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Learning Portfolio Ɗ What Is It?  

The Learning Portfolio is a powerful student -centered application for storing, organizing, 

reflecting on and sharing items that represent you. Within the Learning Portfolio you may 

include documents, graphics, audio files, presentations and any other digital files that 

reflect your own experiences inside and outside McMaster . You can also set your own 

learning goals; then follow and track your progress  towards achieving  those goals.  You can 

then easily share  your achievements,  your knowledge and your reflections with faculty, 

advisors,  potential  employers or pee rs in the form  of a presentation Ɗ which looks and acts 

like a website. You have full control over the content of your Learning Portfolio 

presentations, and can customize and create as many presen tations as you like. You have 

up to 2 gigabytes of storage in your Learning Portfolio.  

Accessing Your Learning Portfolio  

To access your Learning Portfolio  you must login to Avenue to Learn . Once you are logged 

in, click Learning Portfolio from the menu ba r at the top of the page.  

 

If you are within a course on Avenue, you can access your Learning Portfolio from the 

Learning Portfolio link at the top of the page next to Assessments , but be aware that the 

links at the top of your Learning Portfolio may appear different  than those in the 

screenshots in thi s document . 
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Exploring Your Learning Portfolio Dashboard  

The first time you enter your Learning Portfolio you will see a pop up window.  

 

In fact, you probably clicked on the Close button right aw `x- Sgdqdƍr ` kns ne sdwsin that 

ono to+ ats hsƍr trdetk hmenql`shnm you may want to review . Here it is again:  

Your Learning Portfolio is a personal portfolio tool for storing, organizing, 

reflecting on, and sharing items that represent your learning. You can 

include documents, graphics, audio files, videos, presentations, course 

work, etc. that demonstrate your improvement or mastery in a certain area. 

You decide what items you want to include in your Learning Portfolio, how 

you want to organize them, and who you want to share them with.  

 

You can create:  

Ɣ @qshe`bsr 'hmchuhct`k hsdlr( 

Ɣ Bnkkdbshnmr 'fqntor ne qdk`sdc hsdlr( 

Ɣ Qdekdbshnmr 'sgntfgsr `ants xntq kd`qmhmf( 

Ɣ Oqdrdms`shnmr 'vda oqnidbsr rgnvb`rhmf xntq hsdlr `mc `bghdudldmsr( 

Ɣ Kd`qmhmf objectives (plans for specific learning outcomes)  

 

You can share items with others by giving them permission to:  
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Ɣ Uhdv `m hsdl 

Ɣ Bnlldms nm `m hsdl 

Ɣ Uhdv bnlldmsr eqnl nsgdqr 

Ɣ @rrdrr `m hsdl 

Ɣ Uhdv `rrdrrldmsr eqnl nsgdqr 

Ɣ Dchs `m hsdl 

 

You can use the Explore area to see what items other people are sharing 

with you.  

Nmbd xntƍud bknrdcthe pop up window , you can begin to work with the Learning Portfolio. 

The page you see  (displayed below)  is called your Dashboard. The Dashboard provides an 

d`rx v`x sn tokn`c ehkdr+ l`jd ` pthbj qdekdbshnm `mc rdd sgd hsdlr xntƍud bqd`sdc hm sgd

last 60 days.  

 

The What are you learning? prompt provides you a quick place to write a Reflection. If you 

want to upload a file (eg. a  Word document ) or other digital media, you can click the Add 

Files link, and drag those items in to your 

Learning Portfolio. Your files are now 

considered Artifacts.  

Along the right hand side are additional tools 

that enhance your Learning Portfolio. A 

Presentation is a mini -website, curated  and 

created by you, that displays your Artifacts 

and Reflections. A Collection is a way to 

organize the items in your Learning Portfolio . 

You might think a Collection works like a 

enkcdq nm xntq bnlotsdq+ ats hs cndrmƍs gnkc 

the Artifacts, Reflections and Presentations 
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inside th e Collection . The Collection  acts like a filter to exclude any other items . For more 

information about Collections, see the section on Organizing Your Learning Portfolio  on 

page 30 . 

Under the Add Other  Items menu, you can bring in Course Results as Artifacts from your 

courses at McMaster, create a Web Document (in HTML format) , add an audio recording  or 

fill out a  Form that becomes an Artifact in your Learning Portfolio.  

Click on the Settings g ear wheel icon in the top right corner to customize the defaults and 

number of items you will see on your Dashboard.  

 

Within  the Dashboard settings, you will be able to control how many items you see in your 

Newsfeed, set item defaults permissions  and adjust y our Sharing  settings.  

 



 

8 
 

 

 

Adding To and Creating In 

Your Learning Portfolio 
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Setting Your Learning Goals  

McMaster University is the only university in Canada  that we are aware of,  to have a tool 

embedded wi th in their Learning Management System to assist you make your own learning 

goal(s) explicit, trackable and managed by you.  You decide what learning goal 9s) you 

wish to embrace . Additionally  you can take any of the Undergraduate (and Graduate) 

Degree Level Expectations, which represent the threshold level skills and knowledge 

Ontario students must demonstrate in order to successfully complete their programs.   

If you struggle with the idea of setting learning goals, The Student Success  Centre at 

McMast er (located in Gilmour Hall , room  110) has a worksheet that will assist you in 

setting goals that are attainable, achievable, and manageable. For more information about 

setting goals, consult this PDF document about SMART goals.  

 http://studentsuccess.mcmaster.ca/images/pdf/academic_skills/online -

resources/smart_goal -setting_worksheet.pdf  

The learning goals form  will help you keep track of your personal learning goals, which 

nesdm `qdmƍs pthsd sgd r`ld `rthose goals defined by your academic  program. Perhaps you 

are a Humanities student who is interested in climate change, or a Software Engineering 

student who has an interest i n poetry. How can you mix those diverse interests and 

connect your personal interests and your academic ones? Write a learning goal that 

encompasses those two interests. Your goals are yours alone - no one will see your 

learning goals, or your progress towards that goal, un less you share it with someone. 

To begin setting your own learning goals, login to Avenue to Learn. Once you have logged 

in, locate the widget located in the top left hand corner of the screen lab elled Set Your 

Learning Goals. Click the My Learning Goal  link which will  direct you to a form you can fill 

out to write out your learning goal and track your personal progress.  

 

 

http://studentsuccess.mcmaster.ca/images/pdf/academic_skills/online-resources/smart_goal-setting_worksheet.pdf
http://studentsuccess.mcmaster.ca/images/pdf/academic_skills/online-resources/smart_goal-setting_worksheet.pdf
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Notice that what you are doing  when you are writing a learning goal  is creating a form 

response Artifact . All Artifacts in the Learning Portfolio can be tagged with search terms, 

connected to other related artifacts, assessed, commented on  by others (or yourself)  and 

have refl ections attached to them Ɗ so it makes them a great candidate to help you define 

whether you have met your personal learning goals. Each learning goal form response has 

two major areas, the Learning Goal and the Highest Achievement to Date .  

 

 

Dnmƍsworry about this learning goal being permanent  Ɗ all aspects of this form are editable 

if you need to make a change.  Your goals  may change as you learn more about your 

subject, or something changes in your life that for ces you to prioritize a new challenge or 

social cause. For more information about editing, see the section Editing or Adjusting Your 

Learning Goal on page 12 . You may also want to keep all learning goals you set, rather 

than overwrite them when yo u have a change in goals , so that you have a record of how 

your experience at McMaster has changed .  

When setting your own personal learning goal, delete all the initial text and type in your 

own learning goal. If you are having trouble writing your lear ning goal, see the linked 

document above for a learning goals worksheet, or alternately, you can attend a  workshop 

on learning goals  through the Student Success Centre.  
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The Highest Achievement to Date section  is for  you to select where you are in achieving  

this learning goal. Select Not Started  if this learning goal might be one that you want to 

achieve, but cannot start until you know more about a topic, or develop a network of 

contacts in that area. For goals that you have already begun, or that are lifelong goals, 

select In Progress. If you are adding a goal that you have already achieved in your 

university life, (such as go ing on a MacServe trip or graduat ing first year) you could choose 

Achieved . 

 

 

 

The third area is for Comments  Ɗ these could include your action plan to  achieve this goal 

or steps that have to occur before you can begin to work on this goal. It is important to 

note that if you share this learning goal with others, and you have written a highly  personal 

note in this  Comment area, it will be visible to whomever you  shared  the learning goal. If 

you want to have nothing appear in the Comment area, click in the box, you will see the 

full HTML editor appear, and delete the  default  text.  
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The area at the bottom of the form is for you to define the Artifact Details. This is how the 

learning goal will appear in your Dashboard, so it is important to edit this information. We 

suggest you keep the My Learning Goal  part of the title Ɗ but add some more information 

at the end of the title.  T he Description  will only be seen by you, unless you share this 

Artifact with another person.  

 

Finally, you should add at least one tag,  a word or phrase  specific to your learn ing goal. 

This tag can help you keep related Artifacts organized. If the tag consists of multiple 

words, the tag should be enclosed in double quotes.  Double quotes keep multiple word 

tags as one distinct tag. Click Add Tag , to attach the tag to the learni ng goal Artifact. In 

the next section, we will discuss different options for organizing your learning goals and 

adding other objects as evidence towards your learning goal.  

 

When you are finished, click Save. 

 

Once saved, you will be taken to an Artif act settings screen Ɗ the default values are 

typically fine. Scroll to the bottom of the page and select Save and Close , which will 

return you to your My Items page.  

 

Editing or Adjusting Your Learning Goal  

When you hav e achieved your learning goal, you will want to edit the existing Artifact to 

reflect this change  in status . From your Learning Portfolio Dashboard,  or My Items page, 

find the goal you need to change. From the hsdlƍrcontextual menu (located under the 
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down  arrow at the end of the Artifact title ), select Edit. 

 

 

 

Next choose Modify Form . 

 

 

 

Alter the form items you wish to change, then choose Save. 

 

Tagging 

Tags are keywords or descriptive labels that you add to items to help categorize them. For 

example, you can tag items with course codes, subjects, topics, purpose, or status.  In the 

learning goals example, we gave the learning goal a tag of learning goal html , your learning 

goal tag might be learning goal volunteering , or learning goal climate change . You can 

search both your own portfolio and items shared with you  by tags.  Throughout this 
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document we recommend  that you use ta gs. We do this because how you use the 

Learning Portfolio for your own learning is up to you.  However if you use the Learning 

Portfolio with any regularity, you will find that your Dashboard and My Items pages can 

become very cluttered. Tagging solves this issue by organizing your Learning Portfolio 

Artifacts, Reflections and Presentations by topic. For more information see the sec tion in 

this guide, Organizing Your Learning Portfolio  on page 30 . 

Adding Reflections to Your Learning Portfolio  

Reflections are a very important piece of your Learning Portfolio Ɗ they outline  the thinking 

behind your Artifacts, as well as many other ins ights into your learning. Reflections are 

highly individualized , help  you think through problems , which can help you identify how 

you learn best as well as accentuate your individuality.  

To create a Reflection  using the Learning Portfolio,  you can click in  the box with the What 

are you learning?  prompt  on your Dashboard and begin typing your reflection.  

 

Remember to  add tags  to your Reflection in order to organize the contents of your 

portfolio. When finished, click Add to Learning Portfolio.  
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You will see the Reflection added to your Dashboard immediately.  

 

Adding Files to Your Learning Portfolio as an Artifact  

When you add a file to your Learning Portfolio, it becomes an Artifact. You can add several 

files at once to your Learning Portfol io, and then individually add tags to the Artifacts, or 

add the Artifacts to a Presentation.  

An Artifact  is any digital file that is added to your Learning Portfolio Ɗ it could be an 

AutoCAD file, a text file, a picture, a Word document, an Excel spreadsh eet Ɗ the only 

restriction is on ASP files, EXE files, and many Javascript files. Also, any HTML file you 

create and add to your Learning Portfolio is also considered an Artifact. Additionally, any 

form response you fill in is also added to to your Learnin g Portfolio as an Artifact.  

To add files to your Learning Portfolio, click Add Files . 
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Choose to upload files using the dialog box interface by clicking Upload or Drag and Drop 

files from your desktop to the area indicated in the Learning Portfolio Dashboard. Multiple 

files can be uploaded at one time.  

 

To help organize your Learning Portfolio , add tags to all the  uploaded files.  

 

Click the Add to Learning Portfolio  button to finish adding the files to your Learning 

Portfolio.  

 

 

 

NOTE:  You are responsible for any Artifact you add to your Learning Portfolio, which 

includes making sure you have cleared the copyright for the contents of the file. 

Additionally you may want to take time to review the Terms of Use, posted here: 

http://avenue.mcmaster.ca/learning_portfolio_terms_of_use.pdf 
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Filling ou t a Form Response and Adding it to Your 

Learning Portfolio  

You may have been prompted by your instructor, mentor or colleague to fill out a form and 

add it to your Learning Portfolio. Forms may be used to guide reflection, report on 

progress, or make note of an important event . The forms  available to everyone  are broadly 

applicable, and  have been added to the system to  help you write your learning goals and 

reflections , if you find you are having trouble . Only you can see your response to a form, 

unless you  choose to share it with others . 

To create a Form Response, click on the Add Other Items  button on the right hand side of 

the Dashboard, then choose Form Response. 

 

Then choose the form you wish to fill out Ɗ you will notice that some form s have a course 

name attached to them. These are forms created by your Instructor and may be specific to 

that course. To begin filling out the form, click the title  of the form  (in blue)   
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Click in each box n ext to the pencil to write a response to each question or i dea.   

 

You will have access to the full HTML editor, so you will be able to style, colour your text 

and add additional media objects from any website like Prezi, YouTube, Flickr, Pinterest or 

any other website that has an embed feature  (for more informa tion, see the Creating a 

Web Document Artifact  section  on page 20 ). 
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After you have completed the form, scroll down to the bottom and be sure to give the 

Critical Incident Questionnaire a distinct name Ɗ that way you can quickly identify and find 

this pa rticular form response. Also,  remember to  add tags to further organize your Learning 

Portfolio.  

 

When finished, click Save to convert this form response to  an Artifact with in your Learning 

Portfolio. You will then have the option to add a n assessment r ubric to this Artifact, or add 

this Artifact to a Presentation or Collection directly. A lternately, you can choose the Save 

and Close button.  
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Creating a Web Document Artifact  

There are times when  you want to create a piece of your Learning Portfolio directly 

without creating  afile on your computer  and uploading it to your Learning Portfolio. 

Creating a Web Document  allows you greater control of how your content will appear and 

gives you access to the HTML editor.  

To create a Web Document , enter the Lear ning Portfolio and click Add Other Items  and 

select Web Document . 

 

Before you can proceed to deve lop your W eb Document, you have to give it a name Ɗ 

enter this  in the File Name field. Then click on the Content  box to begin to edit your web 

document.  
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You have two tabs in the Content window; the Basic tab has several options to control 

text styles and page alignments.  

 

You also have controls for lists as well as a way to add tables, links and other media 

(labelled Insert Stuff). Under the Insert Stuff tool, you can embed any content from 

external websites, like Prezi, YouTube, Vimeo, Pinterest and many other social media 

websites quickly and easily without using the HTML editor.  

 

Text Style 

 

 

Page 

Alignment 

 

 

List Style 

 

 

Tables, Links 

and Insert 

Media (Stuff) 
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You can also choose the Advanced  tab to embed equations, chan ge your text color and 

font size as well as many other options.  

At the bottom of the HTML editor window you have five icons: Spell Check, HTML Code 

View, Preview, Full Screen and a manual adjustment of the HTML editor boundaries. If you 

have some HTML tagg ing skill, you are welcome to essentially rewrite how the page will 

look by clicking the HTML Code View atssnm- Cnmƍs vnqqx+ he xnt cnmƍs jmnv GSLK+ xnt

can continue to type in the editor as if it were a Google Doc or Word document  and the 

editor will cre ate the HTML for you . 

 

If you choose to edit HTML, you can click the HTML Code View  button, and you will get a 

pop-up window. Be forewarned, Avenue may alter any potentially damaging code that you 

may enter. Write or paste your code in the window and cli ck Update to save the changes 

to the web document.  
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Depending on the type of HTML you are adding it may not alter the Content window. In 

the case demonstrated here, it does, so you can see what has changed. Click Next  to 

advance.  

 

This next step alters  the information about the web document you just created. In the 

name field, you will see the file name you gave this file, however, you can rewrite that 

here to be something different if you wish to change how the web document Artifact 

appears in your Lea rning Portfolio Dashboard. Add tags, to better be able to find this 

document later. When finished, click Save. 
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After clicking Save, you have a screen where you can perform additional tasks, including 

adding this Artifact directly to a Collection or Pres entation of your choice.  

 

If you do not want to perform these tasks now, scroll to the bottom of the page and click 

Save and Close . 
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Adding a Quiz Submission to your Learning Portfolio  

If the Instructor of the course has allowed, you may be able  to access your Quiz 

submissions and bring the results into your Learning Portfolio. Bringing your quizzes back 

into your Learning Portfolio allows you to attach your classroom learning to your own 

learning goals as well as an opportunity to reflect on how  you can improve your studying 

for future quizzes.  

 

 

 

To add a Quiz result to your Learning Portfolio, go into the course where you took the 

Quiz, then select under Assessments , Quizzes.  

 

From the quiz list, identify the quiz you wish to add to your L earning Portfolio and from the 

contextual menu at the end of the quiz name, select Submissions . 

 

 

 

 

 

NOTE:  If the Quiz has not closed, you will be able to add the Quiz submission to your 

Learning Portfolio, but you will not see it in the Learning Portfolio Dashboard until the 

Quiz closing occurs. 
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On the Quiz Submissions page, you can click the button labelled Add to Learning Portfolio  

Ɗ this will add all attempts on the page to the Learning Portf olio.  

 

A pop -up window will give you the opportunity to give the Artifact a new name and add 

tags to the item. When you are finished, click Add . 

 

The process of adding the quiz results may take a minute or two. Do not close the pop -up 

window until you receive confirmation that the Artifact was created successfully.  








































































