
Using ePortfolios at Hostos Community 
College 
 

How to Login 
 

1. Navigate to www.hostos.cuny.edu/eportfolios from any web browser. 

2. On the Login sidebar, type your Hostos email username (e.g. if your email is 

student1234@stu.hostos.cuny.edu your username is "student1234") and your Hostos email 

password. Then click on the login button. 

3. Note: If you have issues login in because you forgot your Hostos email credentials (username or 

password), please go to the student Help Desk, room C-595. The staff members on the student 

help desk will help you retrieve your Hostos email username and reset your Hostos email 

password. If you continue having issues logging in after resetting your  password, contact the 

EdTech Office via phone at 718-518-6516, go to room C-556, or via email at 

eportfolios@hostos.cuny.edu. 

Creating an ePortfolio 
 

1. After you login to the ePortfolio site, you should see a "My e-Portfolios" panel. A list of all your 

ePortfolios will display inside it. This panel will have a “+ create” button. Click it to create a new 

ePortfolio. 

2. You will have to input some information on the “Create an ePortfolio” page. 

3. First, give your ePortfolio a title. Choose any title you like. 

4. Next, select a template. This option will determine the starting layout for your ePortfolio. There 

are two different ways you can create an ePortfolio. 

o Using an Existing Template: You will create your new ePortfolio with a predetermined 

layout (existing sections, pages, and modules). Select a template from a list of available 

templates. If the template you wish to use is not being displayed, click on the “More 

Templates ->” link. Then select the preferred template. 

o Create from Scratch: This option will let you create an ePortfolio from scratch. The only 

content that will be created for your new ePortfolio is a Home Section and a Home 

Page. As a result, you will have control over the way your ePortfolio will look like. 

5. Select the appropriate permissions. "Private to me" will make your ePortfolio only visible to 

you. "Private within CUNY Hostos Community College" will make it accessible to anybody with 

a Hostos email address (such as your professors and classmates)."Public" will make your 

ePortfolio accessible to anybody (as long as they have a link to it.) 

6. Feel free to modify Tag and Comments settings. 

7. Once you finish with your selections, click on the "Create new ePortfolio" button in order to 

create your own ePortfolio. 

http://www.hostos.cuny.edu/eportfolios
mailto:eportfolios@hostos.cuny.edu


Organizing an ePortfolio 
 

Sections: Your ePortfolio is divided into different sections. Sections will let users navigate the main 

content areas of your ePortfolio. 

Pages: You will have to add Pages to the different sections of your ePortfolio. A page will hold the 

content you wish to display to the user (such as text, images, videos, assignment files). 

Modules: Modules will hold the content of your pages. You have different kind of Modules, such as the 

Rich Text Module, the Gallery Module, and the Image/Video/Audio Module. 

Adding Sections 
 

You are able to add, edit, rearrange, and delete sections in your ePortfolio. Follow these steps in order 

to accomplish these actions: 

1. Click on the ePortfolio you wish to modify. 

2. Make sure the "EDIT" tab on the top of your ePortfolio is selected. 

3. Click on the "Add/Edit" button in the VIEW SECTIONS panel. 

4. Then proceed to the description of the action you wish to execute: 

 

 If you want to add a new section to your ePortfolio, click the "Add Section" button. Give the 

section any name you like and save the changes. You should now see the newly created 

section. 

 If you want to rearrange the way your sections are displayed, hover over the section name. 

The cursor's image will change. Once it does, click, hold, and drag the section and move it to 

its new position. Release the section to confirm the new position. 

 If you want to edit a section's name, click on the notepad/pencil icon right next to the name 

of the section. Change the section name text field and save your changes. 

 If you want to delete a section, click on the notepad/pencil icon right next to the name of 

the section. Click on the "delete this section" text link. You will have to confirm this action. 

Note: Deleting a section will delete all the pages and modules inside of the section. 

Adding Pages 
 

You are able to add, edit, rearrange, and delete pages in your ePortfolio. Remember that pages belong 

inside sections. Follow these steps in order to accomplish these actions: 

1. Click on the ePortfolio you wish to modify. 

2. Make sure the "EDIT" tab on the top of your ePortfolio is selected. 

3. Click on the section you wish to add your page to.  

4. Click on the "Add/Edit" button in the VIEW PAGES panel. 

5. Then proceed to the description of the action you wish to execute: 



 

 If you want to add a new page to a section, click the "+ Add Page" button. Give the page any 

name you like and save the changes. You should now see the newly created page. 

 If you want to rearrange the way your pages are displayed inside a section, hover over the 

page name. The cursor's image will change. Once it does, click, hold, and drag the page and 

move it to its new position. Release the page to confirm the new position. 

 If you want to edit a page's name, click on the notepad/pencil icon to the right of the name 

of the page. Change the page name text field and save your changes. 

 If you want to delete a page, click on the notepad/pencil icon to the right of the name of the 

page. Click on the "delete this page" text link. You will have to confirm this action. Note: 

Deleting a page will delete all the modules inside of the page.  

Adding Modules 
 

You are able to add, edit, rearrange, and delete modules in your ePortfolio. Remember that modules 

belong inside pages. Follow these steps in order to accomplish these actions: 

1. Click on the ePortfolio you wish to modify. 

2. Make sure the "EDIT" tab on the top of your ePortfolio is selected. 

3. Click on the page you wish to add your module to. 

4. Then proceed to the description of the action you wish to execute: 

 

 If you want to add a new module to a page, click the "+ Add a Module" button. Select the 

type of content you wish to add to your page. Click on the "+ Add this Module" button to 

add the module to your page. You should now see the newly created module on your page. 

Feel free to play around with the different modules. 

 If you want to rearrange the way your modules are displayed inside a page, hover over the 

"Drag to Reorder" button. The cursor's image will change. Once it does, click, hold, and drag 

the button and move it to its new position. Release the module to confirm the new position. 

 If you want to edit the content in your modules, click on the "Edit" tab. Change the content 

of your module. You can save your progress by clicking on the "Save" button. In order to 

make your changes visible by others, you will need to click on the "Publish" tab. Then click on 

the "Publish Changes" button. 

 If you want to delete a module, click on the "Delete" tab. Then check the "Yes, permanently 

delete this module" check box and click on the "delete" button. You will have to confirm this 

action. Note: You would not be able to retrieve a module once it gets deleted. 

Submitting assignments to your Professor 
 

1. Make sure your permission settings are set to "Public within CUNY Hostos Community College. 

You can always check or change your permissions by clicking on the “ePortfolio Tools” tab and 

selecting the “Settings” option. Do not forget to press the “Save” button if you made changes to 

your settings. 



2. Navigate to the ePortfolio page that contains the assignment required by your professor. Copy 

the URL (address bar link, e.g. https://hostos.digication.com/yourePortfolioTitle/About_Me/). 

3. Follow your professor's instructions. For example, you might need to email him the link, or post 

it as a Blackboard assignment. 


