
Entering Non-PISD Courses/Workshops/Sessions into your Portfolio 

 After logging into your eduphoria account, choose Workshop 

Click on “My Portfolio” 

 

 

    Click on “Add New Portfolio Entry” (bottom left corner) 

 

Choose the appropriate category and then click  

 

 

 

Enter the appropriate title, description and date/time for which you are requesting credit. 

Click 

 

  

 

Enter the number of hours for which you are requesting credit. You may choose multiple 

credit types if appropriate.  

ETP Credit is approved by the Coordinator of Professional Development; Gifted and 

Talented Credit is approved by the Coordinator of Advanced Academics. All other credit 

types are approved by your campus principal or department supervisor. 

Comments are optional (but can be helpful for your credit approver to make an informed 

decision on whether to grant or deny credit) 

Click  

 

You MUST attach a certificate of attendance or some other documentation proving your 

participation – Click “choose file’, then locate and select the appropriate file. 

Click  

 

At this point you can edit (and re-save), delete or Submit your submission. 

Once you submit your request you will no longer be able to edit this 

request. 

You MUST click the “Submit for Approval” button for your request to be 

processed! 

 

Your principal or supervisor will NOT receive any notification of your request, so it is a good idea to send them an email 

notifying them that your request is awaiting their approval. 


