Comprehensive Education Data and Research System (CEDARS)

Quick Tip:  Researching “Certificate Number” for Staff File submissions
April 2016
All educators who teach classes in Washington State schools must have a valid certificate. The certificate number is a required element in the CEDARS Staff File F for all staff types as listed in Appendix U except 99y and 91y.

The data submitted is validated against the Certificate database at OSPI. Values that are either “null” or do not exist within the Certificate database will cause an error. 

Use the Electronic Certification Application to find the correct certificate number for your staff members using the following steps:

1. Sign into the EDS system.

2. From the “My Applications” page, select “e-Certification” from the applications list. 


3. From the “Home” page, select the “Search” tab (available to the District user).
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Home Page
Welcome District Personnel Administrator Sam Teasley
‘The new eCert system is now active.

Welcome to eCert. We will be bringing new features and updates to you on a regular basis so be Sure to fead your Summary screen.

We apologize if you do not currently see your certcate information on the My Credenials page or if you have technical difficulties submitting an application online. You are st able to enter information to update your educator profile, such as professional development and clock hours, education history and employment history.
**¥If you know of a Miltary Spouse: Afer they submit their application online through E-Certfication they may contact our office for expedited review.

**Certfication Fee Change: Beginning September 1, 2015 an increase of $6 in the OSP Professional Certiication processing fee willtake effect for ll applications. This system will automatically be updated to reflect the correct fees upon appiication submission. For more information see hitp:/jwww k12.wa.uslcertification
**4If you do not hold a valid cerificate at time of application, fingerprint background check i required. Information regarding the fingerprint process is available oniine here: hitp:/wwi k12.wa.us/ProfPracticesffingerprintidefauit aspx

Helpful Tips:

Many applcations are used for both renewal and upgrade (next level certiicate).If you are trying to upgrade to a professional certficate and have a renewal option, ust select

that option and indicate you completed the requirements. The system wil automatically submit the upgrade application.

Many applications have an “upload documents” step. You may skip ifyou have no documents to upload, o if you have diffculty uploading, you may mail the documents to our office
to be added to your record

‘There are a limited number of applications hat are not available through E-Certifcation and must be downioaded from www k12 wa.us/Certfication.

Ifyou have any questions regarding which appiication to submit, please contact OSPI Professional Certication through our website at: hitp://www.12.wa.usicertiication or (360) 725-6400




4. Enter at least the first 2 characters of the first and last name of the staff member you are researching. You may limit the number of results by also supplying the Birthdate. Click the “Search Educators” button to retrieve results.
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Weicome sam.teasley@k12.wa.us(Distrct Personnel Administrator) - Sign Out
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Educator Search Screen

WA Cert: SSN: state:
Last Name: [smith First Name: [jane Institution: |Please select a state.

Birthdate: Educator Status v County:
Certificate ID: Certificate Status: V] District: Please select a county

Evaluator: v site: [Please select a district

<ll<

<

<ll<

Search Educators | [ Clear Search





5. The resulting matches will display in a table with the Certificate Number. Multiple records may appear in the result depending on your search criteria. Use the Name, Birthdate, SSN, and Gender columns to identify the correct staff member. Note their Certificate Number and use this number in your CEDARS staff file.
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Available

Educator Search Screen Home > Educator Search
WA Certé:
Last Name: [smith Insttuton: Please selectasiate |
Birthdate: County: v
Certfcate ID: District: Ploase selectacounty. V|
Evaluator: v Sites Please selectadistrict. V|

Search Educators | [ Clear Search

49 Records Found - Show. Export
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View 31746 451155F *t4730 SMITH JANEL L Female 03/10/1969 Active Colbert-WA
View 69457 209970C **2%.3263 Smith Jane E Female 09/17/1947 Active Malaga-WA
View 132629 369647C **s.+%.0383 SMITH JANET L Female 12/31/1958 Active Bremerton-WA
View 140608 2294378 **2-+%3028 SMITH JANE c Not Provided 05/28/1949 Active BOTHELL-WA
View 152130 444086C *2-2%6867 Smith Janee N Female 10/18/1982 Active North Bend-WA
View 272608 osisess i wansAne ot provides setve

View s osrane s e < Notprovided hetve

view o757 osrar7> s aner s ot provided retne

view 230030 csraren s e . ot Provided hetve

view 281008 osrarsc B e : ot provided setve

View o112 osrnc B e s Notprovided hetve

View 299254 100859H SMITH JANE A Not Provided 09/30/1936 Active

View 336731 1479720 SMITH JANE A Not Provided 01/16/1944 Active

View 340531 1160531 SMITH JANET s Not Provided 09/15/1938 Active

View 345471 179504F SMITH JANET D Female 02/10/1947 Active

View 349422 086896H SMITH JANET R Female 09/09/1933 Active

View 355436 3117141 **2-£%2101 SMITH JANET Female 11/28/1959 Active 'WOODINVILLE-WA
View 382850 329734H **2-+%.8850 SMITH JANET Female 11/25/1965 Active 'VANCOUVER-WA
View 391193 226845F SMITH JANE E Not Provided 09/03/1948 Active

View 408468 263656A SMITH JANET L Female 11/29/1958 Active





6. To search for another staff member, click the “Clear Search” button and begin with Step 4 again.

7. When you are finished, click “Sign Out” in the top-right corner of the screen.
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