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Frequently Asked Questions
How long will I have access to my portfolio?

Can I have portfolios for more than one course? 

What happens to my portfolio when my course ends?

Does my instructor have access to export my portfolio?

What is a Portfolio?
A portfolio refers to a collection of work that showcases language learning progress and achievements over a period of time. Language 

portfolios are often used as a form of assessment and self-reflection in language learning and teaching.

Terminology

Portfolio – Portfolio is a tool that houses/hosts a collection of select students´ work (files) created on the Supersite and exported to 

Portfolio, or uploaded by students. 

File – Each of the student’s work that were created on the Supersite and are stored in My Files as  assets, video or text.

My Files – The repository of files that have been uploaded into Portfolio. 

Student Portfolios – Collections of work created by students in Portfolio to document learning or showcase favorite work.

Page(s) - These are individual pages within each portfolio. Each portfolio can consist of one page or multiple pages. 

Technical Requirements
Please review the site technical requirements for supported browsers and operating systems. Headset with mic or speakers and mic 

required for audio-enabled posts. Portfolios are available on VHL Central 3.0 platform programs in courses with "Portfolio" access.

Adding Assignments to Portfolios
Once your instructor has enabled Portfolio for your class, you will see the portfolio icon in the Activities list in VHL Central. It is displayed 

towards the right near the Due date and will be visible on Composition, Solo Video Record, and Video Virtual Chat activities. You may also 

see the icon next to Partner and Group Chat activities if your instructor has enabled those as part of Portfolio.

https://support.vhlcentral.com/hc/en-us/articles/213224758


Upon completion and submission of an activity that can be sent to your portfolio, you will see a message with the option to export the activity 

from VHL Central directly into your files in Portfolio. This will generate an artifact, like a PDF, image, or video file that can then be used in a 

Portfolio.

If you accidentally close the message, or need to send the activity to the portfolio site at a later time, you can use the button at the bottom of 

the activity labeled, ‘Export to Portfolio.’ This button will only show and be available if the assignment has been submitted, and is one of the 

allowed activity types set by your instructor. 

All activities successfully sent to the portfolio will display a green banner with the confirmation message in the top right corner of the screen.



Accessing Portfolios
You can access Portfolio from the main navigation under Learning Tools. This will open a new tab in the browser. There is no log in needed; 

all users will automatically be logged into Portfolio.



Dashboard
You will land on the Portfolio Dashboard. From here, you can access classes, and begin creating portfolios. Clicking the course name will 

take you to the course home page.

Class Home
For each class, there is a top navigation: Home, Portfolios, Classmates, Share, and My Files.

The image below shows what the Home page, or landing page, will look like upon your first visit to the Portfolio site. 



Creating Your First Portfolio
Your instructor may have created an example portfolio that you can copy as a starting point for your Portfolio. To do this, use the main menu 

in the top right corner and select ‘Create > My portfolios.’

 

1. Click the ‘Copy’ button near the right side of the screen.

2. On the next screen, ‘Copy a portfolio,’ review the list of items available to copy and click ‘Copy Portfolio’ for the one you would like.



  

3. Rename the portfolio and update the description. It is strongly recommended you use your full name when naming your portfolio, so that 

your instructor can quickly identify your work and your classmates can find it easily. Continue to ‘Edit portfolio pages.' 

 

4. There is nothing you need to do here. Your instructor has already added all the pages you are expected to have to the portfolio template. 

Continue to 'Share.’



 

5. Next you have a chance to share your portfolio. Your instructor will by default have access to it, but you can share with classmates, too.

Editing Portfolios
You can edit the portfolios you create.

1. On the right side of the page, click the pencil icon. Your portfolio is made up of blocks of content, such as text, images, videos, or other 

files. To edit it, click the pencil icon. You can edit, reorder, or resize the blocks. If your instructor created the template, they might have left 

instructions on what content they expect to see in it. You will see these instructions in a light gray area above the page’s content.

 

2. You may also choose to add additional blocks of content to the page. Click the plus icon on the right side of the page. Replace the block 

title to give this content a name. Choose the type of content you want to add. Some choices are text, image, embedded media, or files 

which includes activities from your course or you may choose to upload a file from your computer.



   

3. Files are organized by lesson and the name of the activity assigned. Click on the folder for the activity you would like to add. To return to 

the main folder, click Parent folder.

Click on the name of the file to select it and click ‘Save’ to add it to your page. If you do not see an activity you are expected to add 

to your portfolio, it is likely you need to complete the activity first and click ‘Export to Portfolio’ to have it appear in the right 

folder.

 



4. Continue editing blocks and adding content to your page. Pages save automatically. You will see a trash can icon on each block allowing 

you to delete them if necessary.

 

Navigating Between Portfolios
There are a few ways to navigate within the Portfolio site. Using the main menu in the top right corner of the site, you can navigate to Share 

> Shared with me. 

The Shared with me page will display a list of any pages or portfolios that you have access to view or comment on. If you belong to multiple 

classes, you will see many portfolios here. You can use the options at the top to search by student or filter by class.



The other way to access Portfolios is from your class Home page. Click on the class name from your list under My Classes on the right side 

of the main pages of the portfolio site.

Next, click ‘Portfolios.’ This will take you to the portfolios page for that class where you will see any portfolios that you have access to, 

meaning they have been shared with you by a classmate or your instructor for that class.

Portfolios that have been shared with you will also be visible on the class Home page.



Commenting & Notifications
You will be able to comment on any Portfolio that has been shared with you. Similarly, anyone who you have shared your portfolio with will 

have access to comment on that portfolio. ‘Add comment’ displays at the bottom of each page of a portfolio. Consult with your instructor 

about expectations for commenting for your class. Comments on portfolios are a great form of peer review. Your instructor may also send 

you comments about your portfolio (these may be public, meaning anyone viewing your portfolio can see them, or private, meaning only you 

and the original commenter can see them).

On comments you have written, you will see the pencil icon and trash can icon to edit or delete your comment.

You will see in-app notifications if a comment is left on one of your pages. Likewise, you will get a notification if someone responds to a 

comment that you have made.

The notification count shown in the top bar of the site.



Saving or Exporting Portfolios
Exporting your portfolio is a critical step in saving it for future use. Portfolios can be a tool for future internships, continued education, or 

other opportunities! 

Use the main menu to navigate to Manage > Export.

Under ‘What do you want to export?’ decide if you will export all of your work or only some portfolios. Select the portfolio you want to export. 

Scroll down and click 'Generate export.'

On the next screen you will see the export generating, and a zipped folder of your portfolio will be downloaded to your local computer.

Frequently Asked Questions

How long will I have access to my portfolio?

You can access your portfolio as long as you have active program access. Export your portfolio to keep it before your access expires!  You 

may also wish to upload an exported Portfolio to your school’s LMS to have it saved in an additional spot. Check with your instructor to see 

how they would like you to handle this.

Can I have portfolios for more than one course? 

Yes, you can build portfolios for any course that your instructor has enabled Portfolio in. You may have concurrent access if you are in 

multiple courses at the same time, or you may have a portfolio that exists for a past course, as well as for a current course. This can be a 

great way to see you progress from a beginner level class, through intermediate, to advanced level classes!



What happens to my portfolio when my course ends?

You have access to your portfolio as long as you have program access. We strongly recommend you export your portfolio before your 

access expires.

Does my instructor have access to export my portfolio?

No, users can only export their own portfolios – portfolios or pages that they created. If you forget to export your portfolio, your 

instructor cannot do this for you.


