HOW TO ReQUEST CreDITS in EDUPHOriA

Note: all outside professional development does not have to be submitted to Eduphoria. However, if you need
to record Comp Time or would like to store your outside professional development information in the CSISD
Eduphoria system to keep professional development credits in on place, this tutorial is for you.

First, log in to Eduphoria using the same log in and password you use to log in to any district computer.
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You WI" then go to the Registration & Portfolio My Portfolio 2, Print
bOttom Of the - Course Registration @ Portfolio Summary
. @ . Portfolio for Kelly Kovacs
screen and click “Add @ My Portfolio Certifications « | lune, 2011 to January, 2014
New Portfolio Entry” July 2013 to June 2014 -
Portfolio Summary for Kelly Kovacs

:’ Test Total credits earned to date:

.‘;n Instructor Credit, 86 Credit(s)

b r 1 3 -\‘.'4' Comp Time, 24 Credit(s)

& Professional Development, 211,25 Credit(s)
Gifted & Talented, 3 Credit(s)

School English Planning

1, 2013 Portfolio Entries from July 2013 to June 2014
July 2012 to June 2013 - Credit Items:
.‘;n Instructor Credit, 36 Credit(s)
July 2011 to June 2012 -
Professi | Development Events:
July 2010 to June 2011 - ‘} Coaching Crew Meeting-CSHS Feeder Pattern Plus Timber, January 23, 2014 [Scheduled]

@ Coaching Crew Meeting-AMCHS Feeder Pattern Plus Timber, January 23, 2014 [Scheduled]
P Test, December 17, 2013

i test, December 16, 2013

& CG Student Engagement , Movember 13, 2013

-‘;G Coaching Crew Meeting--CSHS Feeder Pattern , Movember 13, 2013

.‘;n Coaching Crew Meeting-AMCHS Feeder Pattern Plus TImber, October 24, 2013

4 Coaching Crew Meeting--CSHS Feeder Pattern , October 24, 2013

Y 9-12 ELA-Katherine Bomer Training, October 10, 2013

.‘;n G-12 ELA-Katherine Bomer Training, October 9, 2013

5 Coaching Crew Meeting--CSHS Feeder Pattern , September 11, 2013

‘;u Coaching Crew Meeting-AMCHS Feeder Pattern plus RP Elementary, September 11, 2013
L 4 test, August 26, 2013 [Request for Credit Denied]

.‘;n High School English Planning PM session, August 21, 2013

= High Schoal English Planning, August 21, 2013

Y High School English Planning, August 21, 2013

.‘;u Mew Teacher University-Day 3, August 14, 2013

.‘;- Mew Teacher University-Day 2, August 13, 2013

‘;u Mew Teacher University--Day 1, August 12, 2013

Portfolio Entries from July 2012 to June 2013

Portfolio Entries from July 2011 to June 2012

Portfolio Entries from July 2010 to June 2011

Portfolio Options

@ Add New Portfolio Entry

B Add New Certification

Let the Wizard then guide you through the process, by clicking on:

Outside Workshop or Conference (then click “next” in the lower right)

Enter the Title of your conference and any description you might want/need to add (then click “next”)
Enter the start date and time for the conference (then click “next”)

Enter the end date and time for the conference (then click “next”)

Click that you want District Credit (if that is what you are asking for such as GT, Comp Time, or just
Professional Development Credit) (then click “next”)

Mark the number of hours for each area (Example: 6 hours of Comp Time and 6 hours of Professional
Development) (then click “next”)

If you want/need to, mark the District Goals aligned to your training (then click “next”)

Then mark that you want to submit the request “ At a Later Time, after | Modify the Entry”. Then click
“Finish” BUT YOU AREN’T FINISHED!



Now, click on your new entry  ¥hecobiecsworkshop”

on the screen: REQHATa RO HOE My Portfolio New Portfolio Entry Wizard
- Course Registration @ Portfolic Summary
& My Portfolio Certifications a Create Entry

July 2013 to June 2014 ~ Click the finish button below to create your portfolio entry.

December 17, 2013

December 17, 2013

o test

December 16, 2013

Ptest

August 26, 2013

< High School English Planning
August 21, 2013

July 2012 to June 2013 -
July 2011 to June 2012 -
July 2010 to June 2011 -

FhoolObjecsWOIkshop
Registration & Portfolio My Portfolio  save [T Submit for Approval 3 Delete Entry
-2 Course Registration @ Portfolio Summary 0 m o X
_ S Tes Then click on the “notes” tab:
@ My Portfolio Certifications a
July 2013 to June 2014 - Entry Details | Motes redit Requested  Goals
a i ]
December 17, 2013 0 Credit has not yet been requested for this entry.
& Test Request Details
December 17, 2013
| test Request Type:
o I This credit request is for an outside workshop.
December 16, 2013
Prtest Entry Date:
August 26, 2013 December 17, 2013 at 3:00 AM
2 High School English Planning
August 21, 2013 End Date:
December 17, 2013 at 3:30 PM
July 2012 to June 2013 -
Credit Reguested:
July 2011 to June 2012 ~ | Comp Time, & Credit(s)
Professional Development, & Credit(s)
July 2010 to June 2011 -

On the far right is a little paperclip symbol. Click on it:
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Now attach an electronic copy of your certificate showing your hours. If you haven’t done this before,
most of the district copiers will allow you to scan and email electronic copies to yourself.



Once you have chosen your file and clicked “attach file”

you can hit @

“Submit for Approval” and “ Save”

A save | [H) submit for Approval J§ Delete Entry /@

Test

Entry Details | Motes | CreditRequested | Goals

My Notes

HB s Uiz

Portfolio File Attachments

A\
Select a file from your computer:
[ choose File | Mo file chosen
Enter a description for the file:

4
[attach Fie | [Cancel |

If you are in a hurry for approval, email kkovacs@csisd.org once you have completed these steps!


mailto:kkovacs@csisd.org

