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Granting Credit for Out of District Training 
• Choose Workshop 

in Eduphoria. 

 
• Under the Manage 

Tab, choose Credit 
Request. 

 
• A list of all the 

credit request 
forms will be listed.  

 
• Choose the one 

that you would like 
to review. 

 
• First you will see a 

review of the 
request. 
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• The second box 
contains the credit 
hours that have 
been requested. 

 
• All workshops will 

receive SBEC 
credit. 

 
• If they are not on 

contract during this 
time they receive 
non-contract 
hours. 

 
• Make sure that all 

strand credits 
equal the amount 
of SBEC and 
Contract/Non 
Contract hours. 

 
• Additional 

Comments should 
explain why they 
are requesting 
certain hours from 
a strand. 

 
• You can make 

changes if you find 
a mistake. 

 

• At the top of the 
page you can 
either Approve or 
Deny Credit. 

 
• If you deny credit 

you may write a 
note explaining 
why and then click 
Submit.  The 
teacher will receive 
an email. 
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• If you approve the 
credit you can 
send a note then 
click Submit.  The 
teacher will receive 
an email. 
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