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Dashboard 
Faculty member can 

access activities from 

this page or by using 

the drill-down in the 

top menu. 

Displays Educator Portfolio Activities 

• Date of last entry 

• Items available for import 

Faculty member can add 

delegates to portfolio. 



Dashboard  

How to Add Delegates 

Select “Add Delegate.” 

Enter delegate VUNetID  

and “Save” to add 

delegate. 

You may also remove a  

delegate by selecting  

the “Remove” button. 
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Teaching Activities 

Select “Add Teaching 

Activity” to input  

teaching data. 

Edit previously  

entered teaching 

activities. 

Teaching Activities  

are organized by  

academic years.  

 

Select the drop down  

menu to find other 

academic year  

activities.  

Provide narrative  

on specific areas  

of teaching to 

highlight. 



Teaching Activities 
How to Add a Teaching Activity 

Select Academic Year. 

Enter Course Title. 

Enter Course 

Location. 

If available, import data 

from previous activities. 

Identify lecture/ 

activity type. 

Identify audience. 

Indicate teaching  

strategy. 

Provide narrative on  

teaching activity. 



Teaching Evaluations 

Select “Add Teaching  

Evaluation” to add a  

new evaluation. 

Select “Edit” to  

edit previously  

entered teaching  

evaluation.  

Select “Remove” to 

remove previously  

entered teaching 

evaluation. 



Teaching Evaluations 
How to Add a New Evaluation 

Select an Academic Year. 

Identify evaluator.  

Indicate activity being 

evaluated. 

Provide number of 

evaluators. 
Identify evaluation scale. 

Upload any supporting  

documents. 

Provide overall evaluation  

score. 

Provide a narrative  

description of evaluation Save when complete. 



Teaching Awards 

Select “Add Teaching  

Award” to create new  

award. 

Select “Edit” to edit  

existing award  

information. 

Select “Remove” to  

remove existing award  

entry 



Teaching Awards 
How to Add a New Award 

Enter Award Name. 

Identify Sponsoring  

Organization. 

Select “Save” when 

complete. 

Indicate Year Received.  

Select Award Level. 

Provide award criteria  

narrative.  



Mentoring and Advising 

Select “Manage Mentoring  

Activities” to add mentoring  

activities. 

Select “Manage Advisory 

Committees” to add  

advisory roles. 

Select “Manage Group 

Advising” to add new 

group advising roles. 



Mentoring and Advising 
Mentoring Activities  

Enter Mentee’s 

Name. 

Enter End of Mentoring  

Date. 

Identify Mentoring Start  

Date. 

Identify the Mentee’s 

Role. 

Identify Mentee’s Current 

Position. 

Select “Save” to Save  

Record. 

Identify Mentoring Topic... 

Provide Additional Narrative  

about Mentoring Role. 



Mentoring and Advising 
Group Advising 

Enter Group Title. 

Identify Number of 

Advisees. 

Select Start Date  

for Advising. 

Indicate Frequency of  

Group Meetings. 

Select “Save” to  

Create New Record. 

Select Advisee Type. 

Select End Date for 

Advising. 

Provide Narrative for  

Group Activity. 



Mentoring and Advising 
Advisory Committee 

Enter Committee Title. 

Enter Advisee’s Name. 

Indicate Number of 

Advisors. 

Identify Advisee’s 

Topic. 

Select “Save” to Enter  

New Record. 

Enter Start Date for  

Advising Committee. 

Enter End Date for  

Advising Committee. 

Identify Advisee’s Role. 

Identify Frequency of 

Interactions. 



Curriculum Development 

Select “Add New Curriculum 

Development” to Add New 

Record.  

Select “Edit” to Edit  

Existing Curriculum  

Record. 

Select “Remove” to  

Remove Existing  

Curriculum Record. 



Curriculum Development 
How to Add a New Record  

Enter Curriculum Topic/ 

Title. 

Identify Your Role in  

Development. 

Identify Year 

Created. 

Identify Teaching Strategy. 

Indicate Audience. 

Identify Total 

Learners. 

Indicate if Curriculum  

Has Been Implemented. 

Select “Save” to Create  

Record.  

Indicate Location of  

Curriculum. 

Indicate Degree of 

Responsibility.  



Educational Leadership &  

Administration 

Remove Existing Record. 

Add New Leadership &  

Administration Activity.. 

Select “Edit” to Edit  

Existing Record. 

Select “Save” to  

Save Existing Record. 

Provide Narrative of  

Educational Leadership  

Activity and Impact 



Educational Leadership & Administration 
How to Enter a New Activity 

Enter New Activity Title. 

Identify Your Role.. 

Indicate Level of 

Activity. 

Identify Number of 

Teachers. 

Select “Save” to Create  

New Record. 

Indicate the Start Year. 

Indicate the End Year. 

Identify Number of  

Learners. 

Provide Activity Narrative. 



Scholarly Approach  
to Education 

Select “Manage  

Scholarly Approach  

to Education”  

to Create New  

Record. 

Select “Manage  

Professional  

Development  

Activities”  

to Create New  

Record. 



Scholarly Approach to Education 
Evidence of a Scholarly Approach 

Select “Edit”  

to Edit  

Existing  

Record. 

Select “Add”  

to Create  

New Record. 

Select “Remove” 

to Remove 

Existing Record. 

Identify Academic Year. 
Select Activity. 

Identify Goals. 

Describe 

Preparation. Identify Methods. 
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Scholarly Approach to Education 
Professional Development 

Add New 

Activity. 

Select “Save”  

to Create New  

Record. 

Select “Edit”  

to Edit Existing 

Record. 

Provide Summary  

of One Listed  

Activity. 

Select “Remove”  

to Remove Existing  

Record. 
Identify Name  

of Program. 

Identify Sponsoring  

Organization. 

Select  

Program  

Type. 

Provide  

Training  

Hours. 

Select “Save” to 

Create New Record. 
Describe 

Program. 

Program 

Start Date. 

Program  

End Date. 
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Products of Educational  

Scholarship 

 
Select “Manage  

Educational  

Publications” to  

Create New Record. 

Select “Manage  

Educational Grants”  

to Create New  

Record. 

Select “Manage  

Workshops and 

Presentations”  

to Create New  

Record. 

Select “Other  

Educational  

Products” to  

Create New  

Record. 



Products of Educational Scholarship 
Publications Related to Education 

Select “Add Publication” 

to Add New Record. 

Enter Publication  

Date.  

Select “Save” to  

Create New Record.. 

Identify Type of  

Publication. 

Enter Citation. 
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Products of Educational Scholarship 
Educational Grants 

Select “Add  

Educational  

Grant” to Add  

New Record. 

Select “Edit” to  

Edit Existing  

Record. 

Select “Remove”  

to Remove Existing  

Record. 

Enter  Grant Title. 

Identify Funding  

Source. 

Identify End  

of Grant. 

Select Scope  

of Grant. Select “Save” to  

Create New Record. 

Identify Your Role. Identify Start of 

Grant. 

Provide Total  

Direct Cost of  

Grant. 

Provide  

Description  

of Project. 
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Products of Educational Scholarship 
Workshops 

Select “Add 

Workshop/ 

Presentation”  

to Add New  

Record. 

Select “Edit”  

to Edit 

Existing  

Record. 

Select “Remove”  

to Remove Existing  

Record. 

Enter Presentation Title. 

Identify Presentation  

Location. 

Presentation Date. 

Enter Number of 

Attendees. 

Identify Scope  

of Presentation. 
Select if Presentation  

was Invited. 

Identify Audience. 

Identify Presentation  

Medium. 

Select if Presentation  

was Peer Reviewed. 

Describe 

Presentation. 

Select “Save” to Create 

New Record. 
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Products of Educational Scholarship 
Other 

Select “Add  

Other Product”  

to Enter New  

Record. 

Select “Edit”  

to Edit Existing  

Record. 

Select “Remove”  

to Remove Existing 

Record. 

Enter Year  

Created. 

Enter Date  

First Used. 

Provide a Product  

Description. 

Select “Save” to  

Save New Record. 

Identify  

Utilization  

Venue. 
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Artifacts  

Select “Add  

Artifact” to  

Create New  

Record.  
Select Year. 

Identify Title  

of Artifact. 

Select “Save” to  

Save New Artifact. 

Describe the 

Artifact.  

Select File  

to Upload. 
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Downloading and  
Printing your Portfolio 

You May Download  

All Data or a  

Specific Range. 

You May Select  

All Activities to Print  

or Certain Activities. 
Select Format –  

Adobe PDF or  

Microsoft Word. 

Select “Download Portfolio” 

to Download.  



Helpful Hints 
• To learn more information about the different activities, hover over 

activity titles for a pop-up explanation. 

 

• Items available for import are denoted by a      . 

 

• Items with a        will provide a detailed explanation of appropriate 
text, uploads, or data necessary for the activity.  

 

• Questions, contact Ashley Wood (ashley.wood@Vanderbilt.edu). 


