
Create a SCHOOL Course in edu  phoria!
 
 

             
 
Click on create a New, empty course or Copy existing course and click Next. 

 

   
 

Enter course title and description (optional) and click Next. 

        1.   Access edu on phoria! 
             AISD Intranet - Staff Links  
                                                     OR 

                 AISD Website - Staff   

 

 
        2.   Log in to Eduphoria and 

      click on workshop. 

3.  Click on the Manage tab, then 
 

Course Management, 
 

and School Courses. 
 

Click on Create School Course. 
 

 
 
 



        
 

 
 

 

Click on the 
calendar icon 
to enter the  
Start Date and Time. 
 

Click on the date. 

Click on the numbers to  
enter the start time. 
 
 
Click on Set Time. 
 
 
 
 
Follow the same steps for the 
End Date and Time. 
 
 

When finished, click Next. 

 
You will get a message that the 
    course has been created. 
 
 
 
 

Click on Begin Editing Course. 
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The course will now be in the course list and ready to enter the details.  Click on the Setup tab. 
 

 
 

Click on the       by Course Description and you will see the expanded list for Course Description. 
 

                     
 

Click on Title & Description.  Enter the Course Title, Description, and Requirements (if any). 
 

 

    + 
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* IMPORTANT: 

You can click on Save 
now or at any time. 

 

  You must click on Save 

when you are finished. 

* 



Click on Sessions & Locations and click on Location:To be determined.   
 

          
 
                                                                     The Location will now appear in Sessions & Locations. 

 

    
 

Click on Publication Dates.  The Publish and Register dates are set for several months earlier. 
 

 
 

You can edit the Close Registration date and time and you have the option to Hide this course. 

Click on down arrow for Location. 
                                    

                                  Choose from the list. 

VERY IMPORTANT: 
 

After choosing the location,  
you must 

click on Save. 
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Click on Instructors. Put a check by all instructors.   
 

      
 
 

 

       
 

Click on Course Restrictions.  Put a check by any criteria you want use to limit enrollment. 
 

 

Click on 
Course Survey. 
 

Put a check if 
a survey is required. 

 

Your only option for survey will be - 

Alvin ISD Staff Development Survey. 

Click on Linked Courses and check any applicable. 
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Click on the       by Credits & Categories and you will see the expanded list. 
 

              
 

                                                                        Click on Elective Credit. If applicable, enter values. 
 

     
 

Click on Course Categories.  Put a check by any categories that apply.  
 

 
 

    

 

 

+ 

 Click on Course Credit. Enter values. 
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Put a check by the Goal that applies to your course. 
 

   
 

Click on the Attendees tab.  Optional: You can click Enroll if you want to search for staff to enroll.* 

 

   
*Most staff will enroll themselves, so this is only done when necessary. 

 
Click on the Tool down arrow for a list of options and the Sort down arrow for sort options. 

 

           
 

Messaging is enabled.  If you click on the envelope with a green check, it will be disabled.  
 

      

Click on 

Course Goals. 

 

Click on the  + .     
 

You will see a list of 
Alvin ISD –  District 

Performance Goals. 

Type the name and click on . 
   

 Click the name and Select. 
 

They will be enrolled. 
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Click on the    to edit the Max. Seating amount.  Click in the box and enter the new amount.  
 

           
 

You can also uncheck Enroll pending staff members.  To save your changes, click on OK. 
 

 
 
Click on the Survey tab.  Until you finish and save the course, it will say a survey is not required. 

 

 
 

Click on the Notes tab and put a check to make Notes Visible.    
 

                    

      
 

You can open a new thread and/or click on the    to open the discussion in a new window. 
 

 
 

 
 

Click on the Discussion tab. 

Click on the paper clip  

      to attach files. 

 

Click on the Tool down arrow 

for a list of options. 

 

 
 

Right-click 
on any Attendee 
and you will have 

a list of options. 
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IMPORTANT: Click on Save.  Click on the Overview tab to see the course information. 
 

 
 

Click on the printer down arrow to print Course Details, a Sign-In Sheet, Certificates, etc. 
 

   
 

Click on the    to send an email to all of the class attendees.  
 

       
 

Click Mark Completed ONLY AFTER the class is over, surveys are done, and credit is given. 
 

 
 

Attendees will not be able to print their certificates until you click Mark Completed. 
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