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Adding to your Portfolio in Eduphoria - Workshop 
Outside courses and conferences can be added to your portfolio, enabling you to keep an accurate record 
of your professional development events and earn credit for attending. 

 
To add an outside entry in your 
portfolio, click the Add New 
Portfolio Entry button under 
Portfolio Options at the bottom of 
your screen. 

The will open the New Portfolio 
Entry Wizard. 

 

Select one of the following entry 
types: 

Follow the steps in the wizard and 
click the Next button to advance to 
the next screen. The district may 
have specific requirements for the 
professional development level 
requests which must be met before 
a level appears in the wizard. 
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Enter the workshop details 
including Title,Description,         D
ate & Time. 

  
Enter the number of Credit 
Hours under the Credit Types. You 
can enter hours in more than one 
credit type.   

***** Professional Learning is any 
credit earned within the school 
day 

***** Professional Growth is any 
credit earned outside the school 
day or non-contract day 
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If you have any files to upload to 
verify your attendance such as a 
certificate or reflection document, 
select Choose File and browse to 
the document to upload.  

*You can upload up to three 
documents within the wizard. If you 
have additional files to upload, you 
can do that on the Notes and 
Attachments tab in the details of 
your workshop before you Submit 
for Approval. 

Click Finish to close the Portfolio 
Wizard. 

 

 
After you finish the wizard, you 
have the ability to go back to the 
request under My Portfolio to add 
notes, attach additional documents, 
select credit type and attach goals 
(if enabled in your district) before 
submitting the credit for review. 
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Adding Texas Certifications 

Workshop will enable you to track your SBEC certifications and CPE credit requirements. 
To add a certification to your portfolio 

1. Click the Add New Certification button 
under Portfolio Options. 

2. The New Certification Wizard will 
appear, prompting you to select your 
certification. 

3. Click Next in the wizard. 
4. Indicate whether you will need to renew 

this certification or if you have lifetime 
status. Check with your professional 
development manager for the appropriate 
certification guidelines. Click Next. 

5. If a renewal is required, select the month 
and year of the next renewal date. 
ClickNext. 

6. Select a classification for your certificate. 
This will set the renewal requirements 
and time period. Click Next and Finish. 

Your new certification will now appear in 
your portfolio. Six months prior to renewal an 
alert will appear in your certification details 
page. 

 

 


