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Overview of Teaching ePortfolio (eTP) system at PolyU

Recognising the need for a more comprehensive approach to teaching evaluation using a wider range of
teaching evidence besides SFQ results, the University has developed the Teaching ePortfolio (eTP) system —
in accordance with the University guidelines and documentation requirements for academic reviews given in
The 2011 Framework for Appointment, Promotion and Retention of Academic Staff — to facilitate the
documentation of teaching evidence in a systematic and efficient way for developmental and judgemental
purposes. While not mandatory, staff members are strongly encouraged to use the eTP system to collect,
collate and present a wide range of teaching evidence via a portfolio for demonstrating their teaching
contributions and achievements.

The following diagram illustrates the four basic steps for creating a portfolio with the eTP system at PolyU.

Step 1 Step 2 Step 3 Step 4

Add portfolio item Create a portfolio Select information Save or export
records and [:> [:> and item records [:> portfolio
upload supporting to be included in

documentation (if the portfolio

any)

Detailed information and instructions for each step above are provided in this user guide as follows:
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1. Accessing the system
1. Accessing the system
1.1 Logging in

Go to https://www.polyu.edu.hk/etp. Type in your NetID and password, then click Login.
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Teaching ePortfolio System

Login

Username yournetid

Password sssssssese

Microsoft Internet Explorer 11 or better is required.

1.2 Logging out

To log out of the system, click Logout on the top menu bar.
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Teaching ePortfolio System

Home  Personal Infformation  Contents~  Portfolios~  Help~  Feedback

Hello, welcome to eTP system!
Overview of PolyU eTeaching Portfolio System

Recognising the need for a more comprehensive approach to teaching evaluation using a wider range of teaching evidence besides
the SFQ results, the University has developed the Teaching ePortfolio (eTP) system in accordance with the University guidelines on
teaching evaluation practices and documentation requirements for academic reviews set out in The 2077 Framewaork for

Annaintmant Dramafinn and Batantinn af Anasdamin 2iaffta facilitata tha dacomantstinn af tasechinag avidaneca in o evctamatice and


https://www.polyu.edu.hk/etp

2. Navigating the system

2. Navigating the system

2.1 Top menu bar and side menu

To navigate the system, use the top menu bar and the side menu (highlighted in the screen shot below).

Click the arrow 4 to expand or collapse the menu.

&
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Home Personal Information Contents~ Portfolios - Help~ Logout revans

Teaching Evidence

Teaching Profile 4

Facilitation of Student 4
Learning and Development

Development of Curriculum ¥
and Pedagogy

Curriculum/Programme/Subjed
Development

Other

Management of Subjects 4
and Programmes

Promotion of Teaching 4
Quality among Peers

Supporting Documentation

View All Records

*Required for portfolios for major review

2.2 Function buttons

To add a record, click the Add New button or plus icon (== ).
To edit a record, click the pencil icon (,#"). - -

_ °p L 21— Add
To duplicate a record, click the copy icon (I ).
To delete a record, click the cross icon (% ). ===

To sort the records in ascending and descending order, click the

upward and downward arrows (

header.

Teaching Evidence

Teaching Profile - Title Last Modified| ¥ +
Teaching Philosophy * Teaching statement Apr 19, 2016 12:43:45 PM S B X
Teaching statement for 2018 malor review Apr 19, 2018 12:21:33 PM S X
Teaching Responsibilities *
Add New

Student Supervision

Year Title Last Modified ¥ +

No records

Add New

Sort
I += e |

U o e J et

Edit <./ il X,

) respectively in the column .
Duplicate pelete

/




3. Viewing your personal and appointment information

3. Viewing your personal and appointment information

When you log in with your Net ID and password, relevant personal and appointment information is added to
the eTP. You can view and check your personal and appointment information to see if it is accurate. If there

is any discrepancy in your personal or appointment information, please contact eTP support for further
assistance.

Step1l To view your personal and appointment information, click Personal Information on the top
menu bar.

@']'m— HONG KONG
POLYTECHNIC UNIVERSITY
Tl Tk Wl User Guide

Teaching ePortiolio System

Home ! Personal Information 'ContentSv Portfolios~  Help~  Feedback  Logout

Hello, welcome to eTP system!

Overview of PolyU eTeaching Portfolio System

Step2 Youcan edit your Readable Name by clicking the pencil button & (Note: Readable name is the
everyday name you used in the system). All other information is not editable. If there is any
discrepancy in the displayed information, contact eTP support for further assistance.

Personal Information

NetiD  hjekyl
Surname Jekyll
Given Name Henry

Readable Name Dr Jekyll
—_—

d
_—
Appointment Information
Staff ID Appointment ID Post Title Dept Post Category
A12345 9 Instructor BME ACA
A12345 8 Visiting Lecturer (Part-time) RS ACA

Step 3 To confirm your changes, click the tick button ¥ . To cancel, click the cross button *

Personal Information

NetiD  hjekyll
Surname  Jekyll
Given Name  Henry

Readable Name | DrWhol
J—

x 4




4.1 Adding a record to a portfolio item

4. Managing portfolio items

Before you can create a portfolio, you need to add records to the portfolio items first. The portfolio items are
grouped into five main sections as follows:

1. Teaching Profile
e Teaching Philosophy*
e Teaching Responsibilities*
e Student Supervision
e Reflection on My Teaching*
e Enhancement Efforts*

2. Facilitation of Student Learning and Development
e Peer Review Reports (Classroom Observation) *
e Teaching Materials
e Other

3. Development of Curriculum and Pedagogy
e  Curriculum/Programme/Subject Development
e Other

4. Management of Subjects and Programmes
e Programme/Subject Management
e Committee Work
e Other

5. Promotion of Teaching Quality among Peers
e Teaching Development Projects
e Action Research on Teaching Innovation
e Awards/Recognitions in Teaching
e Scholarly Works on Teaching & Learning
e Projects Leading to System-wide Impact
e Other

Items marked with an asterisk are required in portfolios for major reviews. For more information on the types
of portfolio you can create with the eTP system, see 6. Creating a portfolio.

Note that you do not need to create a record for your SFQ results. The eTP system will get the SFQ report

from the eSFQ system for you when you create your portfolio (see Step 4 in 6.1 Selecting records and SFQ
results to be included in portfolio).




4.1 Adding a record to a portfolio item
4.1 Adding a record to a portfolio item

Tip: If you are creating a portfolio for major review (see 6. Creating a portfolio for more information on types
of portfolio), a good strategy would be to start with the required items first (see 4. Managing portfolio items).

Step1l Click Contents on the top menu bar, then select Teaching Evidence from the drop-down menu.

Home Personal Informationl Portfolios~  Help-  Logout

2 | Teaching Evidence
Supporting Documentation
View All Records

Welcome to eTP v1.0

Step 2 Select a portfolio item in the side menu (e.g., Teaching Philosophy), then click the Add New
button or plus icon + o open a window for adding a record to the item.

Teaching Evidence

Teaching Profile 1 v Year Title Last Modified ~ + +

Teaching Philosophy * No records
Add New

\

Teaching Responsibilities *

2

Student Supervision

Step3 Enter the information as appropriate. Note that there is a word limit for “Description”. If you

exceed the preset word limit, you won’t be able to save your record.

Add Teaching Philosophy

Title

Teaching statement for 2016 major review
Description

- Formats + FontFamily> FontSizes~ B J U

a— 1
= i=
=

I believe teaching is not really about passing on knowledge to learners but encouraging them to
be inguisitive and equpping them with the necessary skills to learn by themselves.

p

Supporting Documentation

Title Artefact (File/URL) ¢

Criterion/criteria to be addressed by the item
¥ Quality of teaching
Impact on student learning
Contribution to development / management
Educational leadership



4.1 Adding a record to a portfolio item

Step 4 You may want to attach supporting documents (e.g., a link to a video, PDF, photo) to a record
to illustrate or substantiate your teaching evidence.

To do this, click the pencil icon “ inthe Supporting Documentation section. You can attach
multiple files and/or URLs to a record.

Add Teaching Philosophy

Title
Teaching statement for 2016 ma)or review

Description

r

Formats~ FontFamily~ FontSizes~ B [ U

— 31—
= i=
= 5=

I believe teaching is not really about passing on knowledge to learners but encouraging them to
be inguisitive and equpping them with the necessary skills to learn by themselves.

Supporting Documentation

o, ]

1 Supporting Documentation 1 1

0

Title Artefact (File/URL) | .#

s
| Tite Artefact (File/URL) # 4
| oS

L——————————- I

Criterion/criteria to be addressed by théttem o —————————

¥ Quality of teaching
Impact on student learning
Contribution to development / management
Educational leadership

Step 5a A list of available documents will be displayed if you have previously uploaded any to your
supporting documentation repository (see 5.1 Uploading and taqqging a supporting document).

1. You can filter the entries by clicking on the tags, if any (see 5.1 Uploading and tagging a
supporting document)

2. Select the document that you would like to attach to the item by clicking on the entry
and it will then be shown in the Attached section. Repeat this step to attach multiple
documents if needed.

3. Click Close when you are done attaching the supporting documents.

Attach Supporting Documentation

Supporting Documentation

IFiIters: 2016 ® Tags: teaching-responsibilities € | 1

Title Artefact (File/URL) Tags Last Modified +
EDC1234 http://eldss.edc.polyv.edu.hk/ams/activitydetail.aspx? 2016 teaching- Apr 19, 2016

link activity_itl=1192 2 responsibilities 10:43:00 AM

Download
EDC2463 http://edc.polyu.edu.hk/prog/beta/index.htm teaching- Apr 19, 2016
link responsibilities 2016 10:42:44 AM
Attached
Title Artefact (File/URL)

Y[ o]



4.1 Adding a record to a portfolio item

Step 5b  If you have no supporting documents in your repository or want to upload a new one:

1. Click the plus icon ¥ in the header to open the Create Supporting Documentation
window. Enter the information as appropriate and save the record to add the
supporting document to your repository.

Attach Supporting Documentation

e e ]
| . .
Supporting Documentations I Create Supporting Documentation :
Filters: 2018 X Tags: teaching-rl I
| Tite I
Title Artefact (File/URL) : EDC4567 - ‘,E
1 Description 7
EDC1234 http:ffeldss.edc.pol. 7
link activity id=1192 O O Formater Arel~ FomsSiesw B 7 U /
Download | EE=EE £ E E B /
1 4
EDC2463 http//edc.polyu.edd ‘
link | }l
: I
| p » span :
: URL if any 1
1 http://eldss.edc.polyu.edu.hk/ams/activitydetail.aspx?activity_ic :
: File it any 1
| | Choose File | No file chosen |
I Tags use comma to separate tags (e.g. tag 1, tag 2, tag 3) I
|
: 2016 x teaching-responsibilities x Addatag 1
I I
I I
. [ oo
L o o o o e e e e e e e e e e e e e ]

2. Your newly uploaded supporting document will then appear in the list. Click on it to
attach it to the record.

Attach Supporting Documentation

Supporting Documentation
Filters: 2016 X Tags: teaching-responsibilities €)

Title Artefact (File/URL) Tags Last Modified +
EDC1234 htip://eldss.edc.polyu.edu.hk/ams/activitydetail.aspx? 2016 teaching- Apr 19, 2016

link activity_id=1182 responsibilities 10:43:00 AM

Download

EDC2468 htip://edc.polyu.edu.hk/prog/beta/index.htm teaching- Apr 19, 2016

link responsibilities 2016 10:42:44 AM

EDC4567  htip://eldss.edc.polyv.edu.hk/ams/activitydetail.aspx? 2016 teaching- Apr 19, 2016

link activity_id=1182 responsibilities 11:37:20 AM

Attached
Title Artefact (File/URL)



4.1 Adding a record to a portfolio item

Step 6 To remove an attached document from the record, click the cross icon ¥ . (Note: Removing an
attached document from a record will not delete it from your repository.)

When you are done attaching the supporting documents to your record, click Close to return to
the record.

Attach Supporting Documentation

Supporting Documentations
Filters: 2016 % Tags: teaching-responsibilities €

Title Artefact (File/URL) Tags

Last Modified +
EDC1234 http://eldss.edc.polyu.edu.hk/ams/activitydetail.aspx? 2016 teaching- Apr 19, 2016
link activity_id=1192 responsibilities 10:43:00 AM
Download
EDC2468 hitp://edc.polyu.edu.hk/prog/beta/index.htm teaching- Apr 18, 2016
link

responsibilities 2016 10:42:44 AM

Attached
Title Artefact (File/URL)
EDC4567 link hitp://eldss.ede.polyu.edu.hk/ams/activitydetail. aspx?activity_id=1192 E

Step 7 Click Save to save your record.

Add Teaching Philosophy

Title

Teaching statement for 2016 major review

Description

& ~  Formats~ FontFamily~ FontSizes~ B [

IC

1 believe teaching is not really about passing on knowledge to learners but encouraging them to
be inguisitive and equpping them with the necessary skills to learn by themselves.

p

Supporting Documentation

Title Artefact (File/URL) 7

EDC4567 http://eldss.edc.polyu.edu.hk/ams/activitydetail.aspx?
link activity_id=1192

Criterion/criteria to be addressed by the item
¥ Quality of teaching
"/ Impact on student learning

|- contribution to development / management
) Educational leadership




4.1 Adding a record to a portfolio item

Step 8 Your newly created record is now added to your teaching evidence repository with a timestamp
(Last Modified). You can create multiple records for each portfolio item for different portfolios
for different audience or purposes.

Teaching Evidence

Teaching Profile v Title Last Modified +
Teaching Philosophy * Teaching statement for 2016 malor review Apr 19, 2016 12:07:36 PM S X

Teaching Responsibilities * Add New

10



4.2 Editing a record of a portfolio item
4.2 Editing a record of a portfolio item
Step1l Go to the portfolio item (e.g., Teaching Philosophy) that contains the record that you wish to
edit.
P

Click the pencilicon # on the right-hand side to open the editing window for the record.

Teaching Evidence

Teaching Profile bt Title Last Modified +
Teaching Philosophy * Teaching statement for 2016 major review Apr 19, 2016 12:07:36 PM [

Teaching Responsibilities * Add New

Step2 Modify the information as appropriate. Click Save to save the changes. You will be notified upon
successful saving.

Note that changes made to the contents except the selection of criteria to be addressed by the
item will be updated in all exisiting porfolios containing this record.

Add Teaching Philosophy

Title

Teaching statement for 2016 major review
Description

r

Formats ~ FontFamily~ FontSizes~ B [ U

1 believe teaching is not really about passing on knowledge to learners but encouraging them to
be inguisitive and equpping them with the necessary skills to learn by themselves.

p
Supporting Documentation

Title Artefact (File/URL) s

EDC4567 http://eldss.edc.polyu.edu.hk/ams/activitydetail.aspx?
link activity_id=1182

Criterion/criteria to be addressed by the item

¢ Quality of teaching
Impact on student learning
Contribution to development/ management

Educational leadership

Changes made to the criteria selection here will not be reflected in any m
existing portfolios containing this item.

Step3 Your edited record is now saved to your teaching evidence repository with an updated
timestamp (Last Modified).

Teaching Evidence

Teaching Profile v Title Last Modified =~ ¥ +
Teaching Philosophy * Teaching statement for 2016 major review Apr19,201612:21:33 PMJ| " W X

Teaching Responsibilities * Add New

11



4.3 Duplicating a record of a portfolio item
4.3 Duplicating a record of a portfolio item

Teachers often provide different records for different career and academic purposes. You can save some

time not having to input the same information again and again for records sharing the same or similar
information by duplicating then editing a record.

Step1 Gotoa portfolio item (e.g., Teaching Philosophy). Click the copy icon B on the right-hand side.

Teaching Evidence

Teaching Profile v Title

Last Modifiad ¥

Teaching Philosophy * Teaching statement for 2016 ma)or review Apr 19, 2016 12:21:33 PM

Teaching Responsibilities * Add New

Step2 A window with duplicated information will pop up. Modify the information as needed, then click

Save to save the record. You will be notified upon successful saving.
Copy Teaching Philosophy

Title

Teaching statement for 2018 major review
Description

>

Formats ~ Font Family~ FontSizes~ B [ U

=

I believe teaching is not really about passing on knowledge to learners but encouraging them to
be inguisitive and equpping them with the necessary skills to learn by themselves.

P
Supporting Documentation

Title Artefact (File/URL) d

EDC4567 http://eldss.edc.polyu.edu.hk/ams/activitydetail.aspx?
link activity_id=1192

Criterion/criteria to be addressed by the item
¥| Quality of teaching
Impact on student learning
Contribution to development / management
Educational leadership

Step3 Your duplicated record is now saved as a new record to your teaching evidence repository with a
timestamp (Last Modified).

Teaching Evidence

Teaching Profile N Title Last Modified ¥ +

Teaching Philosophy * Teaching statement Apr 19, 2016 12:43:45 PM I

Teaching statement for 2016 major review

Apr 19, 2016 12:21:33 PM S Omox
Teaching Responsibilities *

Aaded Rlmeo

12



4.4 Deleting a record from a portfolio item & 4.5 Sorting records

4.4 Deleting a record from a portfolio item

Step1l To delete a record from a portfolio item, go to the portfolio item (e.g., Teaching Philosophy),
then click the cross icon % next to the record that you wish to delete.

Teaching Evidence

Teaching Profile v Title Last Modified ~ ¥ I

Teaching Philosophy * Teaching statement Apr 19, 2016 12:43:45 PM g E

Teaching statement for 2016 major review Apr 19, 2016 12:21:33 PM S HX

Teaching Responsibilities *

Aaded Rlmeo

Step2 A prompt will pop up and ask you to confirm if you really would like to delete the record.

Click OK to confirm the deletion or Cancel to cancel the action.

Confirm

Are you sure you want to delete?

4.5 Sorting records

You can sort the records in ascending or descending order by clicking the upward or downward arrow
respectively in the column header.

Teaching Evidence

Last ModiiieG +
Teaching Philosophy * Ta#thing statement Apr 19, 2016 12J43:45 PM S Hox

Teaching Profile S

Te
=== [
Tidel 1 Last Modified! lrj +
Teaching statement Apr 19, 2016 12:43:45 PM S moX
Teaching statement for 2018 major review Apr 19, 2016 12:21:33 PM A L

13



4.6 Reviewing portfolio items

4.6 Reviewing portfolio items

All records you have input and supporting documents you have uploaded are listed in View All Records. You
can add, edit, duplicate or delete a particular record from there.

Step1l To view all the records in your repository, click Contents on the top menu bar, then select View
All Records.

Alternatively, you can click View All Records in the side menu if you are already in the Teaching
Evidence page.

Home Personal \nformationl( Contents~ Portfolios~ Help~ Logout revans
E—

Teaching Evidence

eechigiEndcace Supporting Documentation
I View All Records '
Teaching Profile 4 Ye 2 Last Modified = 4 +
Facilitation of Student 4 Teaching statement Apr 19, 2016 12:43:45 PM R L

Learnin nd Development o
e er Teaching statement for 2016 major review Apr19,201612:21:83PM . KN X

Development of 4 Add New
Curriculum and Pedagogy

Management of Subjects 4
and Programmes

Promotion of Teaching 4
Quality among Peers

Supporting Documentation

View All Records

*Required for portfolios for major
review

Step2 All records you have created and files/links you have uploaded will be displayed. You can add,
edit, duplicate or delete a particular record, and collapse/expand sections in this page by using
the function buttons.

Edit Portfolio ltems

Teaching Profile * hd Teaching Profile * i

Teaching Philosophy * Teaching Philosophy *

Year Title Last Modified ~ ¥ +
Teaching Responsibilities *

2016 2015 annual review for appraisal Feb 12, 2016 4:05:44 PM S Eox
Reflections on My Teaching * A

2016 2015 annual review Fab 12, 2016 4:05:16 PM Kl LI

Enhancement Efforts
Teaching Responsibilities *

Peer Review Reports * Year(s) Semester(s) Subject Involvement/  Last Modified ~ ¥ +
Responsibility /
Artefacts/Teaching 4 Role
Achievements
201415 1 EDC1234: Educational Subject Leader Feb 15, 2016 11:18:10 AM Kl LI
Upload Teaching Artefacts Research, Technology and lecturer

and Leadership

Review Portfolio ltems -
_ 201415 2 EDC2468: Becoming an  Lecturer Feb 15,2016 11:45:15AM || " KV X

* required Effective Teacher
2014/156- 2 EDC4587: Scholarship of Subject Leader Feb 15, 2016 11:13:04 AM S X
2015/18 Teaching and Learning and lecturer

14



5. Managing supporting documentation & 5.1 Uploading and tagging a support document

5. Managing supporting documentation

5.1 Uploading and tagging a supporting document

You can upload supporting documents (e.g., a course guide you have developed) in the form of a file or URL
and attach them to the relevant portfolio item records. Your uploaded supporting documents can be found
in Supporting Documentation.

Step1l To upload supporting documents to your repository, click Contents > Supporting
Documentation on the top menu bar or in the side menu if you are already in the Teaching
Evidence page.

e ]
Home Personal Information™ §Contents~ Portfolios~  Help~ Logout revans
————

Teachmg Evidence
Supporting Documentation 2

Teaching Evidence

View All Records
Teaching Profile 4 Yeai — Last Modified ¥ +

Facilitation of Student 4 Teaching statement Apr19,201612:43:45PM ./ B X

Learning and Development P
st eor Teaching statement for 2016 maor review Apr18,201612:21:33PM .+ BN X

Development of ) Add New
Curriculum and Pedagogy

Management of Subjects 4
and Programmes

Promotion of Teaching 4
Quality among Peers

I Supporting Documentation I

View All Records

*Required for portfolios for major

review

Step2  (lick the Add New button or plus icon + open the Add Supporting Documentation window.

Supporting Documentation

Filters: Tags:

Title Artefact (File/URL) Tags Last Modified ¥+ +

No records
Add New

15



5.1 Uploading and tagging a support document
Step 3 1. Enter the information as appropriate.
2. To upload a file saved on your computer, click Choose File then select the relevant file.
Add Supporting Documentation

Title
HK Young Design Talent Award 2014 (Student A) infographic

Description

r

Formats~ FontFamily~ FontSizes~ B J U

= g
———
H

An infographic of the award-winning design

p
URL if any

File if any

Choose File o file chosen
ags6 use comma to separate tags (e.g. tag 1, tag 2, tag 3)

Step4 You can add your own tags to the supporting document. Use comma to separate tags (e.g., 2016,
student achievement).

*

To remove a tag, click the crossicon * on the tag.

Choose File | No file chosen
Tags use comma to separate tags (e.g. tag 1, tag 2, tag 3)

2016[x] feedback]

Step5 Click Save in the bottom right corner of the window to save your record.

Choose File | Student A's design.)pg
Tags use comma to separate tags (e.o. tag 1, tag 2, tag 3)

notable-student-achievement x || 2015 x | |

Save

Step6 Your uploaded documents can be found in Supporting Documentation.
Supporting Documentation

Filters: Tags: teaching-responsibilities €) 2015 @) notable-student-achievement ()

Title Artefact (File/URL) Tags Last Modified ¥ 4

EDC1234 link http://edc.polyu.edu.hk/sfg-tp-principles.htm teaching-responsibilities Feb 15, 2016 11:56:156 # X
Download 2015 AM

HK Young Design Talent Award 2014 (Student A) Download notable-student-achievement Feb 15, 2016 11:55:54 ¢ X

infographic 2015 AM

EDC2468 link http://ede.polyu.edu.hk/prog/beta/index.htm teaching-responsibilities Feb 15, 2016 11:14:28 # X

Ana

16



5.2 Attaching a supporting document to a portfolio item record
5.2 Attaching a supporting document to a portfolio item record

You can attach multiple documents (e.g., a course guide you have developed) in the form of a file or an URL
to the relevant portfolio item records.

Step 1 Go to the portfolio item (e.g., Curriculum/Programme/Subject Development) and click the

Y

pencil icon # next to the relevant record to open the editing window.

Al
Academic Programme/Subject Your role and contribution Last Modified ¥ ,

.
Year title

2011-2015 Online Tutorial on Course developer, course coordinator, Feb 15, 2016 2:48:51 PM s F‘i x

Academic Integrity  course administrator and course instructor

Step 2 Click the pencile icon “ inthe Supporting Documentation section.

Edit Curriculum/Programme/Subject Development

Academic Year

2011-2015

Programme/Subject title

Online Tutorial on Academic Integrity

Your role and contribution

Course developer, course coordinator, course administrator ant

Nature of work

Formats~ FontFamily~ FontSizes~ B J U

M
il
Il
.
[
i
R
il
.
Tl

I developed the course materials for students to learn about academic integrity and put them
together as an online tutorial in 2011. I conducted a pilot study in the same year; evaluation
and revision of course contents were also done subsequently. The tutorial has been
implemented as a compulsory completion requirement for all UG new entrants since 2012.

P

Supporting Documentation:

Tite Artefact (File/URL) | #

Criterion/criteria to be addressed by the item
Quality of teaching
Impact on student learning
¥ Contribution to development / management
¥/ Educational leadership

Changes made to the criteria selection here will not be reflected in any m
existing portfolios containing this item.

17



5.2 Attaching a supporting document to a portfolio item record

Step3a  Alist of available supporting documents will be displayed if you have previously uploaded any
to your repository (see 5.1 Uploading and taqging a supporting document).

1. You can filter the entries by clicking on the tags, if any.

2. Select the supporting document that you would like to attach to the record by clicking
on the entry and it will then be shown in the Attached section. Repeat this step to
attach multiple documents if needed.

3. Click Close when you are done attaching the supporting documents.

Attach Supporting Documentation

Supporting Documentation 1

Filters: others % Tags: teaching-responsibilities @) 2015 @) notable-student-achievement ) teaching-philosophy
€ reflections-on-my-teaching @) peer-review ) teaching-materials @) 2014 @) sample-teaching-materials )
student-work @ 2011 @) 2012@) 2013 @) dissertation ) subject-management ) subject-development )

Title Artefact (File/URL) Tags Last Modified +

Other contributions to student learning 1.pdf Download 2015 others  Feb 15, 2016 2:43:18 PM
Attached

Title Artefact (File/URL)

Contribution to student learning=0ther feedback artefact Download x

Step 3b  If you have no supporting documents in your repository or want to upload a new one:

1. Click the plus icon 4 in the header to open the Create Supporting Documentation
window. Enter the information as appropriate and save the record to add the
supporting document to your repository.

Attach Supporting Documer__________________________'i
Create Supporting Documentation I
- . ) |
Supporting Documentations Title |
Filters: Tags: \\
Description \\
Title Artefact (File/URL) “ ~ Formats~ FontFamily~ FontSizes~ B 7 U
EE=EE £ E E = 4
,/
Attached
Title Artefa

p
URL if any

File if any

Choose File | No file chosen
Tags use comma to separate tags (e.g. tag 1, tag 2, tag 3)

L b a kit §

—— e -
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Step 3b
(cont’d)

Step 4

5.2 Attaching a supporting document to a portfolio item record

2. Your newly uploaded supporting document will now appear in the list. Click on it to
attach it to the record.

Attach Supporting Documentation

Supporting Documentation:

Filters: subject-development ¥ Tags: teaching-responsibilities @€ 2015 @E) notable-student-achievement §)
teaching-philosophy ) reflections-on-my-teaching @) peer-review @) teaching-materials @) 2014 @) sample-

teaching-materials @) student-work @) others @) 2011 @) 2012 @) 2013 @) dissertation ) subject-
management )

Title Artefact Tags Last Modified +
(File/URL)
Subject development  Download 2011 2012 2013 2014 2015 subject- Feb 15, 2016 2:48:34
1 development PM
Attached
Title Artefact (File/URL)

To remove an attached supporting document from the item, click the cross icon ¥ . (Note:
Removing an attached supporting document from an item will not delete it from your

repository. See 5.3 Deleting a supporting document from repository if you want to completely
remove it from the eTP system.)

When you are done attaching the supporting documents to your record, click Close to return to
the editing window.

Attach Artefact

Artefacts

Filters: others % Tags: teaching-responsibilities ) 2015 @) notable-student-achievement ) teaching-philosophy
@ reflections-on-my-teaching @) peer-review ) teaching-materials ) 2014 @) sample-teaching-materials ()
student-work @ 2011 @) 2012@) 2013 @ dissertation ) subject-management @)

Title Artefact Tags Last Modified +
(File/URL)
Contribution to student learning=0Other feedback Download 2015 Feb 15, 2016 2:36:35
artefact others PM
Other contributions to student learning 1.pdf Download 2015 Feb 15, 2016 2:43:16
others PM
Attached
Title Artefact (File/URL)

Subject development 1 Download

&
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5.2 Attaching a supporting document to a portfolio item record

Step 5 In the editing window, click Save to save your record.

Edit Curriculum/Programme/Subject Development

Academic Year
2011-2015
Programme/Subject title
Online Tutorial on Academic Integrity

Your role and contribution

Course developer, course coordinator, course administrator ant

Nature of work

3

#  Formats~ FontFamily~ FontSizes~ B 7 U

-—
-— F—
-— 3—

;

il
.

il

I developed the course materials for students to learn about academic integrity and put them
together as an online tutorial in 2011. I conducted a pilot study in the same year; evaluation
and revision of course contents were also done subsequently. The tutorial has been
implemented as a compulsory completion requirement for all UG new entrants since 2012.

p =

Supporting Documentation:

E

Title Artefact (File/URL) '

Criterion/criteria to be addressed by the item
! Quality of teaching
) Impact on student learning
#! Contribution to development / management
#! Educational leadership

Changes made to the criteria selection here will not be reflected in any m
existing portfolios containing this item.
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5.3 Deleting a supporting document from repository

5.3 Deleting a supporting document from repository
Removing a supporting document from Supporting Documentation deletes it permanently from your

repository and all the portfolio items that it is attached to.

Step1 Click Contents > Supporting Documentation on the top menu bar or in the side menu if you are
already in the Teaching Evidence page.

e ]

Home  Personal Information™ §Contents~ § Portfolios~  Help~  Logout revans

M—

Teachmg Evidence

EeactnaiEvidents Supporting Documentation 2

View All Records
Teaching Profile 4 Yeal — Last Modified =~ ¥ +
Facilitation of Student q Teaching statement Apr 19, 2016 12:43:45 PM A L
Learnin nd Development . "

st P Teaching statement for 2016 major review Apr18,201612:21:33PM .+ BN X

Development of 1 Add New

Curriculum and Pedagogy

Management of Subjects 4
and Programmes

Promotion of Teaching L]
Quality among Peers

I Supporting Documentation I

View All Records

*Required for portfolios for major

review

Step2 Click the cross icon ¥ next to the artefact you want to delete permanently from your repository.

Supporting Documentation x

Filters: Tags: teaching-responsibilities €) 2015 @) notable-student-achievement ()

Title Artefact (File/URL) Tags Last Modified &

+
EDC1234 link http://edc.polyu.edu hk/sfq-tp-principles.htm teaching-responsibilities Feb 15, 2018 11:56:15 IB
Download 2015 AM
HK Young Design Talent Award 2014 (Student A) Download notable-student-achievement Feb 15, 2016 11:55:54 . X
infographic 2015 AM
EDC2468 link http://ede.polyu.edu.hk/prog/beta/index.htm teaching-responsibilities Feb 15, 2016 11:14:26 /' X

ARA
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Step 3

5.3 Deleting a supporting document from repository

The Delete Supporting Documentation window will pop up, showing you the details about the
supporting document. The Attached To section tells you to which portfolio items it is attached
and in which portfolios it is included.

To confirm the deletion, click Yes, Delete it in the bottom right corner. To cancel the action, click
No.

Note that deleting a supporting document from Supporting Documentation deletes it

permanently from your repository and all the portfolio items that it is attached to, including
those in the saved portfolios.

Delete Supporting Documentation

Title

other feedback report #1

Description
* #  Formats~ FontFamily~ FontSizes~ B [ U
= === £ E = =
Other feedback from students other than SFQ results
URL if any
File if any
Attached file: ‘ Other feedback report 1.pdf x
Choose File | No file chosen
Tags use comma to separate tags (e.g. tag 1, tag 2, tag 3)
other x| 2015 %  feedback x
4 N
Attached To
Portfolio ltem
Portfolio for 2018 major Facilitation of Student Learning and Development =
review Other
Portfolio for brief review Facilitation of Student Learning and Development =
Other
\ J

Are you sure you want to delete this?

This supporting documentation will be removed from all included portfolios.
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6. Creating a portfolio

6. Creating a portfolio

There are two types of portfolio you can create with the eTP system: portfolios for major review and
portfolios for other purposes. Upon selecting the type of portfolio you want to create, items required in the
portfolio will be indicated with an asterisk for your information and reference.

Note that the required items in portfolios for major review align with PolyU’s documentation requirement
for major reviews set out in the university guidelines on teaching evaluation practices and The 2011
Framework for Appointment, Promotion and Retention of Academic Staff.

Before you can create a portfolio, you need to add records to your teaching evidence repository first. How
to add portfolio item records to your repository was covered in the previous sections (see 4. Managing
portfolio item records & 5. Managing supporting documentation).

With the records ready in your teaching evidence repository, you can create a portfolio in three steps:

Step 1  Select the portfolio type and appropriate information to be put in portfolio (Note: The sections
marked with an asterisk and items marked as “required” must be filled out or you may not be
able to save your portfolio.)

Step 2 Reorder selected information and preview portfolio if necessary

Step 3  Save your portfolio

Create Portfolio

( B

Basic Information * Portfolio Type required
6IC A
For major review For other purposes

Teaching Profile Portfolio Title required

SFQ Results

Peer Review Reports Appointment Information
1 (Classroom Observation)

staffiD ¥ Appointment ID Post Title Dept Post Category
Facilitation of Student

Learning and Development A12345 1 Lecturer ABCT ACA

Development of Curriculum A12345 2 Instructor ABCT ACA
and Pedagogy

Management of Subjects and
Programmes

Promotion of Teaching Quality
among Peers

Re-order ltems

Preview Portfolio

* required

3 Save Reset Draft

When creating a portfolio, your draft will be saved automatically every few seconds. If you need to clear all
your record selections in the draft, click Reset Draft.

Other detailed instructions for the above three steps are provided in the following sections.
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6.1 Selecting records and SFQ results to be included in portfolio

6.1 Selecting records and SFQ results to be included in portfolio
Step1 Click Portfolios > Create Portfolio on the top menu bar.
@ THE HONG KONG
POLY TECHMNIC UNIVERSITY
R T A W User Guide
Teaching ePortiolio System 1
Home  Personal Information  Contents~ Help-  Logout
2 Create Portfolio
Welcome to eTP v1.0 Manage Portfolios
Step2 Inthe Create New Portfolio > Basic Information section, select the portfolio type you want to
create, give the portfolio a name and select the appoinment information by clicking on the
appropriate entry if you have more than one. If you have only one appointment record, it will be
already selected for you.
Note that required sections are marked with an asterisk and they must be filled out or you may
not be able to save your portfolio.
Create New Portfolio
® For major review For other purposes I
Teaching Profile * Portfolio Title required
SFQ Results * | Portfolio for 2016 ma)or review | 2
Peer Review Reports Appointment Information required
(Classroom Observation) * staffiD &  Appointment ID Post Title Dept Post Category
Facilitation of Student <  A12345 1 Lecturer ABCT ACA 3
Learning and Development
A12345 2 Instructor ABCT ACA
Development of Curriculum
and Dadamnme
Step3 Go to different sections using the side menu and select the appropriate records to be put in your

portfolio by clicking on the relevant entries.

Create New Portfolio

Basic Information *
Teaching Profile *
SFQ Results *

Peer Review Reports (Classroom
Observation) *

Facilitation of Student Learning
and Development

Development of Curriculum and
Pedagogy

Management of Subjects and
Programmes

Promotion of Teaching Quality
among Peers

Preview Portfolio & Re-order
Items

* required

Teaching Philosophy required

Title
Teaching statement

«  Teaching statement for 2018 major review

Teaching Responsibilities required, multiple allowed

Academic Year Semester  Subject Involvement / Responsibility /
Role
+ 2011-15 2 PolyU1001 :Academic Tutor
Integrity
2011 2 PolyU1001 :Academic Tutor

Integrity

Student Supervision multiple allowed

Period Status Project or Dissertation / Thesis Title Programme Level

Reflections On My Teaching required

Year Title
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6.1 Selecting records and SFQ results to be included in portfolio

Step4 To include your SFQ results in the portfolio:
1. Go to SFQ Results
2. Select the number of years of results (1 year, 3 years, 5 years or 7 years) from the drop-
down menu. The system will get then get the report from the eSFQ system and add it to
your portfolio.
3. Click Preview PDF if you would like to preview the report
4. Select the criterion/criteria to be addressed by the item as appropriate

Create New Portfolio

SFQ Results

Basic Information *

Teaching Profile 1

S8FQ Results
| Preview PDF

Peer Review Reports

(Classroom Observation) Other farms of non-standard formal subject evaluation/student feedback can be uploaded in “Other”
under “Facilitation of Student Learning and Development”

Facilitation of Student

Learning and Development
Criterion/criteria to be addressed by the item
Development of Quality of teaching 4
Curriculum and Pedagogy Impact on student learning
Contribution to development / management
Management of Subjects Educational leadership

el Do e

Step5 When you are done selecting the records, you can use the side menu to go to Re-order Items to
see the list of your selected records, or go to Preview Portfolio to preview your portfolio, or save
your portfolio now by clicking Save.

Create Portfolio

Basic Information * Basic Information * N

Teaching Profile * Portfolio Type required

® For major review ( For other purposes

SFQ Results * Portfolio Title required
Peer Review Reports 2018 portfolio for major review
(Classroom Observation) *

Appointment Information required
Facilitation of Student
Learning and Development

Staff ID Appointment ID Post Title Dept Post Category
Development of Curriculum A12345 1 Lecturer ABCT ACA
and Pedagogy
Management of Subjects and Teaching Profile 4
Programmes
SFQ Results L]
Promotion of Teaching Quality
among Pecrs Reegaian Re-order ltems <
Facilitation 4
Preview Portfolio ‘
Preview Portfolio
* required <
Promotion of Teaching Quality among Peers 4

Save

Save Reset Draft Draft Saved
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6.2 Reordering portfolio item records

6.2  Reordering portfolio item records

Step1l When you are done selecting the records you want to include in the portfolio (see 6.1 Selecting
records and SFQ results to be included in portfolio), you can go to Create New Portfolio > Re-
order Items via the side menu to see your list of selected records.

Create Portfolio
Basic Information * Basic Information * hd
Teaching Profile * Portfolio Type required
® For major review ) For other purposes
SFQ Resuilts * Portiolio Title required
Peer Review Reports 2018 portfolio for major review
(Classroom Observation) *
Appointment Information required
Facilitation of Student
Learning and Development Staff ID Appointment ID Post Title Dept Post Category
Development of Curriculum A12345 1 Lecturer ABCT ACA
and Pedagogy
Management of Subjects and Teaching Profile 4
Programmes
SFQ Results 4
Promotion of Teaching Quality
among Peers Peer Review Reporis (Classroom Observation) !
I l Facilitation of Student Learning and Development ‘
Re-order Items
4
Preview Portfolio
 required Management 4
Promaotion of Teaching Quality among Peers 4
Save Reset Draft Draft Saved
Step2 You will see the basic information for your portfolio (i.e., portfolio type, portfolio title and

appointment information) and the list of portfolio item records you previously selected.

Create New Portfolio

Basic Information =
Teaching Profile *
SFQ Results *

Peer Review Reports

|
|
|
|
|
|
|
(Classroom Observation) * :
|
|
|
|
|
|

Facilitation of Student
Learning and Development

Development of Curriculum
and Pedagogy

Management of Subjects and
Programmes

Promotion of Teaching Quality
among Peers

Re-order Rems

Preview Portfolio

Staff ID Appointment ID
A12345 1 I
Teaching Profile :
Teaching Philosophy required l
L & & § &R N _§ _§ & N N __§ 3
Title Last Mod
Teaching statement Apr 19, 24

* required

Basic Information *

® For major review

|

. i
Portfolio Type required I
) For other purpns|

Portfolio Title required

Portfolio for 2016 major review

Appointment Information required

for 2016 major
review

Basic Information *

Portfolio Type required

® For major review For other purposes
Portfolio Title required

Portfolio for 2016 major review

Appointment Information required
Staff ID Appointment ID

A12345 1

Teaching Profile

Teaching Philosophy required

Teaching Responsibilities required, multiple all foreer

Academic Semester Subject

Involvement/ Last Contribution

Impact
Year Responsibility Modified Quality pa to .

on Educational

/ Role of development .
. _student leadership
teaching R
learning
management
2011-15 2 PolyU1001 :Academic Tutor Feb 23, | # (w0} (]
Integrity 2018
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Step 3

downward arrow head ¥ next to the records.

Teaching Responsibilities required, multiple allowed

Academic Semester
Year

{2

2014/15 1

{2

2014/15 2

6.2 Reordering portfolio item records

You can reorder the record sequence within each portfolio item by clicking the upward or

Subject Involvement/ Last Impact Contribution
Responsibility Modified Quality " PoC' to )
on Educational
/ Role of development i
. student leadership
teaching R
learning
management
EDC1234 :Educational Subject Feb 15, [+ ()] (] ()]
Research, Leader and 2016
Technology and lecturer 11:18:10
Leadership AM
EDC2468 :Becoming Lecturer Feb 15, [+ ()] (] ()]
an Effective Teacher 2016
11:15:15
AM

Step4 You can also change the criteria to be addressed by each item if needed. Note that changes
made to the criteria selections here will not be updated in the actual records in your repository.

Teaching Responsibilities required, multiple allowed

<>

<>

Step 5

Academic Semester
Year

2014/15 1

2014/15 2

Create Portfolio

Basic Information *

Teaching Profile *

SFQ Results *

Peer Review Reports
(Classroom Observation) *

Facilitation of Student
Learning and Development

Development of Curriculum
and Pedagogy

Management of Subjects and
Programmes

Promotion of Teaching Quality
among Peers

Re-order ltems

Preview Portfolio

* required

Reset Draft Draft Saved

r---------------\

Subject Involvement / Last Impact Contribution 1
Responsibility Modified] Quality P 1o 1
1 on Educational
/ Role of development I |
1 toachin student leadership I
1 gIearning
I management ]
|
EDC1234 :Educational Subject Feb 15, : ] (] ()] ()] 1
Research, Leader and 2016 I 1
Technology and lecturer 11:18:10 I ]
Leadership AM I |
|
EDC2463 :Becoming Lecturer Feb 15, : ) @ (] (] 1
an Effective Teacher 20168 o o o o o s e o o o o o O
11:15:15
AM

Basic Information *

Portfolio Type required

® For major review For other purposes

Portfolio Title required

2016 portfolio for major review

Appointment Information required

Staff ID Appointment ID

A12345 1

Teaching Profile
SFQ Results

Peer Review Reports (Classroom Observation)
Facilitation of Student Learning and Development
Development of Curriculum and Pedagogy
Management of Subjects and Programmes

Promotion of Teaching Quality among Peers
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When you are done, click Save in the bottom left corner to save your portfolio.

Post Title Dept Post Category
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6.3 Previewing portfolio

6.3 Previewing portfolio

Step1l When you are done selecting and reordering the records you want to include in the portfolio
(see 6.1 Selecting records and SFQ results to be included in portfolio & 6.2 Reordering portfolio
item records), you can go to Create New Portfolio > Preview Portfolio via the side menu to
preview your portfolio.

Click on the table of contens to go to the desired sections or scroll down to view the full
portfolio.

Create Portfolio

Basic Information * Portfolio Title: 2018 portfolio for major review
Teaching Profila * Table of Contents
Personal & Appointment Information

*
SFQ Results Teaching Profile
Poor Roview Reports Teaching Philosophy
[Classroom Observation) * Teaching Responsibilitios
Facilitation of Student Student Suparvision
Laarning and Reflections on My Teaching
Development Enhancemeant Efforts
Developmeant of SFQ Results
Curriculum and Pedagogy Facilitation of Student Learning and Development

Poer Review Reports (Classroom Observation)
Management of Subjects

and Programmes Teaching Materials

Other

Promotion of Teaching Devslopment of Curriculum and Pedagogy

Quality among Peers . ;
Curriculum/ProgrammeSubject Development
Other

Re-order [tems Management of Subjects and Programmes

ProgrammaSubject Management

Committee Work

* required
Other

Promotion of Teaching Quality ameng Pesars

Teaching Development Projacts
Preview Portfolio Action Research on Teaching Innovation
Awards/Recognitions in Teaching

Scholarly Works on Teaching & Learning

Projects Leading to System-wide Impact

Other
Appendix A
List of Supporting Documentation
Other Attachmants
Portfolio Title: 2018 portfolio for major review

Personal & Appointment Information

Staff name: Ruby EVANS
Peadable name: Dr Ruby Evans
Met ID: revans

Staff 1D: Al2345
Appoimtrent 1D: 1

Department: ABCT

Bost titla- lachrar
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7. Managing portfolios & 7.1 Editing, duplication, deleting and adding a portfolio

7. Managing portfolios

The portfolios you create can be found in Manage Portfolios where you can edit, duplicate, delete, add and
export a portfolio.

7.1 Editing, duplicating, deleting and adding a portfolio

Step1 Click Portfolios on the top menu bar, then Manage Portfolios.

THE HONG KonG
POLY TECHNIC UNIVERSITY
i E e

Teaching ePortfolio System

1
Home Personal Information Contents~ Portfolios~ Help~ Logout

Create Portfolio
Welcome to TP v1.0 2 I Manage Portfolios I

Step 2 You can sort the portfolio records in ascending and descending order by clicking the upward or
downward arrow respectively in the column header.

To add a new portfolio, click the Add New button or plus icon + and select the records you want
to include in the portfolio (see 6. Creating a portfolio).

To edit a portfolio, click the pencil icon # and edit the portfolio content as appropriate.

To duplicate a portfolio, click the copy icon ki and edit the portfolio content as appropriate.

To delete a portfolio, click the cross icon x

Manage Portfolios

Portfolio TitleI Type Zipped Portfolio Last Modified ¥ +
2016 Portfolio For other purposes Download Apr 19, 2016 5:19:14 PM Pl IR
Add New
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7.2 Exporting a portfolio

7.2 Exporting a portfolio

Step1l To export a portfolio in .zip format, click Download.

Note that there is a size limit of 900 MB for the exported portfolio. If your portfolio exceeds
this limit, you will be notified upon downloading it, and you may want to reduce the size or
number of attachments in your portfolio.

Manage Portfolios

Portfolio Title Type Zipped Portfolio Last Modified =~ ¥ +
2018 Portfolio For other purposes Download Apr 19, 2016 5:19:14 PM 7S EioXx
Add New

Step2 When you open the ZIP file, you will see your portfolio breaks down into different files and
folders:

1. A Word document containing all the detailed information of the portfolio items (text
only) you have included in the portfolio. If needed, you extract the files and do further
editting and formatting of the document using MS Word;

2. An HTML file — this is the HTML version of the Word document. You can open your
supporting documents of certain types (e.g., PDF, JPEG) directly from this file (Note: Any
changes made to the Word document will not be updated in the HTML file.);

An SFQ report in PDF format; and
4. Your supporting documents organised in their corresponding folders.

w

Mame Date nf - o X
& Teaching ePortfolio Syste: X / [} Teaching ePortfolio Syste: X
E FII:II"tFI:I“I:I |:.2C|1 §-06-10 15_19_4143?3 10/06/ C A [ filey//C:/Users/Debbie/AppData/Local/Temp@, 77 # =
ES H s
mg FID rtﬁ:lllcl EEEI-I EI-EIE'--H] 1 6—1 9—43'48?3 1 Y "’It'". Portfolio Title: Portfolio for 2015 annual review
[T €SFOQ - 3 Vears (2016-06-1015_55_45.379)]  \ 10/06/] " persont & Aopimiment tormation
Staft nama: Ruby EVANS
Teaching Profile I et 2
Star 1D: A12345
Promaotion of Teaching Ciuality amonyg Peers e e
B . ook Tl AN mes ron :ll.'nory; o
R 4 T‘)’pe D ElemEn Teaching Profile
@5 (ID# 186) edc1234_... Microsoft W... | Hahogy Tosctng Patecopny
| (ID# 188) teaching ... JPG File
E (ID# 190) Rubytues... Adobe Acro...
- - Portfolio Title: Portfolio for 2015 annual review

Personal & Appointment Information

Staff name: Ruby EVANS
P Readable name: Dr Ruby Evans
= 1 Net ID: revans 1
Staff ID: A12345
AppointmentID: 1
Department. ABCT
Post title: Lecturer

Post category: ACA

Teaching Profile

Teaching Philosophy

Year: 2016

Title: 2015 annual review

Last modified: 2016-02-17 17:24:20.45
Criterion to be addressed by & Quality of teaching

the item: Impact on student learning

Educational leadership

o

Oc 0

o

* teaching philosophy inspiration (ID# 188).jpg

3 /4 TN Artefact(s) linked to the item:

taken om' HEp.TWWW Y =4

Ruby Evans, Educational Research, Technology and Leadership
Overview
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8. Editing an exported portfolio using MS Word

8. Editing an exported portfolio using MS Word

You can edit the contents and formatting of the layout of the exported portfolio in MS Word as you see fit.

Step 1

Step 2

Step 3

Extract the files to a designated folder (e.g., New folder on desktop).

E I B = | Compressed FolderT... - O >
Home Share Wiew I Extract I [ 7]
. o = f
- o [m[m]
esfg eTP user manua —d
—Harir |mat et N o Extract
Afddemic INeTgrity eXported pormollo all
Extract To
« v 4 ¥ « Dow.. » portfolio.. v B | Search portfalio (7) Jel
7 Quick access Mame Type
. Development of Curriculurn and P...  File folder
& OneDrive o ] )
Facilitation of Student Learning an...  File folder
> O This PC Management of Subjects and Prog...  File folder
Promaotion of Teaching Quality am...  File folder
C¥F Metwork . ) ? o .
- Teaching Profile File folder
of Homegroup @ e5F0) - 3 Years (2016-04-2712_03_ 0... Adobe Acrobat Document

W5 portfolio (2016-05-03 12_08_13.633) Microsoft Word Document

>
7 itermns =

Open the extracted portfolio Word document and modify the contents or formatting as you
fit.

To update the table of contents, right click the table of contents, then click Update Field.

E = D @. [IE! = portfolio (2016-04-27 12_08_29.621) [Compatibility Mode] - Waord G2l - a

Insert Design Layout References Mailings Review View Q Tell me... Sign in Q,Share

o Calibri (Body) -1 - = 3= AJ P
B I U rabkx, xX° A = & it

Paste L. Styles iting

¥ A-W-A-ha- | K w8l Al
Clipboard = Font ra Paragraph fa | Styles
|_|-1-|-E-l-l-l-2-|-J-|-4-|-5-|-6-|-?-l-3-|-9-|-10-|-11-|-12-|-13-|-14-|-15-|-16-|-1?m|-13-
z : By - [ Update Table... |Portfoli|:| for 2016 major review
A Calibri(B+ |11~ & A7 %% o Al
- Table of Contents . " | *®

- v am v 3— v Syl

o Personal & Appointment Information B I - A~z i= yies
- Teaching Proﬁle|
- Teaching Philosophy
-+
- Teaching Responsibilities i Paste Options:
" student Supervision “D
; Reflections on My Teaching [4 Updste Field
Z Enhancement Efforts Edit Field...
i SFQ Results Toggle Field Codes
o Facilitation of Student Learning and Develg, # Font..
N Peer Review Reports (Classroom Observe =1 Earagraph..
o
- Teaching Materials
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Step 4

8. Editing an exported portfolio using MS Word

To update the table of contents to include page numbers:

1. right click the table of contents, then click Edit Field....

E (= D @‘. Elt:e'ﬂ = portfolio (2016-04-27 12_08_29.621) [Compatibility Mode] - Word &= - a

Insert Design Layout References Mailings Review View Q@ Tell me... Sign in ’Q'_Share

L] Calibri (Body)

D B I U »abe x, X°

Pavste i ay‘A‘Aa'
Clipboard = Font P Paragraph I Styles = e
I.I'].'I'E'I'l'l'Z'I'J'I'4'I'5'I'6'I'_-I"I'3'I'9'I'lﬂ'l'll'l'12'I'13'I'14'I'15'I'16'I'1?&I'w'

: [ - [Y Update Table.. Portfolio for 2016 maior review

- ibri (B - AN -
. Calibri (B = | 11 A &,a
- Table of Contents B 1 [Ula”- A -:iS-i= - styes
o Personal & Appointment Infmmatil:m|

Teaching Profile

- Teaching Philosophy

- Teaching Responsibilities oy Paste Options:
ol

. Student Supervision 0

- Reflections on My Teaching [3! Update Field

@ e

- Enhancement Efforts Edit Field...

) Toggle Field Codes

" SFQ Results —o9

| Font...

- Facilitation of Student Learning and Develop

N =y Paragraph...

Peer Review Reports (Classroom Observatio 1

2. Select TOC from Field names on the left hand side, then click Table of Contents....

Field 4 X

Please choose a field Field properties
Categories: Click the button below to set advanced field options
] ~

Table of Contents.., 2

Field names:

aection n
SectionPages
Seq

Set

Skiplf
StyleRef
Subject
Symbal

TA

TC

Template
Time

Title

1

A E i paimi e

Userlnitials
UserMame A

|:| Preserve formatting during updates

Description:
Create a table of contents

Field Codes Cancel
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8. Editing an exported portfolio using MS Word

Step 4 3. Inthe Table of Contents tab, click Options....
(cont’d)
Table of Contents ? >

Index | i Table of Contents i Table of Figures = Table of Authorities

Print Preview Web Preview
ETP1 L] ETP1 A
Heading 1 Heading 1

ETP2 ETP2

ETP2-remove spacing

ETP2-remove spacing

1 v Heading 2 W
|:| Show page numbers Use hyperlinks instead of page numbers
Right align page numbers
Tab leader: |..

General
Formats: From template =
Options... Modify...

4. Inthe Table of Contents Options window, type in 1 for ETP1, and 2 for ETP2 and ETP-
remove spacing, then click OK.

Table of Contents Options 7 x
Build table of contents from:
] styles
Available styles: TOC Jevel:
S
Balloon Text
Comment Text
¥  ETP1 1
~ ETP2 2
¥  ETP2-remove spacing 2
ETP3
W

Cutline levels
[ ] Table entry fields

Reset Cancel
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8. Editing an exported portfolio using MS Word

Step 4 5. Click OK in the Table of Contents window.

’
(Cont d) Tahle of Contents ! X

Index Table of Contents = Table of Figures = Table of Authorities

Print Preview Web Praview
I 1|~ ETP1 ~
Heading 1. veveererereeeeenennes 1 Heading 1

2 = I 3 ETP2

ETP2-remove Spacing...cc.ee.. 3 ETP2-remove spacing

. v Heading 2 v
Show page numbers Use hyperlinks instead of page numbers
Right align page numbers
Tab leader: | ... ~
General
Farmats: From template ~

Options... Modify...

Cancel

6. Click OK to replace the table of contents.

| Last mod
Microsoft Word = m
LB

0 Replace this table of contents?
]l

[ 1 The Fallees

7. The table of contents should now include page numbers.

H ©-0 0 B B : portfolio (2016-04-27 12,08 29.621) [Compatibility Mode] - Word = — m|
Insert Design Layout References Mailings Review View Q Tellme.. Signin ,q_ Share
L] Calibri (Body) ~13 A.J o
B I U ~abkx x* & - "

Pavste = W.p-na-| K x| B St},iles Ed'E‘”Q
Clipboard Font ] Paragraph ra | Styles M
L |-§-|-1-.-z-.-3-.,_-4-.-5-.-6-.-?-.-a-.-9-.-10-.-11-.-12-.-13-.-14-.-15-.-16-.-1%.-1.8-.-19 -
| Portfolio Title: Portfolio for 2016 major review|

- Table of Contents
N Personal & Appointment INfOrmMation ... e s e 2
:. T RS AR ocoocroreeneoneom e oo oo e PP PP eSS PO eSS oD 2

% TEAChING PHIIOSOPRY terise st it s e e e s g g b RS R R pa e a s 2
Er Teaching ResPONSIDIIIES i e s s e e s e 4
“n BT Lo L= N T o Ty OSSO Y 5
; REflECtions 0N MY TRACHING ..o s e e b e s en e et 5
Z ENNENCEMENT EFOTTS ..cvuruetucecuiemsesses e es s e st s ses s sss s s esss s ses e sas 8 sttt 6
" QL RESUIES 1.voreeeecereeseesceaesees e esmsee et e es e 8880888880881 6
; Facilitation of Student Learning and DevelOPMENT . i s s s e aas 7
% Peer Review Reports (Classroom OBSEMETION] ..o e 7



9. Providing feedback & 10. Enquiry and support

9. Providing feedback

Upon logging out, you will be asked to complete a short survey about the system. Please tell us what you
think about the system especially after you have used it to create a portfolio.

THE HONG KONG
POLYTECHNIC UNMIVERSITY
5 ik 5 T o

BN LA

B user Gi
Teaching ePorticlio System | your feedback will help us improve the eTP system
Home  Person ut
Please tell us what you think about the eTP system by completing a short survey.
Manage Portfolios m Maybe later
Portfolio Title Type Zipped Portfolio Last Modified ¥ +
Portfolio for 2015 annual review For major review Download Jun 27, 2016 12:08:586 PM S moX

You can also access the survey via Feedback in the top menu bar. If you have any questions about the
system or would like to provide further feedback, please feel free to contact us via
etp.support@polyu.edu.hk.

THE HONG KONG
POLYTECHNIC LINIVERSITY
ik R

l user Guide
Teaching ePortfolio System
Home  Personal Information  Contents~  Portfolios~  Help~ | Feedback | Logout
Manage Portfolios
Portfolio Title Type Zipped Portfolio Last Modified ¥+ +
Portfolio for 2015 annual review For major review Download Jun 27, 2016 12:08:58 PM S WX

10. Enquiry and support

For enquiry and further assistance with the PolyU eTP system, contact etp.support@polyu.edu.hk with the
following information if possible:

e Screenshot — Capture your screen (by holding down Ctrl or Alt key while hitting the Print Screen
button for PC, or Ctrl+Shift+Command (Apple)+4 for Macintosh) and paste the image to the email

e Browser address — Copy the URL that is displayed in the address line of your browser and paste it to
the email.
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