
Entering Courses/Sessions/Workshops into your Portfolio  
(other than courses automatically entered through the eduphoria! Workshop System) 

 After logging into your eduphoria account, choose Workshop 

 Click on ‘My Portfolio’ 
 

Click on ‘Add New Portfolio Entry’ (bottom left hand corner) 
 
Choose the appropriate category and then click  
Enter the appropriate title and description, then click  
    

 
 
 
 
 
Enter the beginning and ending time for your entry 

 
 If you just want to include the session in your portfolio for your 
records, choose ‘no’ here and click .[you are done!] 
 

If you are requesting credit, choose ‘yes’ and then decide what type and how much credit you are requesting. 
Director of Staff Development approves all ETP credit 
 
GT Department approves all G/T credit 
 
Campus Principal approves all requests for ‘off duty’ & ‘SBEC’ credit. 
 
 
Be sure to include any important information (where, why) to help the approver make their decision, and 

then click  
 

To receive credit, you MUST supply some sort of documentation (your 
certificate of attendance). To attach to this request, you MUST leave the 
choice ‘at a later time’.    

 

Now the session will appear in your portfolio section (middle column). 
Click on that entry and the following screen will appear: 

Click on the Notes tab , and then the paper clip  to add 
your attachment (your scanned certificate). 

 
 
Once the attachment has been made, then submit for approval 

 (top of screen) 
Please DO NOT send a paper copy of your certificate to be approved.  All certificates should be attached 
to the on-line request. 


