student Success Professional Knowledge Professional Practice Professional Learning

Classroom Observation

Profile

Full Name:
Title:
Department:
Chair's Name:
Contact Info:

Upload your CV here

Scroll for details

[ R SR e i

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.



https://youtu.be/V_uphXNbBxY
http://www.youtube.com/watch?v=V_uphXNbBxY&t=0m26s
http://www.youtube.com/watch?v=V_uphXNbBxY&t=2m26s
http://www.youtube.com/watch?v=V_uphXNbBxY&t=3m11s
http://www.youtube.com/watch?v=V_uphXNbBxY&t=4m14s
https://employees.senecacollege.ca/spaces/39/the-teaching-learning-centre/articles/press-release/6233/components-of-the-faculty-portfolio
https://employees.senecacollege.ca/spaces/39/the-teaching-learning-centre/articles/press-release/6233/components-of-the-faculty-portfolio
https://youtu.be/V_uphXNbBxY

	Request a Portfolio Template
	Your Faculty Portfolio Details
	Personalizing Your Profile Page
	Instructional Video

