Add a Portfolio Entry for Out of District Training

1. From Eduphoria Workshop, click on My Portfolio.
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2. Choose Add New Portfolio Entry from the lower left-hand corner.
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Portfolio for Karen Lewis
July, 2008 to March, 2019

Portfolio Summary for Karen Lewis

Total credits earned to date:

& Instructor Credit, 0 Credit(s)

- Professional Learning Credit, 1129.5 Credit(s)
:; GT Update, 3 Credit(s)

* GT Credit, 9 Credit(s)

< Flex Credit, 6 Credit(s)

Portfolio Entries from June 2018 to May 2019
Credit Items:

& Instructor Credit, 0 Credit(s)

+ Professional Learning Credit, 5 Credit(s)
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3. Use the radial buttons to choose your type of professional development. Then click Next
in the lower right-hand corner.
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New Portfolio Entry Wizard

| What type of entry do you want to include in your portfolio?

* Dutside workshop or conference
College course
Oher

Click Next > to continue,




4. Record Basic Entry Information, including Title, Description, Date, and Time. If possible,
use the original course description from the professional development provider.

New Portfolio Entry Wizard
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5. On the next screen, enter your number of credit hours as Professional Learning Credit.
This number should match the number of hours on your certificate of attendance.

If requesting GT Update Credit: In the Comment box, enter “l am requesting GT Update
Credit.”

New Portfolio Entry Wizard

Value of district credit requested:

AP/ Pre AP 0

GT Core:
GT Core:
GT Core:

GT Core:

GT Core:

Cl
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1A
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SE

0
0
0
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SPED Credit

0
0
0
Professional Learning Credit |0 I
0
Texas SBEC CPE 0

Comments about the credit request:

Use this box if you are requesting GT Update Credit.
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6. On the last screen, upload the following documents:
1. Completed Out of District Form
2. Certificate of Attendance showing credit hours
3. If Requesting GT Update Credit: Original Request for GT Update Form

New Portfolio Entry Wizard

Choose File | No fle chosen

Choose Fiie | No fie chosen

7. On the final screen, click Submit for Approval. Within a few days, you will receive notice
that your request has been approved or denied.
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Sampe Course
DUTOr District Professional Learning Credit Request in Eduphoria.

Entry Details  Notes and Attachments  Credit Requested  Goals
© credit has not yet been requested for this entry.

Request Details

Request Title:
Sampe Course for Out of District
Request Description:
|  The learner will follow the process of uploading an Out of District Professional Leaming Credit Request in Eduphoria.

‘ Request Type:
This credit request is for an outside workshop.
Start Date:
9/14/2018 8:00 AM i
End Date:

9/14/2018 4:00 PM (i




	Add a Portfolio Entry for Out of District Training

