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1. Log in to Eduphoria 

 

2. Select formspace from  

    your eduphoria dashboard 
 

3. On your My Forms tab,  

    select Submit New Form 
 

2.  

3.  

4. Select the Category that 

contains the form you want 
to submit 

5. Select the form 

6. Use the 

scroll bar to view 
all questions on a 
page.  

 

7. For multiple 

page forms, use 
the page arrows 
to switch pages 
or click a specific 
page in the page 
list  

7.  

6.  
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When you have completed 
all required questions on a 
form, select Submit Form 
from the options list at the 
top or the Submit Form 
button at the bottom of the 
last page of the form. 
 
 
 
 
 

After submitting a form, you 
will be prompted if there are 
any unanswered questions 
which require a response. 
These questions will be 

flagged with “!” 

Forms you are currently working 
on or have been submitted and 
are waiting for approval will be 
listed on your My Forms tab.  

Forms which have been submitted can 
be printed, emailed, or recalled. 
 
 
 

After a form has been 
submitted, you will receive 
“Form Update Notification” 
email(s) during the 
review/approval process 


