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PURPOSES 
 
The purposes of the ePortfolio system at BYUH are to: 
 
• Aid departments in a process of self-reflection, self-review and self-improvement 
• Provide a central internet location for storing documents that will showcase what 

departments are doing (for both internal & external audiences) 
• Engage departments and the campus community in a continued dialogue about student 

learning and “best practices” within the academy 
• Help all stake holders become accountable for WASC accreditation standards, policies 

and guidelines 
 
It is intended that the instructions contained in this document will empower individual 
departments to update their own ePortfolio and change it as needed to meet department 
needs and accreditation expectations.  Updating the ePortfolio system represents an on-
going commitment by departments to keep documents current and up-to-date. 
 
YOUR SUPPORT TEAM 
 
If you have any questions concerning the ePortfolio system, how to access it, what you 
are expected to do or how to do it), please contact: 
 
• Johnson Mak 293-3668 (jmak@byuh.edu) 
• Paul Freebairn 293-3599 (freebaip@byuh.edu) 
• Kathy Pulotu 293-3652 (pulotuk@byuh.edu) 
• Bill Neal 293-3589 (nealw@byuh.edu) 

mailto:jmak@byuh.edu
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KEY PORTFOLIO ELEMENTS/ORGANIZATION 
 
The elements selected for inclusion in BYU-Hawaii’s ePortfolio system represent our 
desire to become a more learning-centered institution.  This system represents an 
intensive review of “best practices” in the academy, including a wide variety of 
institutions of higher learning throughout the United States, and experimentation with our 
own assessment processes over the past six years. 
 
The key portfolio elements are:  
 
• Mission Statement 
• Department Website link 
• Department/Program Outcomes (Note: any changes that academic departments 

make in program outcomes for a specific major also need to made in the University’s 
Catalog – this can be accomplished by emailing the changes to Bill Neal) 

• Outcomes Matrix (showing how academic departments align student-learning 
outcomes to specific courses within each major) 

• Sample Course Syllabi (showing how academic departments include specific 
learning outcomes and the assignments which focus on and are aligned to these 
learning outcomes) 

• Annual Assessment Plans (including key findings and actions taken) 
• Multi-year Assessment Plans (listing all department outcomes, and generally how 

and when they will be assessed over the next 5-7 years) 
• Reflective Essays (A brief 1-2 page essay written each year which allows the 

department to reflect upon what they’ve learned and where they’re headed) 
• Program Review/Accreditation (for academic departments, a detailed self-study 

reviewed by a team of internal/external reviewers; this generally happens every 5-7 
years); see http://www.byuh.edu/pirat/Assessment/docs/academic.dept.review.pdf   for  
complete schedule of program reviews and details as to what is expected) 

• Members of the Department (links to the Faculty Profile – Administrative 
departments can also add profiles for key administrative personnel) 

• Showcase of student work/student learning (for academic departments, samples of 
student work and how they were evaluated) 

• Showcase of department “best practices” (a sample of projects, articles, documents 
that showcase what the department is doing) 

mailto:nealw@byuh.edu?subject=Catalog%20Changes%20(Program%20Outcomes)
http://www.byuh.edu/pirat/Assessment/docs/academic.dept.review.pdf


 
 

How to View your ePortfolio 
 
To view your current ePortfolio, go to: 
 
Academic Departments (organized alphabetically by College/School) 
http://www.byuh.edu/pirat/Assessment/Academic_Programs/
 
Administrative Departments (organized alphabetically by area) 
 http://www.byuh.edu /pirat/Assessment/Administrative_Units/
 
Or, you can go to the Assessment website and click on “Assessment Areas” in the left 
column on the page. 
 
Assessment Website 
 http://www.byuh.edu /pirat/Assessment/
 
 

 
 

http://www.byuh.edu/pirat/Assessment/Academic_Programs/
https://apps.byuh.edu/apps/pirat/Assessment/Administrative_Units/
https://apps.byuh.edu/apps/pirat/Assessment/


Here is a sample of the Academic Programs from the College of Arts & Sciences: 
 

 
 



 

How to Edit/Update your ePortfolio 
 
To edit/update your ePortfolio, go to: 
 
 http://www.byuh.edu /pirat/Assessment/
Go to “ePortfolio Management/Login” in the lower left column 
 
 

 
 

https://apps.byuh.edu/apps/pirat/Assessment/


 
 
Login using your CES net ID and password (Note: If you would like to authorize 
additional people in your department to update your ePortfolio, please send an email 
request to Paul Freebairn with the individual’s name and CES net ID and the name of 
your department.) 
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MAIN PAGE 
 
Here’s how the ePortfolio Management Main Page looks. 
 
Click on “Build” to modify elements of your portfolio (Note: If you are an academic or 
administrative leader, you will first see all of the programs/departments in your area and 
will then need to select one of these departments to modify.) 
 

 
(Sample above is from the Psychology Department)



 
 
ABOUT US TAB 
 
When you click on “Build”, you will then be taken to the default page, “About Us”.  
(Here you will be able to change your mission statement, department website link and 
contact information.) 
 

 
 
 
 



 
OUTCOMES TAB 
 
This selection allows you to change/add program outcomes, your outcomes matrix and 
sample course syllabi.  The default page allows you to modify your program outcomes.  
You can edit, delete or add new outcomes on this page or change the order of their 
appearance in the portfolio.  (Note: any changes that academic departments make in 
program outcomes for a specific major also need to made in the University’s Catalog – 
this can be accomplished by emailing the changes to Bill Neal) 
 
In the middle of the page is a link that allows you to upload an Outcomes Matrix file 
and another link that allows you to upload sample course syllabi (using the browse 
feature in this program to find the document on your computer).  Rather than upload a 
file, you can paste a web link where the syllabus can be found online.  You can also title 
each course syllabus anyway you’d like, and indicate in which order it will be listed on 
the page.   
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UPLOADING SYLLABI & OTHER DOCUMENTS 
 
When possible, it is recommended that departments upload documents in PDF format.  
30 MB is the maximum file size that can be uploaded into the system.  It will be helpful 
to organize documents that you upload into an “Assessment” folder in “My Documents” 
on your computer so you can find them easily.  You can name the documents anyway 
you like, even with spaces, but it is easier to have a consistent naming method for these 
files, such as “2007WI_PSYC111_syl.pdf” for a syllabus used for Psychology 111 during 
Winter 2007.  Do not use symbols such as “&” or “/” in the file name.  You can use a 
dash (“-“), underscore (“_”) or period (“.”) to separate words in the file name.  You can 
also upload any type of media file (such as .jpg, .mpeg, or .wav). 
 
 

 
 
 
 



 
ASSESSMENT TAB 
 
This section allows you to update/add annual and multi-year assessment plans.  If you 
produce and distribute an annual report and/or go through extensive department or 
program reviews by external or internal reviewers, you can upload these documents 
here.  You can also upload your reflective essays in this section. 
 

 
 
The default page for the Assessment section will allow you to load your annual 
assessment plans by year.  To upload an assessment plan, click on “Upload a file” 
button.  Then select the year in the drop down menu box, browse to open the file from 
your computer and then select save. 
 
 
 



 
 
PROGRAM REVIEW 
 
If you are an academic department and go through an extensive self-review, you can 
upload your self-study documents for the review team to access online in the 
Assessment section of the ePortfolio.  You can also indicate the names of review team 
members, the institutions and departments they are from, and the positions they hold.  
When the review is over, you can post the review team report to the web, and add a 
follow up document detailing your response to the review team’s recommendations 
and the actions steps you are taking as a department.  You can also change the order of 
documents to keep track of program reviews over time. 
 
 

 
 



 
*FACULTY TAB 
 
This tab links to the list of faculty in your department.  You can add new faculty 
members by clicking on the “Add a faculty” button. 
 

 
(*Administrative departments have a similar tab called “Staff” and can enter individuals 

with key staff or administrative assignments.) 
 



 
When you click on the “Edit” faculty link, the screen will look something like this: 
 

 
 
You can edit existing faculty or delete those that are no longer with your department by 
clicking on the appropriate button.  On this page you can change the order in which 
faculty members in your department are listed, add a special position (like “Department 
Chair”), indicate whether your faculty members are regular or adjunct, and include their 
CES Net ID so their names can be linked to their Faculty Profiles in the Faculty Profile 
system.



FACULTY PROFILE 
 
If the faculty member has already created a Faculty Profile in the system, then the 
“View” link will take you to the public view of the individual’s Faculty Profile page. 
 

 
 
To change your Faculty Profile, go to Route Y Login and enter your CES Net ID and 
password. 
 
https://facultyprofile.byu.edu/BYUHFacultyProfile/FacultyProfile
 
Guidelines on how to use the Faculty Profile can be found at: 
http://www.byuh.edu/pirat/Institutional_Research
 

https://facultyprofile.byu.edu/BYUHFacultyProfile/FacultyProfile
https://facultyprofile.byu.edu/BYUHFacultyProfile/FacultyProfile
http://www.byuh.edu/pirat/Institutional_Research


*STUDENT WORK TAB 
 
To add student work or departmental projects, click on the “Add a project” button. 
 

 
(*Administrative units can upload projects that showcase their department by selecting 

the “Department Displays” tab.) 
 
 



ADDING STUDENT WORK (OR DEPARTMENT 
DISPLAYS) 
 
To add student work (or departmental displays), you can upload any form of document or 
multi-media file.  You can indicate the order that the file will be listed, give it a brief 
description, and give the project a title.  You can either upload the file or link the file 
directly to an existing location on the web.  If you are providing a sample of student 
work, be sure that you also provide a sample of how that work was evaluated by 
faculty members. 
 

 
 
 
 


