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E-Certification District Personnel Administrator

Overview

Welcome to the E-Certification District Personnel Administrator Guide. The Table of Contents
outline numbering found to the left of the section heading is a reference to the External User

Processing Design Document inclusive of all user roles. This document is a subsection of the
main user guide and will focus on the District Personnel Administrator role and function.

The system is designed to allow approved external users access the system via the Internet.
There are numerous possible roles at the local district and school level. They range from
District Superintendent to the Human Resources Director and Authorized Approving Agent.
There are even Read Only roles at both the District and School level. OSPI can choose to use
these roles as they see fit and as may be requested by the School District Data Security
Manager.

This document will show the role of the E-Certification District Personnel Administrator

(referred to as Administrator in the following documentation) and how their functions interact

with OSPI.

eCert District Personnel Administrator

ome D ea 00 M Repo Recent Educato

Home Page

= Welcome District Personnel Administrator
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 read your summary screen

Professional Certification Update: New e-Certification System Launch for Educators

The following certification activities are available to educators:

+ Check certificate, permit, and application status for all educators

« Renewal of continuing teacher, administrator, and educational staff associate certificates
+ Reissuance of residency teacher certificates

* Request duplicate copies of educator certificates

« Teacher certificate applications for teacher preparation program candidates

Additional online applications will be coming soonl

It is important to note that the E-Certification system is only one of many applications within
the Education Data System (EDS).
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E-Certification District Personnel Administrator Home Page

The home page is the landing page for the Administrator when logging into the website. This
page can be accessed from any other page in the website via the Home tab on the toolbar. The
page will also have announcements and messages from OSPI under the Welcome
announcement.

Home

Home Page

Home Page

= Welcome District Personnel Administrator

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 read your summary screen.

Professional Certification Update: New e-Certification System Launch for Educators

The following certification activities are available to educators:

+ Check certificate, permit, and application status for all educators

+ Renewal of continuing teacher, administrator, and educational staff associate certificates
+ Reissuance of residency teacher certificates

* Request duplicate copies of educator certificates

» Teacher certificate applications for teacher preparation program candidates

Additional online applications will be coming soon!

District

The District tab houses the types of certificates the Administrator can recommend for the
educator. By clicking on the District tab, a menu is displayed allowing the Administrator to
select the applicable certificate.

& District »= | 55 Search | #] Tools

Conditional

Conditional CTE
Emergency Non Substitute
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Conditional

The Administrator can request a Conditional Certificate by clicking on the Conditional link. This
action will launch a table consisting of a link to a 7-Step wizard which will walk the
Administrator through the simple process.

‘l'_ District -..-|-'_"}'.3'~ Search ‘#j: Tools|

Conditional

Conditional CTE

In Process

The In Process tab shows the user the Conditional Certificate in the process of being worked by
OPSI. This table allows the Administrator to view the educator’s credential screen as well as
add a request.

District Request - Conditional Home > Systems.
Conditional
e
View |Educater s5M |Request Date
o | ssseinziy 5/27/2014 10:42:57 AM
1
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View

The View link will navigate the Administrator to the educator’s credential screen. The
Administrator can edit the educator information from this screen as shown previously in this

document. In addition, the Administrator can view the educator’s applications, certificates and
endorsements for selected certificate.

Primary ‘Contact Miscellaneous
Information Information Information
Full Name: Address Ethnicity: Unknown/Not Provided
WA Certé: City State, Zip: FEDERAL WAY WA, 98003 Status: Active
SSN: **=.=*.8057 Home Phone: Print Name:
DOB: Wark Phone Educator ID:
Gender: Male Email:
Click Here to Edit Educator
Credentials Legacy
Show All Applications
Checklist 1D Document Description status [Background Source [Received [ree  payinfo Balance
Checklist 4025 Conditienal CLOSED Yes 0sPI 01/16/2014
Checklist 1522 Endorsement Add CLOSED Yes 05PI 01/16/2014
Show All Certificates
Select  |View  |AppiD Certificate Status  |Recommend App Date Issued Effective Expires Printed? Permit?
Select View 280700 - COND CERT Issued WA-TESC (01/16/2014) 01/16/2014 01/16/2014 01/16/2014 06/30/2015
Endorsements For Selected Certificate
App 1D Endorsement Description Status Recommend App Date Issued Effective Expires
3321-00 SWEDISH () Issued 50031 01/16/2014 03/19/2014 03/19/2014 06/30/2015
3832-00 BUSINESS AND MARKETING EDUCATION() Issued WA-TESC {01/16/2014) 01/16/2014 01/16/2014 01/16/2014 06/30/2015
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Add Request

The Administrator can add a request for an educator to receive a Conditional Certificate by
clicking on the Add Request link. This action will navigate the Administrator through a step by
step wizard to process the request.

Step 1 requests the last four digits of SSN and the last name of the educator. The Administrator
enters the required information and clicks Next to continue. If the SSN digits do not match the
last name, the system is designed to recognize this and show an error message when the user
clicks on Next. Wizards are also designed to allow the user to cancel the action as well as save
the entered data.

District Request for Conditional Certificate - Step 1 of 7 <

You are requesting a Conditional Certificate.

Please enter the last four of the SSN and Last Name of the student/applicant. The
student/applicant must already be in the certification database to enter the
recommendation

Last Four of SSN I:I *

Last Name | *

Once you have entered the required data click on the Next button.

(® Continue - Please search for the student and continue.

™y .
\_) Cancel - Please cancel the wizard.
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In Step 2 the Administrator enters the Begin and End Dates in addition to answering Yes or No
to two questions.

District Request for Conditional Certificate - Step 2 of 7 ? ]

You are requesting a Conditional Certificate.

Is this a renewal of the Oves ONo*
conditional certificate?

If yes, has the Yes No
applicant completed 60
clack hours since the
Issuance of the most
recent certificate?

Once you have entered the required data click on the Next button.

® Continue - Please continue the wizard.

£y .
\_/Cancel - Please cancel the wizard.

e
g Previous Next @
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In Step 3, the Administrator will select the Educator’s endorsement. The system lists all
applicable endorsements for selection.

District Request for Conditional Certificate - Step 3 of 7 9 |

You are requesting a Conditional Certificate.
You are adding credentials for

Please select the educator's Endorsements and click Next.

| Include ’Endorsement

] 3340 - AFRIKAANS

[] 3830 - AGRICULTURE EDUCATION

[ ] 3328 - BELARUSIAN

;| 3307 - BILINGUAL EDUCATION

=Mv— - wwﬁ»hrmm:mm’;wmw»-a
|:| '13836 - TECHNOLOGY EDUCATION
] 3346 - UKRAINIAN

] 3330 - VIETNAMESE

Once you have entered the required data click on the Submit button.

® Continue - Please continue the wizard

O cancel - Please cancel the wizard

@ Previous Next @
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The Administrator is asked to confirm all the statements listed in Step 4.

District Request for Conditional Certificate - Step 4 of 7 o

You are requesting a Conditional Certificate.

I confirm that the following is true:

The applicant meets the following condition{s) for application (check any that apply):

CJ1he applicant is highly qualified and experienced in the subject matier to be
taught and has unusual distinction or exceplional talent demonstrated through
public records of accomplishments andfor awards.

o person with regular teacher cerification in the endorsement area is
available as verified by the district or educational service district superintendent or

approved private school administrator, or circumstances warmrant consideration of
iszuance of a conditional cerificate.

O Applicant iz qualified to instruct in the fraffic safety program as a paraeducaior
pursuant to WAC 392-153-020(2)(3).

O Applicant iz assigned instructional rezponsibility for inframuralinterscholastic
activifies which are part of the district approved program.

O Applicant possesses a state of Washington license as a registerad nurse.

O Applicant has completed a baccalaureate degree in speech-language
pathology or audiology.

O Applicant for special education possesses a baccalaureate degree, is enrolled
in a residency feacher program in special education and (for renewals) i= making
satisfactory progress.

| Applicant for a second conditional school speech language pathologist or
audiologist cerdificate is enrolled in @ master's degree program for SLPA.

Once you have entered the required data click on the Next button.

® Confinue - Please confinue the wizard.

D Cancel - Please cancel the wizard.

@ Previous MNext @

10
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Step 5 requests the Administrator to list the competencies of the applicant in order to receive a

Conditional Certificate.

District Request for Conditional Certificate - Step 5 of 7 (9]

You are requesting a Conditional Certificate.

The district has determined the applicant is competent on the following basis:

Once you have entered the required data click on the Next button.

= . . -
(®) Continue - Please continue the wizard.

~ .
(O cancel - Please cancel the wizard.

G Previous Next @

11
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Step 6 is an affidavit. By clicking the checkbox the Administrator is electronically signing the
affidavit. Once the Administrator has read the information, clicks on the checkbox, he or she
can continue by clicking Next.

District Request for Conditional Ceriificate - Step 6 of 7 o

You are requesting a Conditional Certificate_

Affidavit:
[] - The individusl is being certificated for @ limited assignmentand
responsibility in a specified activity/field.

= The local school board has authorized submission of the application.
{Reguired only for classroom instruction assignment.}

For individuals providing classroom instruction, the following criteria
will ba meat:

= The individual will receive the direct assistance of a school district
mentor. (Endorsed in special education for special education
applicants.)

= The individual will be delegated primary responsibility for planning,
conducting, and evaluating instructional activities and will not be
serving in a paraeducator role which would not require cerification.

= Within the first 60 working days, personnel so cerificated will
complete 80 clock howrs {six guarter hours or four semester hours) of
course work in pedagogy and child/adolescent development
appropriate to the assigned grade level(s) as approved by the
employing school district.

» Personnel so certificated will be oriented and prepared for the
specific assignment and will be apprised of any legal Rability, the
responsibilities of a professional educator, the lines of authority, and
the duration of the assignment. A written plan of assistance will be
developed in cooperation with the person to be employed within 20
working days from the commencement of the assignment. This
condition is also reguired for school nurses serving under the
conditional certificate.

Cnce you have answered the question click on the Next button.

® Continue - Flease continue the wizard.

‘! Cencel - Please cancel the wizard.

@ Previous Next @

12



Washington State Office of Superintendent of Public Instruction
District Personnel Administrator User Guide

By clicking on Submit, the Administrator is signing an affidavit that the district is requesting
certification for the selected individual. Once the Administrator clicks on Submit, the system
automatically submits the request to OSPI for review.

District Request for Conditional Certificate - Step 7 of 7 9

You are requesting a Conditional Certificate.
You are adding a certification request for

Submitting a district request allows the candidate to apply for the certificate online.
This submission is the same as signing the district request application form and
serves as an affidavit that the district is verifying the request for certification for the
individual noted.

Please confirm your request and electronically sign off on the candidate’s
application below.

Once you have reviewed the information above submit the information.

o . . -
(®) Continue - Please continue the wizard.

Yy

\_J Cancel - Please cancel the wizard

G Previous Submit @

Pending Review

The Pending Review tab shows the Administrator the Conditional Certificate currently being
reviewed by OSPI. As shown previously, the Administrator can click on View to see the
educator’s credential screen and click on Add Request to add a request for a Conditional
Certificate.

Conditional
In Process |Pending Review
View | Educator SSN |Certificate Request Date
View | *EEAXB0O57 1/16/2014 6:42:14 AM

Add Request

13
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Conditional CTE

The Administrator can request a Conditional CTE Certificate by clicking on the Conditional CTE
link. This action will launch a table consisting of a link to a 7-Step wizard which will walk the
Administrator through the simple process.

& District »» w- Search|=ffj: Tools

Conditional
| Conditional CTE

Emergency Non Substitute

it Emergency Substitute
| Intern Substitute

! Probational CTE

In Process

The In Process tab shows the user the Conditional CTE Certificate in the process of being
worked by OPSI. This table allows the Administrator to view the educator’s credential screen as
well as add a request.

Conditional CTE

I Pending Review

View ]Educatnr SSN Certificate Request Date
l View FAEx¥3214 CCTE203 - CTE CONDITIONAL TEACHER 5/28/2014 7:34:31 AM

| Add Request |

14
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View

The View link will navigate the Administrator to the educator’s credential screen. The
Administrator can edit the educator information from this screen as shown previously in this

document. In addition, the Administrator can view the educator’s applications, certificates and
endorsements for selected certificate.

Primary ‘Contact Miscellaneous
Information Information Information
Full Name: Address Ethnicity: Unknown/Not Provided
WA Certé: City State, Zip: FEDERAL WAY WA, 98003 Status: Active
SSN: **=.=*.8057 Home Phone: Print Name:
DOB: Wark Phone Educator ID:
Gender: Male Email:
Click Here to Edit Educator
Credentials Legacy
Show All Applications
Checklist 1D Document Description status [Background Source [Received [ree  payinfo Balance
Checklist 4025 Conditienal CLOSED Yes 0sPI 01/16/2014
Checklist 1522 Endorsement Add CLOSED Yes 05PI 01/16/2014
Show All Certificates
Select  |View  |AppiD Certificate Status  |Recommend App Date Issued Effective Expires Printed? Permit?
Select View 280700 - COND CERT Issued WA-TESC (01/16/2014) 01/16/2014 01/16/2014 01/16/2014 06/30/2015
Endorsements For Selected Certificate
App 1D Endorsement Description Status Recommend App Date Issued Effective Expires
3321-00 SWEDISH () Issued 50031 01/16/2014 03/19/2014 03/19/2014 06/30/2015
3832-00 BUSINESS AND MARKETING EDUCATION() Issued WA-TESC {01/16/2014) 01/16/2014 01/16/2014 01/16/2014 06/30/2015

15
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Add Request

The Administrator can add a request for an educator to receive a CTE Conditional Certificate b
clicking on the Add Request link. This action will navigate the Administrator through a step by
step wizard to process the request.

y

Step 1 requests the last four digits of SSN and the last name of the educator. The Administrator
enters the required information and clicks Next to continue. If the SSN digits do not match the

last name, the system is designed to recognize this and show an error message when the user

clicks on Next. Wizards are also designed to allow the user to cancel the action as well as save

the entered data.

District Request for CTE Conditional Certificate - Step 1 of 7

&

You are requesting a CTE Conditional Certificate.

Please enter the SSN and Last Name of the applicant.

Last Four of SSN: I:l *

Last Name: | "

Once you have entered the required data click on the Next button.

(® Continue - Please search for the student and continue.

T .
\_/Cancel - Please cancel the wizard.

—
Next @

16
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In Step 2 the Administrator enters the Begin and End Dates in addition to answering Yes or No
to two questions.

District Request for CTE Conditional Certificate - Step 2 of 7 9

You are requesting a CTE Conditional Certificate.

Classes: | B
Begin Date: | | MMDDAYYYY *
End Date: | | MMIDDAYYYY *

Once you have entered the required data click on the Next button.

(® Continue - Please continue the wizard.

- _
(O Cancel - Please cancel the wizard.

I
9 Previous Next @

17
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In Step 3 the Administrator justifies the need for a conditional certificate for the selected
educator.

District Request for CTE Conditional Certificate - Step 3 of 7 9

You are requesting a CTE Conditional Certificate.

1. Indicate unigue and special circumstances which jusfifies the need for a conditional certificate:

2. Indicate applicant’s qualifications for this assignment:

*

1 (Oyag () g~ 18 this a renewal of the conditional certificate? (If first conditional do not mark

yes")

4 Yas Mo If yes, has the applicant completed the writien training plan developed for the
’ previous career and technical education conditional certificate? (If renewal,
you must have training plan on file)

Once you have entered the required data click on the Next button.

(®) Continue - Please continue the wizard.

_) cancel - Please cancel the wizard.

@ Previous Next @
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In Step 4, the Administrator will select the Educator’s endorsement. The system lists all
applicable endorsements for selection.

District Request for CTE Conditional Certificate - Step 4 of 7 9

You are requesting a CTE Conditional Certificate.
You are adding credentials for

Please select the educator's Endorsements and click Next.

Ilm:lude | Endorsement
] 8312 - ACCOUNTING & RELATED PROGRAMS (V520300)

] 8324 - ADVERTISING SERVICE (V090201)
8101-AGRIBUSINESS(VO10101) . . . — |
— [y B o R L T R T T L

] 8641 - TRANSLATION AND INTERPRETATION (V160103)
N 8110 - VETERINARIAN ASSISTANT (V510808)

[] 8721 - WATER TRANSPORTATION WORKER (V430300])
O 89522 - WORKSITE LEARNING COORDINATOR (V600057)

Once you have entered the required data click on the Submit button.

@' Continue - Please continue the wizard
O Cancel - Please cancel the wizard

G Previous Next @
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The Administrator enters the CTE Administrator’s name, title, email address and phone
number. These are required fields and must be complete before continuing to the next step.

District Request for CTE Conditional Certificate - Step 5 of 7 9

You are requesting a CTE Conditional Certificate.

CTE Administrator Name: |

CTE Administrator Title: |

CTE Administrator E-Mail Address: |

CTE Administrator Telephone Number: |:| | ]|| | |

The advisory committee approves the
Conditional Career and Technical []
Education Certificate for this applicant.

Once you have entered the required data click on the Next button.

(®) Continue - Please continue the wizard.

(_) Cancel - Please cancel the wizard.

@ Previous MNext @
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Step 6 is an affidavit. By clicking in the checkbox, the Administrator is confirming a written
training plan has been developed and on file.

District Request for CTE Conditional Certificate - Step 6 of 7 9

You are requesting a CTE Conditional Certificate.

Affidavit:

| confirm that a written training plan has been developed for this
school year and is on file in the CTE district office

Once you have answered the question click on the Next button.

(®) Continue - Please continue the wizard.

o~ .
(O cancel - Please cancel the wizard.

G Previous Next @
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By clicking on Submit, the Administrator is signing an affidavit that the district is requesting
certification for the selected individual. Once the Administrator clicks on Submit, the system
automatically submits the request to OSPI for review.

District Request for CTE Conditional Certificate - Step 7 of 7 9

You are requesting a CTE Conditional Certificate.
You are adding a certification request for

Submitting a district request allows the candidate to apply for the certificate online.
This submission is the same as signing the district request application form and
serves as an affidavit that the district is verifying the request for certification for the
individual noted.

Please confirm your request and electronically sign off on the candidate's
application below.

Once you have reviewed the information above submit the information.

Fat . . -
®) Continue - Please continue the wizard.

L .
\_/ Cancel - Please cancel the wizard

Q Previous Submit @

Pending Review

The Pending Review tab shows the Administrator the Conditional CTE Certificate currently
being reviewed by OSPI. As shown previously, the Administrator can click on View to see the
educator’s credential screen and click on Add Request to add a request for a Conditional CTE
Certificate.

Conditional CTE

In Process | Pending Review

View Educator SSN Certificate Request Date

No Records Found

Add Request

22
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Emergency Teacher (Non Substitute)

The Administrator can request an Emergency Non Substitute Certificate by clicking on the
Emergency Non Substitute link. This action will launch a table consisting of a link to a 5-Step
wizard which will walk the Administrator through the simple process.

Conditional

Conditional CTE

Emergency Non Substitute

Emergency Substitute

Intern Substitute
Probational CTE

In Process

The In Process tab shows the user the Emergency Non Substitute Certificate in the process of
being worked by OPSI. This table allows the Administrator to view the educator’s credential
screen as well as add a request.

Emergency Non Substitute

In Process | Pending Review

View ] Educator SSN I Request Date

View HwEk3214 5/28/2014 7:44:27 AM

Add Request

23




Washington State Office of Superintendent of Public Instruction
District Personnel Administrator User Guide

View

The View link will navigate the Administrator to the educator’s credential screen. The
Administrator can edit the educator information from this screen as shown previously in this

document. In addition, the Administrator can view the educator’s applications, certificates and
endorsements for selected certificate.

Primary ‘Contact Miscellaneous
Information Information Information
Full Name: Address Ethnicity: Unknown/Not Provided
WA Certé: City State, Zip: FEDERAL WAY WA, 98003 Status: Active
SSN: **=.=*.8057 Home Phone: Print Name:
DOB: Wark Phone Educator ID:
Gender: Male Email:
Click Here to Edit Educator
Credentials Legacy
Show All Applications
Checklist 1D Document Description status [Background Source [Received [ree  payinfo Balance
Checklist 4025 Conditienal CLOSED Yes 0sPI 01/16/2014
Checklist 1522 Endorsement Add CLOSED Yes 05PI 01/16/2014
Show All Certificates
Select  |View  |AppiD Certificate Status  |Recommend App Date Issued Effective Expires Printed? Permit?
Select View 280700 - COND CERT Issued WA-TESC (01/16/2014) 01/16/2014 01/16/2014 01/16/2014 06/30/2015
Endorsements For Selected Certificate
App 1D Endorsement Description Status Recommend App Date Issued Effective Expires
3321-00 SWEDISH () Issued 50031 01/16/2014 03/19/2014 03/19/2014 06/30/2015
3832-00 BUSINESS AND MARKETING EDUCATION() Issued WA-TESC {01/16/2014) 01/16/2014 01/16/2014 01/16/2014 06/30/2015

24
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Add Request

The Administrator can add a request for an educator to receive an Emergency Non Substitute
Certificate by clicking on the Add Request link. This action will navigate the Administrator
through a step by step wizard to process the request.

Step 1 requests the last four digits of SSN and the last name of the educator. The Administrator
enters the required information and clicks Next to continue. If the SSN digits do not match the
last name, the system is designed to recognize this and show an error message when the user
clicks on Next. Wizards are also designed to allow the user to cancel the action as well as save
the entered data.

District Request for Emergency Non Substitute Certificate - Step 1 9
of 5 —

You are requesting an Emergency Non Substitute Certificate.

Flease enter the last four of the SSN and Last Name of the student/applicant. The
student/applicant must already be in the certification database to enter the
recommendation.

Last Four of SSN: I:l *

Last Name: | *

Once you have entered the required data click on the Next button.

® Continue - Please search for the student and continue.

) .
\_J Cancel - Please cancel the wizard.

Next @

25
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Step 2 requests the Administrator justify the need for an Emergency Non Substitute Certificate
for the selected educator. This is a required field and must be answered before proceeding to

the next step.

District Request for Emergency Non Substitute Certificate - Step 2 of 5 7 ]

You are requesting an Emergency Non Substitute Certificate.

Justification of need for Emergency Certificate:

Once you have entered the required data click on the Next button.

S . . .
®) Continue - Please continue the wizard.

F .
{_J Cancel - Please cancel the wizard.

Q Previous Next @

26
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In Step 5 the Administrator enters the grades and assignments for the selected educator.

District Request for Emergency Non Substitute Certificate - Step 3 9
of 5

You are requesting an Emergency Non Substitute Certificate.

Grades: «
Subjects ar Special "
Assignments:

Once you have entered the required data click on the Next button.

(® Continue - Please continue the wizard.

(O Cancel - Please cancel the wizard.

@ Previous Next @

27
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Step 4 is an affidavit. By clicking the checkbox the Administrator is electronically signing the
affidavit. Once the Administrator has read the information, clicks on the checkbox, he or she
can continue by clicking Next.

District Request for Emergency Non Substitute Certificate - Step 4 )
of 5

You are requesting an Emergency Non Substitute Certificate.

Affidavit:

| certify and verify there is no qualified person who holds regular
certification or that the position is essential and circumstances warrant
consideration of issuance of an emergency certificate.

Once you have answered the question click on the Next button.

(® Continue - Please continue the wizard.

oy .
\_/ Cancel - Please cancel the wizard.

G Previous Next @
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By clicking on Submit, the Administrator is signing an affidavit that the district is requesting
certification for the selected individual. Once the Administrator clicks on Submit, the system
automatically submits the request to OSPI for review.

District Request for Emergency Non Substitute Certificate - Step 5 9
of 5

You are requesting an Emergency Non Substitute Certificate.
You are adding a certification request for

Submitting a district request allows the candidate to apply for the certificate online.
This submission is the same as signing the disfrict request application form and
serves as an affidavit that the district is verifying the request for certification for the
individual noted.

Please confirm your request and electronically sign off on the candidate's
application below.

Once you have reviewed the information above submit the information.

P . . -
®) Continue - Please continue the wizard.

oy .
\_/ Cancel - Please cancel the wizard

9 Previous Submit @

Pending Review

The Pending Review tab shows the Administrator the Emergency Non Substitute Certificate
currently being reviewed by OSPI. As shown previously, the Administrator can click on View to
see the educator’s credential screen and click on Add Request to add a request for an
Emergency Non Substitute Certificate.

Emergency Non Substitute

In Process |Pending Review

View Educator ‘SSN ‘Certifir:ale Request Date

Add Request

No Records Found
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Emergency Substitute

The Administrator can request an Emergency Substitute Certificate by clicking on the
Emergency Substitute link. This action will launch a table consisting of a link to a 5-Step wizard
which will walk the Administrator through the simple process.

Conditional
Conditional CTE
Emergency Non Substitute

Emergency Substitute

Intern Substitute

Probational CTE

Transitional

In Process

The In Process tab shows the user the Emergency Substitute Certificate in the process of being
worked by OPSI. This table allows the Administrator to view the educator’s credential screen as
well as add a request.

Emergency Substitute

—
In Process | Pending Review

View IEducatur SSN ] Request Date
View HAxxE3214 5/28/2014 7:58:02 AM

Add Request
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View

The View link will navigate the Administrator to the educator’s credential screen. The
Administrator can edit the educator information from this screen as shown previously in this

document. In addition, the Administrator can view the educator’s applications, certificates and
endorsements for selected certificate.

Primary ‘Contact Miscellaneous
Information Information Information
Full Name: Address Ethnicity: Unknown/Not Provided
WA Certé: City State, Zip: FEDERAL WAY WA, 98003 Status: Active
SSN: **=.=*.8057 Home Phone: Print Name:
DOB: Wark Phone Educator ID:
Gender: Male Email:
Click Here to Edit Educator
Credentials Legacy
Show All Applications
Checklist 1D Document Description status [Background Source [Received [ree  payinfo Balance
Checklist 4025 Conditienal CLOSED Yes 0sPI 01/16/2014
Checklist 1522 Endorsement Add CLOSED Yes 05PI 01/16/2014
Show All Certificates
Select  |View  |AppiD Certificate Status  |Recommend App Date Issued Effective Expires Printed? Permit?
Select View 280700 - COND CERT Issued WA-TESC (01/16/2014) 01/16/2014 01/16/2014 01/16/2014 06/30/2015
Endorsements For Selected Certificate
App 1D Endorsement Description Status Recommend App Date Issued Effective Expires
3321-00 SWEDISH () Issued 50031 01/16/2014 03/19/2014 03/19/2014 06/30/2015
3832-00 BUSINESS AND MARKETING EDUCATION() Issued WA-TESC {01/16/2014) 01/16/2014 01/16/2014 01/16/2014 06/30/2015
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Add Request

The Administrator can add a request for an educator to receive an Emergency Non Substitute
Certificate by clicking on the Add Request link. This action will navigate the Administrator
through a step by step wizard to process the request.

Step 1 requests the last four digits of SSN and the last name of the educator. The Administrator
enters the required information and clicks Next to continue. If the SSN digits do not match the
last name, the system is designed to recognize this and show an error message when the user
clicks on Next. Wizards are also designed to allow the user to cancel the action as well as save
the entered data.

District Request for Emergency Substitute Certificate - Step 1 of 5 ? ]

You are requesting a Emergency Substitute Certificate.

Please enter the last four of the SSN and Last Name of the student/applicant. The
student/applicant must already be in the certification database to enter the
recommendation.

Last Four of SSN: I:l z

Last Name: | =

Once you have entered the required data click on the Next button.

'@' Continue - Please search for the student and continue.

oy .
\_J Cancel - Please cancel the wizard.

Next @
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In Step 2 the Administrator is asked to justify the need for an Emergency Substitute Certificate.

District Request for Emergency Substitute Certificate - Step 2 of 5 7

You are requesting a Emergency Substitute Certificate.

Justification of need for Emergency Substitute Certificate:

Once you have entered the required data click on the Next button.

(®) Continue - Please continue the wizard.

f .
(O Cancel - Please cancel the wizard.

Q Previous Mext @
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The Administrator clicks on the drop-down arrow to select the type of Emergency Substitute
Certificate.

District Request for Emergency Substitute Certificate - Step 3 of 5 7

You are requesting a Emergency Substitute Certificate.

Once you have entered the required data click on the Next button.

(®) Continue - Please continue the wizard.

i, .
(O Cancel - Please cancel the wizard.

P
9 Previous Next @
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Step 4 is an affidavit. By clicking the checkbox the Administrator is electronically signing the
affidavit. Once the Administrator has read the information, clicks on the checkbox, he or she
can continue by clicking Next.

District Request for Emergency Substitute Certificate - Step 4 of 5 7

You are requesting a Emergency Substitute Certificate.

Affidavit:

| understand that persons with an emergency substitute certificate
may be assigned as a substitute once the list of otherwise qualified
substitutes has been exhausted.

Once you have answered the question click on the Next button.

(® Continue - Please continue the wizard.

I .
(O Cancel - Please cancel the wizard.

@ Previous Next @
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By clicking on Submit, the Administrator is signing an affidavit that the district is requesting
certification for the selected individual. Once the Administrator clicks on Submit, the system
automatically submits the request to OSPI for review.

District Request for Emergency Substitute Certificate - Step 5 of 5 2

You are requesting a Emergency Substitute Certificate.
You are adding a certification request for

Submitting a district request allows the candidate to apply for the certificate online.
This submission is the same as signing the district request application form and
serves as an affidavit that the district is verifying the request for certification for the
individual noted.

Please confirm your request and electronically sign off on the candidate’'s
application below.

Once you have reviewed the information above submit the information.

iy - . -
(®) Continue - Please continue the wizard.

" .
\_) Cancel - Please cancel the wizard

Q Previous Submit @

Pending Review

The Pending Review tab shows the Administrator the Emergency Substitute Certificate
currently being reviewed by OSPI. As shown previously, the Administrator can click on View to
see the educator’s credential screen and click on Add Request to add a request for an
Emergency Substitute Certificate.

Emergency Substitute

In Process |Pending Review

View Educator ‘ SSN ‘ Certificate Request Date

|Add Request |

No Records Found
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Intern Substitute

The Administrator can request an Intern Substitute Certificate by clicking on the Intern
Substitute link. This action will launch a table consisting of a link to a 3-Step wizard which will
walk the Administrator through the simple process.

Please note: The Institute of Higher Education preparation program must approve of the
issuance of the Intern Substitute Certificate. Communicate with your intern and their college or
university prior to the intern applying for this certificate. Completion the application process
prior to the preparation program’s approval will result in additional costs for the intern if the
approval is not granted. Institutes of Higher Education may provide guidance located within the
intern’s E-Certification Communication Log (Comm Log).

Conditional
Conditional CTE
Emergency Non Substitute

Emergency Substitute
Intern Substitute

Probational CTE

Transitional

In Process

The In Process tab shows the user the Intern Substitute Certificate in the process of being
worked by OSPI. This table allows the Administrator to view the educator’s credential screen as
well as add a request.

Intern Substitute

]
‘ In Process | Pending Review

View ]Educatcr SSN l Request Date
view | weex 3214 5/28/2014 8:06:29 AM

Add Request
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View

The View link will navigate the Administrator to the educator’s credential screen. The
Administrator can edit the educator information from this screen as shown previously in this

document. In addition, the Administrator can view the educator’s applications, certificates and
endorsements for selected certificate.

Primary ‘Contact Miscellaneous
Information Information Information
Full Name: Address Ethnicity: Unknown/Not Provided
WA Certé: City State, Zip: FEDERAL WAY WA, 98003 Status: Active
SSN: **=.=*.8057 Home Phone: Print Name:
DOB: Wark Phone Educator ID:
Gender: Male Email:
Click Here to Edit Educator
Credentials Legacy
Show All Applications
Checklist 1D Document Description status [Background Source [Received [ree  payinfo Balance
Checklist 4025 Conditienal CLOSED Yes 0sPI 01/16/2014
Checklist 1522 Endorsement Add CLOSED Yes 05PI 01/16/2014
Show All Certificates
Select  |View  |AppiD Certificate Status  |Recommend App Date Issued Effective Expires Printed? Permit?
Select View 280700 - COND CERT Issued WA-TESC (01/16/2014) 01/16/2014 01/16/2014 01/16/2014 06/30/2015
Endorsements For Selected Certificate
App 1D Endorsement Description Status Recommend App Date Issued Effective Expires
3321-00 SWEDISH () Issued 50031 01/16/2014 03/19/2014 03/19/2014 06/30/2015
3832-00 BUSINESS AND MARKETING EDUCATION() Issued WA-TESC {01/16/2014) 01/16/2014 01/16/2014 01/16/2014 06/30/2015
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Add Request

The Administrator can add a request for an educator to receive an Intern Substitute Certificate
by clicking on the Add Request link. This action will navigate the Administrator through a step
by step wizard to process the request.

Step 1 requests the last four digits of SSN and the last name of the educator. The Administrator
enters the required information and clicks Next to continue. If the SSN digits do not match the
last name, the system is designed to recognize this and show an error message when the user
clicks on Next. Wizards are also designed to allow the user to cancel the action as well as save
the entered data.

District Request for Intern Substitute Certificate - Step 1 of 3 ?]

You are requesting an Intern Substitute Certificate.

Please enter the last four of the S5N and Last Name of the student/applicant. The
student/applicant must already be in the certification database to enter the
recommendation.

Last Four of SSN: I:l *

Last Name: | *

Once you have entered the required data click on the Next button.

(® Continue - Please search for the student and continue.

Yy .
\_J) Cancel - Please cancel the wizard.

Next @
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Step 2 is an affidavit. By clicking the checkbox the Administrator is electronically signing the
affidavit. Once the Administrator has read the information, clicks on the checkbox, he or she
can continue by clicking Next.

District Request for Intern Substitute Certificate - Step 2 of 3 9

You are requesting an Intern Substitute Certificate.

Affidavit:

IMPORTANT
WAC 181-T9A-231(6) Intern substitute teacher certificate.

School districts and approved private schools may request intern
subsfitute teacher certificates for persons enrolled in student
teachingfinternships to serve as subsfitute teachers in the absence of the
classroom teacher. The supervising college or university must approve the
candidate for the intern substitute teacher certificate. Such ceriificated
subsfitutes may be called at the discretion of the school district or
approved private school to serve as a substitute teacher only in the
classroom(s) to which the individual is assigned as a student
teacherfintern. The intern substitute teacher cerificate is valid for one
year, or less, as evidenced by the expiration date which is printed on the
certificate.

[] !'understand that persons with an intern substitute certificate may be
aszsigned as a substitute only in the absence of his/her designated
cooperating/mentor teacher(s). | hereby request that Jamie Daniels
be granted ceriification for service to be performed in the classroom
(5) in which student teaching is to be performed.

Once you have answered the question click on the Next button.

(®) Continue - Please continue the wizard.

() Cancel - Please cancel the wizard.

G Previous Mext @
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By clicking on Submit, the Administrator is signing an affidavit that the district is requesting
certification for the selected individual. Once the Administrator clicks on Submit, the system
automatically submits the request to OSPI for review.

District Request for Intern Substitute Certificate - Step 3 of 3 9

You are requesting an Intern Substitute Certificate.
You are adding a certification request for

Submitting a district request allows the candidate to apply for the certificate online.
This submission is the same as signing the district request application form and
serves as an affidavit that the district is verifying the request for certification for the
individual noted.

Please confirm your request and electronically sign off on the candidate’s
application below.

Once you have reviewed the information above submit the information.

a . . -
®) Continue - Please continue the wizard.

" .
\_J Cancel - Please cancel the wizard

G Previous Submit @

Pending Review

The Pending Review tab shows the Administrator the Intern Substitute Certificate currently
being reviewed by OSPI. As shown previously, the Administrator can click on View to see the
educator’s credential screen and click on Add Request to add a request for an Intern Substitute
Certificate.

Intern Substitute

In Process |Pending Review |

View Educator ‘ SSN ‘ Certificate Request Date

No Records Found

| Add Request |
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Probationary CTE

The Administrator can request a Probationary CTE Certificate by clicking on the Probationary
CTE link. This action will launch a table consisting of a link to a 4-Step wizard which will walk
the Administrator through the simple process.

Intern Substitute
Probational CTE

Transitional

In Process

The In Process tab shows the user the CTE Probationary Certificate in the process of being
worked by OPSI. This table allows the Administrator to view the educator’s credential screen as
well as add a request.

CTE Probationary
l Pending Review
View ] Educator SSN ] Request Date
View FHEEXI214 5/28/2014 8:15:30 AM
| Add Request |
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View

The View link will navigate the Administrator to the educator’s credential screen. The
Administrator can edit the educator information from this screen as shown previously in this

document. In addition, the Administrator can view the educator’s applications, certificates and
endorsements for selected certificate.

Primary ‘Contact Miscellaneous
Information Information Information
Full Name: Address Ethnicity: Unknown/Not Provided
WA Certé: City State, Zip: FEDERAL WAY WA, 98003 Status: Active
SSN: **=.=*.8057 Home Phone: Print Name:
DOB: Wark Phone Educator ID:
Gender: Male Email:
Click Here to Edit Educator
Credentials Legacy
Show All Applications
Checklist 1D Document Description status [Background Source [Received [ree  payinfo Balance
Checklist 4025 Conditienal CLOSED Yes 0sPI 01/16/2014
Checklist 1522 Endorsement Add CLOSED Yes 05PI 01/16/2014
Show All Certificates
Select  |View  |AppiD Certificate Status  |Recommend App Date Issued Effective Expires Printed? Permit?
Select View 280700 - COND CERT Issued WA-TESC (01/16/2014) 01/16/2014 01/16/2014 01/16/2014 06/30/2015
Endorsements For Selected Certificate
App 1D Endorsement Description Status Recommend App Date Issued Effective Expires
3321-00 SWEDISH () Issued 50031 01/16/2014 03/19/2014 03/19/2014 06/30/2015
3832-00 BUSINESS AND MARKETING EDUCATION() Issued WA-TESC {01/16/2014) 01/16/2014 01/16/2014 01/16/2014 06/30/2015
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Add Request

The Administrator can add a request for an educator to receive a CTE Probationary Certificate
by clicking on the Add Request link. This action will navigate the Administrator through a step
by step wizard to process the request.

Step 1 requests the last four digits of SSN and the last name of the educator. The Administrator
enters the required information and clicks Next to continue. If the SSN digits do not match the
last name, the system is designed to recognize this and show an error message when the user
clicks on Next. Wizards are also designed to allow the user to cancel the action as well as save
the entered data.

District Request for CTE Probationary Certificate - Step 1 of 4 >

You are requesting a CTE Probationary Certificate.

Please enter the last four of the SSN and Last Name of the student/applicant. The
student/applicant must already be in the certification database to enter the
recommendation.

Last Four of SSN: D 2

Last Name: | 2

Once you have entered the required data click on the Next button.

E': Continue - Please search for the student and continue.

Yy .
) Cancel - Please cancel the wizard.

Next @
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Step 2 requires the Administrator to enter number of additional hours needed and the Plan for
completion.

District Request for CTE Probationary Certificate - Step 2 of 4

e

You are requesting a CTE Probationary Certificate.

If the candidate does not meet the requirements for an initial career and technical education
teacher ceriificate under WAC 181-77-031 or WAC 181-77-041, a probationary career and
technical education certificate may be requested. This form must be completed by the employing
school district career and technical education administrator, deficiencies must be indicated, and a
professional growth plan must be on file with the district. Deficiencies should be completed within
the validity period of this cerfificate.

DEFICIENCY: COMPLETE A PROFESSIONAL EDUCATOR STANDARDS BOARD
APPROVED PROGRAM.

PAID OCCUPATIONAL EXPERIENCE

Number of additional hours needed: :

Plan fer completion:

Once you have entered the required data click on the Next button.

® Continue - Please continue the wizard
O Cancel - Please cancel the wizard.

@ Previous Next Q
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Step 3 is an affidavit. By clicking the checkbox the Administrator is electronically signing the
affidavit. Once the Administrator has read the information, clicks on the checkbox, he or she
can continue by clicking Next.

District Request for CTE Probationary Certificate - Step 3 of 4 9

You are requesting a CTE Probationary Certificate.

Affidavit:

Plan for completion of deficiencies has been approved by the local
school district career and technical education program advisory
committee and it is on file with the school district.

Once you have answered the question click on the Next button.

(® Continue - Please continue the wizard.

f .
(O Cancel - Please cancel the wizard.

G Previous Next @
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By clicking on Submit, the Administrator is signing an affidavit that the district is requesting
certification for the selected individual. Once the Administrator clicks on Submit, the system
automatically submits the request to OSPI for review.

District Request for CTE Probationary Certificate - Step 4 of 4 9

You are requesting a CTE Probationary Certificate.
You are adding a certification request for

Submitting a district request allows the candidate to apply for the certificate online.
This submission is the same as signing the district request application form and
serves as an affidavit that the district is verifying the request for cerfification for the
individual noted.

Please confirm your request and electronically sign off on the candidate’s
application below.

Once you have reviewed the information above submit the information.

= . . .
®) Continue - Please continue the wizard.

" .
\_/ Cancel - Please cancel the wizard

G Previous Submit @

Pending Review

The Pending Review tab shows the Administrator the CTE Probationary Certificate currently
being reviewed by OSPI. As shown previously, the Administrator can click on View to see the
educator’s credential screen and click on Add Request to add a request for an Intern Substitute
Certificate.

CTE Probationary

In Process |Pending Review

View Educator ‘ SSN | Certificate Request Date

No Records Found
Add Request
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Transitional

The Administrator can request a Transitional Certificate by clicking on the Probationary CTE link.
This action will launch a table consisting of a link to a 4-Step wizard which will walk the
Administrator through the simple process.

Intern Substitute '

Probational CTE

Transitional

In Process

The In Process tab shows the user the Transitional Certificate in the process of being worked by
OPSI. This table allows the Administrator to view the educator’s credential screen as well as
add a request.

Transitional

Pending Review

View ‘ Educator SSN | Request Date
View *rAEETRT6 5/28/2014 8:31:17 AM

IAdd Request |
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View

The View link will navigate the Administrator to the educator’s credential screen. The

Administrator can edit the educator information from this screen as shown previously in this

document. In addition, the Administrator can view the educator’s applications, certificates and

endorsements for selected certificate.

Primary ‘Contact Miscellaneous
Information Information Information
Full Name: Address Ethnicity: Unknown/Not Provided
WA Certé: City State, Zip: FEDERAL WAY WA, 98003 Status: Active
SSN: **=.=*.8057 Home Phone: Print Name:
DOB: Wark Phone Educator ID:
Gender: Male Email:
Click Here to Edit Educator
Credentials Legacy
Show All Applications
Checklist 1D Document Description status [Background Source [Received [ree  payinfo Balance
Checklist 4025 Conditienal CLOSED Yes 0sPI 01/16/2014
Checklist 1522 Endorsement Add CLOSED Yes 05PI 01/16/2014
Show All Certificates
Select  |View  |AppiD Certificate Status  |Recommend App Date Issued Effective Expires Printed? Permit?
Select View 280700 - COND CERT Issued WA-TESC (01/16/2014) 01/16/2014 01/16/2014 01/16/2014 06/30/2015
Endorsements For Selected Certificate
App 1D Endorsement Description Status Recommend App Date Issued Effective Expires
3321-00 SWEDISH () Issued 50031 01/16/2014 03/19/2014 03/19/2014 06/30/2015
3832-00 BUSINESS AND MARKETING EDUCATION() Issued WA-TESC {01/16/2014) 01/16/2014 01/16/2014 01/16/2014 06/30/2015

Show All

By selecting Show All in the Credentials tab, to the left of “Applications” will display all

applications the educator has submitted including the conversion of applications and data from

the older system. By selecting Show All to the left of “Certificates” will display all applications

expired and current.
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Add Request

The Administrator can add a request for an educator to receive a Transitional Certificate by
clicking on the Add Request link. This action will navigate the Administrator through a step by
step wizard to process the request.

Step 1 requests the last four digits of SSN and the last name of the educator. The Administrator
enters the required information and clicks Next to continue. If the SSN digits do not match the
last name, the system is designed to recognize this and show an error message when the user
clicks on Next. Wizards are also designed to allow the user to cancel the action as well as save
the entered data.

District Request for Transitional Certificate - Step 1 of 3 ]

You are requesting a Transitional Certificate.

Flease enter the last four of the SSN and Last Name of the student/applicant. The
student/applicant must already be in the certification database to enter the
recommendation.

Last Four of SSN: I:l o

Last Name: | =

ontinue - Please search for the student and continue.

&
0O o

ancel - Please cancel the wizard.

Next @
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Step 2 is an affidavit. By clicking the checkbox the Administrator is electronically signing the
affidavit. Once the Administrator has read the information, clicks on the checkbox, he or she
can continue by clicking Next.

District Request for Transitional Certificate - Step 2 of 3 o9

You are requesting a Transitional Certificate.

Affidavit:

[] ! understand that persons with a transitional certificate may be
employed on a conditional basis for two years while they are
completing reinstatement requirements for the continuing certificate
which has lapsed, and that this certificate may not be renewed.

| acknowledge that school districts and approved private schools are
strongly encouraged to develop with the holder of a transitional
certificate a plan of assistance to be sure the holder completes the
necessary continuing certificate reinstatement requirements under
WAC 181-85-130 within the two-year conditional employment period.

Once you have answered the question click on the Next button.

® Continue - Please continue the wizard.

O Cancel - Please cancel the wizard.

G Previous Mext @
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By clicking on Submit, the Administrator is signing an affidavit that the district is requesting
certification for the selected individual. Once the Administrator clicks on Submit, the system
automatically submits the request to OSPI for review.

District Request for Transitional Certificate - Step 3 of 3 9

You are requesting a Transitional Certificate.
You are adding a certification request for

Submitting a district request allows the candidate to apply for the certificate online.
This submission is the same as signing the district request application form and
serves as an affidavit that the district is verifying the request for certification for the
individual noted.

Please confirm your request and electronically sign off on the candidate's
application below.

Once you have reviewed the information above submit the information.

e . . -
®) Continue - Please continue the wizard.

F .
(O Cancel - Please cancel the wizard

@ Previous Submit @
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Search

The Search feature of the system offers the Administrator the ability to search for educators
within the system. By clicking on the Search tab, the Educator Search Screen is launched.

The system is designed to generate a list from information entered in the search fields. The
user can enter data in one field or more than one field. Once entered the user clicks on Search
Educators to launch a list matching the entered criteria.

Educator Search Screen

v

Home > Educator Search

WA Cert#:

Last Name:

Birthdate:

Certificate ID:

Evaluator:

SSN:

First Name:

Educator Status: v‘

Certificate Status:

v

Search Educators ‘ | Clear Search |

State:

Institution: | Please select a state

County:|

District: | Please select a county.
Site: | Please select a district
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View

The view link will navigate the Administrator to the selected educator’s credential screen where
he or she can edit educator information as well as view the educator’s applications, certificates
and endorsements for selected certificates.

AU EducatorlD WA Cert. #

[ssn

|Last Name

|First Name ‘MI |Former Name Gender Birth Date |Status ‘Lm:atiun
View *HEAE_BDST A Male Active FEDERAL WAY-WA
Primary Contact Miscellaneous
Information Information Information
Full Name Address: Ethnicity: Not Hispanic or Lating
WA Cert#: Address 2: Status: Active
SSN: *+e=+2183 City State, Zip: Spokane WA, 99205 Print Name:
DOB: Home Phone: Educator ID:
Gender: Female Work Phone: Email
Click Here to Edit Educator
Credentials  Legacy
Show All Applications
Checklist o [pocument By Status T el G et E== Pay Info Eeres
Show All Certificates
[Select |View [appiD [certificate [status _[Recommend [App Date [1ssued [Effective e Printed? | Permit?
Select  View | 2969 T320800 - RESIDENCY TCHR (REMEWAL) lssued 00001 09/21/2011 09/21/2011 09/21/2011 06/30/2014
Select | View 5871 A310515 - RESIDENCY ADMIN {FI) Issued | WA-38905 (08/31/2011) 08/31/2011 08/31/2011 08/31/2011
Endorsements For Selected Certificate
App ID Endorsement Description Status Recommend App Date Issued Effective Expires
2969 0400-04 ELEMENTARY EDUCATION(K-8) Issued 00001 09/21/2011 09/21/2011 09/21/2011 06/30/2014
2963 0811-08 BIOLOGY (4-12) Issued 00001 09/21/2011 09/21/2011 09/21/2011 06/30/2014

Edit Educator

As shown previously in this document, the user can click on the link, “Click Here to Edit
Educator.” This action will launch a 3-step wizard.

Primary
Information
Full Name:
WA Cents
SIN: sesceimy
oCs
Gender. Female

Contact
Idormation
Addrest
Adaress 2
Cry State, D Spokane WA, 99205
Home Phone
Work Mnone

I Ohchk Mere to Edit Educator l

Miscellaneous
Information
Sty ot Hispanic of Latino
St Active
Fries Name
Eaucator IO
Emai
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The Educator menu contains links to help the user process the educator’s application. Most are
view only screens for informational purposes. The bar below the main headings is links that are
also found in the Educator menu. Therefore, this documentation will show all links in the Menu
bar thus covering both avenues to help the Administrator.

ﬁ Home | BR District w | . 5 Search 3 Educator = | | Tools = ‘ M Reports Recent Educator:
GEMcamrﬂu'n uﬁngerpﬁntSean:h ’Degrees[ﬂ) Tests (0) [BConlnl.og DM’:IPTS[II] uExpem'se(ﬂ] uAsslglmem
Credentials Home > Educator

34 Educatorss ¥ Tools » | ¥ Re
Educator Main
Applications (4)
Fingerprint Search
Degrees (1)

Tests (1)

Print History

History

Notes

Comm Log

NBPTS

Expertise

Professional Development

HQT

Assignment

Education History

Work History
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Educator Main

The first tab in the heading bar, Educator Main, navigates the Administrator to the selected
educator’s profile page. By clicking on this tab, the educator profile (default screen) is
launched.

2

", Educator = | ¥ Tools = [ M R
Educator Main

Applications (11)

Fingerprint Search

Credentials Legacy

Show All Applications

[edit[checktist [0 [Document [Description [ Status | Background [Source |Received | Fee |Pay Info | Balance |Evaluator Created Updated [Detete [ Action [Detail
Edit | Checklist 4025 |Conditional CLOSED | Yes 0SPI 01/16/2014 Delete

Edit| Checklist 1522 |Endorsement Add | CLOSED Yes 0SPI 0L/16/2014 Delete

Click Here to Add an Application

Show All Certificates
[setect] override| Manage [ Edit [ App 1D [certificate [status[Rule  [source] Recommend [appDate [issued  [effective [Expires  |Renews |Evaluator [rinted?[Permit? [ Updated [Detete|
Select Override| Manage  Edit CONDITIONAL Issued TRAD- |FIRST | WA-TESC 01/16/2014| 01/16/2014 | 01/16/2014 | 06/30/2015 07/01/2015 - Delete
CERTIFICATE WA (01/16/2014) 01/16/2014
Endorsements For Selected Certificate
[manage] overrie[ app 10 | [ [status[Rue | [ [appDate [issuea  [effective [Expires  [Remews |Evaluator Updated [Detete|
Manage Override 909226 3321-00  SWEDISH () Issued ALT-O0S | FIRST | 50031 01/16/2014 03/19/2014 | 03/15/2014 06/30/2015|07/01/2015 Delete
Manage Override 909225 3832-00 BUSINESS AND MARKETING Issued TRAD- | FIRST | WA-TESC 01/16/2014 01/16/2014 | 01/16/2014 06/30/2015|07/01/2015 Delete

EDUCATION() WA (01/16/2014)

Deficiencies For Selected Certificate

Edit [code [Endorsement [et [Group Seq Details Enc Remaved Created Remove

No Records Found

Show All

By selecting Show All in the Credentials tab, to the left of “Applications” will display all
applications the educator has submitted including the conversion of applications and data from
the older system. By selecting Show All to the left of “Certificates” will display all applications
expired and current.
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Applications

The Applications link allows the Administrator to view the Checklist for the application, as far as

what is documented in the system for the selected educator.

"',4 Educator == | " Tools = | M R

Educator Main

Applications (11)

Fingerprint Search

This action will launch the Applications section from the Credentials screen. The Educator can
view the checklist for each applicable application.

Shew AR Applications

Checkiat = nazinuzenal Teaching oot ™

Chackint aany neuzenl Tasching oot e

Checklist i mssusensl Adein ot v

Checkast 31 Rasicency/5et TEHR Cartification cLostD ™ o5h Lo

The checklist is a valuable tool for the specialist when working the Educator’s application. The

system is designed to list the documentation for an application and provide the status in
addition to date and time. The Educator has the option to view the list from his or her

application table.

Status

+/ Printed & Signed App Revd
/| Begin Review

/' Application Fee

/| WSP Fingerprint

/! EBIFingerPrint

| crsFo
/| Verify Dagree

/' Verify Program Completion
/ Verify Certificate

/ Verify Experience

+/ Verify Transcriptis)

| Cortnests Teste

+/ Endorsement Tests

/| Permits

¥/ Review Complete

Application Checkiist
History

Application Checklist Status

Checklist Step Step Status Update Date/Time

Printed & Signed App Rovd Complete 2/21/2014 7:28:52 AM
Begin Review Complete 2/21/2014 7:28:51 AM
Application Fee Complete 2/21/2014 7:28:50 AM
WSP Fingerprint Complete 2/21/2014 7:28:48 AM
FBI FingerPrint Complete 2/21/2014 7:28:47 AM
CFS Form Complete 2/21/2014 7:28:45 AM
Verify Dezree Complete 2/21/2014 7:28:44 AM
Verify Program Completion Complete 2/21/2014 7:28:43 AM
Verify Certificate Complete 2/21/2014 7:28:41 AM
Verify Experience Complete 2/21/2014 7:28:40 AM
Verify Transcriptis) Complete 2/21/2014 7:28:38 AM
Certificate Tests Complete 2/21/2014 7:28:36 AM
Endorsement Tests Complete 2/21/2014 7:28:34 AM
Permits Complete 2/21/2014 7:28:32 AM
Review Complete Complete 2/21/2014 7:28:30 AM
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Fingerprint Search

The system is designed to record fingerprint reports. The Fingerprint Search link navigates the
user to the Fingerprint table.

Applications (11)

Fingerprint Search
Degrees (3)

Tests

By clicking on the Fingerprint Search tab, the Administrator is navigated to the educator’s
fingerprint information. If no records are on file, a red banner is displayed across the top of
table. The system is designed to allow the user to contact Fingerprint Records. By clicking on
the link, Contact Fingerprint Records, an email is generated addressing the proper authorities.

Users can show the desired number of records found on each page by clicking on the drop-
down arrow in the Show field. Users can also view individual pages by clicking on the drop-
down arrow in the Page field.

No results found.

Fothane| ] MesdeName CastResry | Submited To |
Bith Dater [05/08/1962 Activity From Diate: | Activity To Date: ]
Search Clear Search
wLanFuu-&w'w S Mome per page  Pager 11
View FingerprintSearchi Nsmie Cert) submitted wesp RIS et
Birth Date NonCert To Entry Result Result Result Activity
TN Date glossary lossary lossary Date

N Recerds Found
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View Fingerprint Results

Clicking on the View button next to a search result item will open a PDF file showing the
fingerprint results for the selected educator.

Office of Superintendent of Publlc Instruction
State of Was hington

Fingerprint Result

Date of Birth

ToM

Certificate or Non Ce rtific ate
Orgamization Name

Submission Date: 8/17/2011 12:00:00 AM

Washingion State Police E8) AFES

Ertry Date:  SAS/2011 12:30:03 PM
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Degrees

The Degrees tab houses all degree information for the selected educator. The Administrator
has the security rights to view only degree information.

Applications (11)

Fingerprint Search

Degrees (3)

Tests

By clicking on the Degree tab, the Degree grid is displayed.

Degrees

Country State Institution Degree Degree Status Maijor One Major Two Major Three Degree Date

us WA Central Washington University B Awarded Accounting 5/1/2014
us WA Central Washington University B Awarded Bilingual 5/1/2014
us WA Central Washington University D Awarded Accounting 5/1/2014
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Tests
The Tests tab gives the Administrator access to view tests on the educator’s record.

Degrees (3)

Tests

Print History

By clicking on the Tests tab, the test grid is launched. There are 2 tabs associated with the test
grid, Passed Tests and Sub Tests.

Passed Tests  Sub Tests

Test Test Code Test Date Pass ? Post Date Import ?
Early Childhood Education (001) 001 2/2/2010 Ves 4/21/2014 No

Note: You cannot delete imported tests.

61



Washington State Office of Superintendent of Public Instruction
District Personnel Administrator User Guide

Print History

The Administrator can view what certificates and deficiencies letters have been printed by

clicking on Print History.

Degrees (3)
Tests

Print History

History

This action will launch the Print History Information table.

Print History Information

Certificate Print History
Iview |WA Cert# |Educator |Certificate |Certiﬁcate Status |Queued Date Queued By | Printed Date Printed By |Address |
View | 5041 RESIDENCY ADMINISTRATOR (FIRST ISSUE) Issued 1/22/2014 1:11:30 PM @k12.wa.us 1/22/2014 1:11:28 PM @k12.wa.us
View 504 RESIDENCY ADMINISTRATOR (FIRST ISSUE) Expired 1/29/2014 4:23:57 PM .@k12.wa.us
View 504 RESIDENCY ADMINISTRATOR Issued 1/29/2014 4:30:34 PM @k12.wa.us
View 504 EMERGENCY TEACHER Issued 1/29/2014 4:54:16 PM @k12.wa.us

Deficiency/Letter Print History

View WA Certtt Educator Certificate Certificate Status Queued Date Queued By Printed Date Printed By Address
No Records Found

By clicking on the View link next to the selected item, the image is displayed.

EDUCATION CERTIFICATE

3024998
CERTIFICATE TYPE: RESIDENCY TEACHER (FIRST ISSUE)

ISSUE DATE: 09/04/2013
EXPIRATION DATE:

ENDORSEMENTS: SPANISH

SCIENCE
HISTORY

VALID ONLY UNTIL YOU ARE REPORTED AS A TEACHER IN A PUBLIC SCHOOL IN WASHINGTON WITH AT
LEAST 1.5 YEARS OF FULL TIME EQUIVALENT EXPERIENCE.
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History

By clicking on the History link, the Educator History table is launched. Administrators can view
the selected educator’s history regarding any changes or updates made to their records. No
edits can be made to the table. It is a historical record of the Educator’s information and the
associated updates. The tabs available for the user to view may vary depending on security
rights.

Tests

Print History
History

Notes

By clicking on the History link, the Educator History screen is launched. (Personal information
has been removed for privacy purposes.)

Educator History

E_:le Contact Information
Frefi [rient i [Lant T Msiden [sutfn

Eduzator History

Hame Contact Infarmation
[imsoerect Addvews [Address source [nddrenss [Addrensz Address Physical [cite [state [rpcode  [coustry [on s state ]
No United States
Mg Wnited States
Educator History
. Addrens
|Home Fhone ‘Work Fhane | aiternate Phone [+an Phane [Lemail address | wretmite
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Notes

Users with the proper security rights, can view, add, edit and delete notes pertaining to the
selected educator.

Tests

Print History
History
Notes
Comm Log
Notes
Edit Date Description Created By Delete
Edit 9-16-2013 02:57 PM Check on the educator's degree information. bob.archer Delete
Click here to add a Note
Add Note
To add a note, click on the link, Click Here to add a Note.
Notes
Edit Date Description Created By Delete
Edit 9-16-2013 02:57 PM Check on the educator's degree information. bob.archer Delete
| Click here to add a Note |

The Administrator adding the note can determine the security level of the note on the Add note
wizard.

Add note - Step 1 0f 1 9

You are adding a note.

Note:

Once you have entered the required data click on the Submit button.

® submit - Please continue to save
Security - Edit Security
O Cancel - Please cancel the wizard

Submit @
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By clicking Submit, the system will save the note and store it in the Note table. If the user
selects security and clicks on Submit, a second wizard is launched allowing the user to set
security rights to the entered note. The Administrator selects all applicable users to view the
note and clicks Submit. The note will be saved to the Note table only allowing those with the
proper security rights to view.

Manage Security Group Note/Log Access - Step 1 of 1 ‘_)J

You are managing security for an educator note/log.

[ certification Management [ District Personnel Administrator
[[] eCert College Personnel Administrator [leCert District Authorizer
["] eCert OSPI Personnel Administrator [[JeCert School Authorizer

[J Educator [CIESD Certification Specialist

[ File Clerk [institution Certification Officer
[C10SPI Professional Practice

O Investigator Specialist

O Specialist O System Administrator

[] Teacher Quality Data Collection [[ITeacher Quality Data Collection

Customer Service Information

[ Teacher Quality Data Collection User

Once you have made your selections click on the Submit button.

(® Save - Please save the selected values

() Cancel - Please cancel the wizard

Submit @
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Edit Note

Users with the proper security rights can edit a note by clicking on the Edit link.

Notes
Edit ‘Da!e Description Created By Delete
 9-16-2013 02:57 PM Check on the educator's degree information. bob.archer Delete
Click here to add a Note

The system will launch the Edit Note wizard. The Administrator can change any applicable

information. Once information has been changed, the user clicks on Submit.

Edit Note - Step 1 of 1

©

You are editing a note.

Note ID: 276905

Mote: fystem merged

Created: eCert. Admin - 2/28/2014 8:02:13 AM
Updated: eCert.Admin - 2/28/2014 8:02:13 AM

Once you have entered the required data click on the Submit button.

®) Submit - Please continue 1o save
Security - Edit Security

() Cancel - Please cancel the wizard

Submit @
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Delete Note

Users with the proper security rights can delete a note pertaining to a selected educator. Once
the Administrator verifies the information for deletion, he or she clicks on Submit. The system
will delete the note from the educator’s record.

©

Delete Note - Step 1 of 1

You are deleting a note.

Note ID: 276905

Created: eCert. Admin - 2/28/2014 8:02:13 AM
Updated: eCert. Admin - 2/28/2014 8:02:13 AM

Once you have entered the required data click on the Submit button.

®) Submit - Please continue to save
Security - Edit Security
O cancel - Please cancel the wizard

Submit @
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Communication Log

The Administrator can view communications associated with a selected educator. By clicking
on the Comm Log tab, the Communication Logs table is displayed.

Notes
Comm Log
NBPTS

Expertise

Professional Development

The Administrator may also add, edit and delete communication records (depending on the
security settings of the user.)

Communication Logs

Edit [Date [rype Tz o Created By Delete

Edit 2-28-2014 08:02 AM Note System merged eCert.Admin Delete

I Click here to add a Communication Log |
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NBPTS

The Administrator can view an educator’s National Board for Professional Teaching Standards
(NBPTS) credential information by clicking on the NBPTS tab.

Notes

Comm Log

NBPTS

Expertise

Professional Development

By clicking on this tab, the NBPTS Credential Information screen is launched. The Administrator
can view the information by Certificate Area, Certificate Year, and Certificate Expiration Date.

NBPTS Credential Information

Abbreviated Cert. Area Cert. Year Cert. Expiration Date
ECYA/ENS 2008
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Expertise
This table documents the Educator’s area of expertise.

Notes
Comm Log
NBPTS

Expertise

Professional Development

By clicking on Expertise, the Expertise Information table is launched. This is a view-only table for
the ESD Certification Specialist.

Expertise Information

Source Status Endorsement Grade I Expires
ASHA Issued Speech - Language Pathology K thru 12 5/31/2014
ASHA Issued Audiology K thru 12 5/31/2014

Professional Development

Expertise

Professional Development

HQT

Assignment

Educator Professional Development Education
Institution/Approved Provider Class/School District Credit Type Clock Hours Completed? Begin Date End Date
Alta Vista Mathematics Clock Hours 25.00 True 2/1/2013 2/28/2013
WA - Antioch University Seattle Mathematics Semester Hours 60.00 True 5/1/2013 5/31/2013
Educator Professional Development Hours - Step 1 of 1 9
You are adding i D Hours.

Educator Gertificate 1D: 850072
Credit Type:

Depending on which certificate the educator holds
will determine what professional development

Clock Hours
Class: | Other Hours
Praofessional Growth Plan Hours

. Quarter Hours
Begin Date: | Semester Hours

T options will be available to the educator for that
Compieted: [] certificate type.

Type of Study: [ =
Comments:

Once you have entered the required data click on the Submit button.

® Continue - Please continue to save
O Cancel - Please cancel the wizard

Submit @
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HQT

Educators who are highly qualified will have their HQT information displayed in the HQT

Information table. Administrators can access this information by clicking on the Educator tab
and then selected the link, HQT.

Expertise

Professional Development

HQT

Assignment

This action will launch the HQT Information table. This table reflects the educator’s Content
Area, Route, Effective Date and Grade Levels associated with the highly qualified status.

HQT Information
‘ HQT -Washington Courses

! Content Area Route Date Effective Grade Levels
English/Language Arts Endorsement 05/23/2007 Middle,High
English/Language Arts State Test 03/14/2009 Middle,High

The HQT Information also list Washington Courses for the Educator, if applicable. By clicking on

the Washington Courses tab, the system generates a list of courses by code, name, match type
name, date stamp and any notes that might be significant to mention.

HQT Information
HQT | Washington Courses |
SPANISH
CourseCode ‘CﬂurseName MatchTypeName Datestamp Note
06101 Spanish 106101 Primary
06102 Spanish Il 06102 Primary
06103 Spanish 111 06103 Primary
e A RE HA e, inhDANBIAM R, A
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Assignments

The Administrator can view an educator’s assignment by clicking on the Assignment tab.

HQT

Assignment

Education History

Work History

Once the Administrator clicks on Assignments, the Assignment screen is launched. The
Administrator can view information such as Degree, Experience, Credits, in addition to a

breakdown of the educator’s Duty Assignments.

High Degree: aner Academic{redits: 3RO Cerified FTE: LO0Y Cur ersurance: 16455
Vear 1991 in Senvce Credits: 178 Cinssified FTE QU000 Cur Mandmory: 16843
Esparience: HLD Ensess Credits: S48 Cenified Bace Salary LeaplSB MixFac 1ESEER
CERTH code: £ Honrdegree Credits: 8.0 Ciassified Base Salarg O
Cont Hours: 500 Cekver Salary: O
Com Days: 155 Tocal Salary *Last Updated: 2/I5/EIY 45109 FM
Duty Assignments
[ree——— | Bty Tithe [ onsty 5 Tithe: [Fregram [Pereretage
1 [¥540) DUEMENTAST PRINCIPAL BASE COMTRACT BASIC DDUACATICN 50300000
[3540) ELEMENTAR'T PRINCIPAL BASE COMTRACT BASIC EDUCATION 33200000
[3340) EREMENTASY PRIBCIPAL BASE COMTRACT BASIC EDUCATION 16 £00000
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Education History

By clicking on the History link, the system launches the Education History grid.

Assignment

Education History

Work History

Add, Edit and Delete Education History

From this table, the Administrator can Add, Edit and Delete Education History associated with
the selected educator.

Education History

Edit  |Institution Begin Date End Date Degree | Credits Earned [Post rad. credits Earned [comments Created [eete |

IEdil |Um’versitvquHinms 1/1/2009 6/1/2009 A 5.00 IDeIete |

I Click Here to Add Education History I

To add Education History to the selected educator’s record, the Administrator clicks on the link,
Click Here to Add Education History. This action will launch the Add Education History wizard.
The user enters text in the required fields. The system automatically generates a calendar to
select the Begin and End Dates. Once all information is entered, the user clicks Submit.

Add Education History - Step 1 of 1 9

You are adding education history

You are editing credentials fo

Institution Name: ‘ }‘

Begin Date: l:lMMFDDNYW
EndDate: | |MMDDVY
oo
CreditsEamed: [ |
PostGrad Credits Eamed: | |

Comments:

Once you have edited the desired data click on the Submit button.

@) Save - Please save the ceriificale

) Cancel - Please cancel the wizard

Submit @
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Edit and Delete Education History

The Administrator can edit and delete education history information by clicking on the Edit and

Delete links respectively. The edit wizard allows the user to make changes while the delete

wizard allows the user to remove the information from the educator’s record.

Edit Education History - Step 1 of 1

You e editng education halody

Yeu are ediling credentialy for

Insfitution Name: | University of llnoes
Bagin Dabe: | 1/01/2009 JLENT
End Date: [D601/2008 | MMODAYYY
Degnes: | Aszociale's Degree W
Cracits Enmed. |5

Paost Grad. Credits Eamed. |

Commenits

O youl bk Giled the Sewined dats clck of the Submil butlon,

&1 S - Piease sive B corificale

Cancel - Please cancel the wizard

Sulwmil

€

Dedete Education History - Step 1 of 1

You are deleting education hisiory

You are deleling education history for

Irsbiution Hame:  University of IBno
Begin Date: | 01/012009 MADDNYYY
End Date: DE/012009 MDD
Degree:  Associale’s Degree
Credits Eamned:

Post Grad. Credits Eamed

Comments

Once you hawe verified the data click on the Submil bution,

" DELETE - Please delebe the soucation hsiony

Cancel - Phaase cancel the vwizard

Submit

&
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Work History

Work History houses both Professional Education Experience and Other Employment
Experience. The Administrator can add, edit and delete each component of the educator’s

record.

Assignment

Education History

Work History

By clicking on the Work History link, the grids for Professional Education Experience and Other

Employment Experience are launched.

Professional Education Experience

Edit | Grades [Begin Date [£nd Date District City [state [no. of Daysif Less Than Full Time Employment Created Delete
m 9-12 1/4/2010 1/3/2011 Springfield Springfield L Delete

| ik Here to Agd Professicnal tducation Experience |

Other Employment Experience

Edit | Employer [Begin Date. [End Date Total Hours [Paidz[Position [Duties [Tetephone Number [ iate Supervisor Created [Delete |
sEIf 2/14/2012 6/20/2013 345 No consultant tutored (217) 555-6665 self lDerem I

| Click Here to Add Other Employment Experience |
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Professional Education Experience

This grid allows the user to add, edit and delete professional education experience to the
selected educator’s record.

Professional Education Experience
[esit |orades  |BeginDate |End Date Totstrber [ciry [State | Mo. of Duays if Less Than Full-Time Employment [Createa [Delete |
912 142010 1/3/2001 Speingfield Springfield L

Cllick Here 10 Add Professional Education Experience

By clicking on the link, Click Here to Add Professional Education Experience, the Add wizard is
launched. The Administrator enters text in the required fields. The system generates a
calendar for selecting the Begin and End dates.

By clicking on the Edit and Delete links, the edit and delete wizards are launched respectively.
The Administrator can make changes in the Edit wizard, while removing the notation from the
educator’s record in the Delete wizard.

Add Professional Education Experience - Step 1 of 1

You are adding professional education experience

You are editing Professional Education Experience for

Grades

Begin Date

End Date:
District
City
State vk
No. of Days i Less ~
Than Fus-Ti

Empioyment
Once you have edited the desired data click on the Submit button.

® Save . Please save the work history

Cancel - Please cancel the wizard

9

submit (&3

Edit Professional Education Experience - Step 1 of 1

You are editing professional education experience

You are editng Professional Education Experience for
Grades: [9-12

Begin Date: [01/0472010
End Date: |01/03/2011

MMDDIYYYY
MMDDIYYYY
District. [Springfield
City. [Springfield
State: [lllinols 2
No. of Days ff Less v
Than Full-Time
Employment

v

Once you have edited the desired data click on the Submit button.

©® Save - Please save the work hstory

Cancel - Pleass cancel the wizard

submit (&3

Delete Professional Education Experience - Step 1 of 1
You are deleting professional education experience
You are deleting professional education experience for

Grades: 9-12

Begin Date. 01/04/2010

End Date: 01/03/2011
Distriet: | Springfield
city. 'Springfieid
State: v
No. of Days if Less v
Than Full-Time
Employment

Once you have verified the data click on the Submit button.

© DELETE - Please delele the professional educaion experience

Cancel - Please cancel the wizard

subenit (&
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Other Employment Experience

This grid allows the user to add, edit and delete other employment experience to the selected
educator’s record.

Edit | Employer

Begin Date

2/14/2012

End Date
&/20/2013

Total Hours
345

Paid?
Mo

Position

congultant

Other Employment Experience
Duties Telephcne Number Immeediate Supervisor
utored [217) 555-6665 seif

Click Here 1o Add Other Employmsnt £ merirn.:l

Created

Delete

By clicking on the link, Click Here to Add Other Employment Experience, the Add wizard is
launched. The Administrator enters text in the required fields. The system generates a
calendar for selecting the Begin and End dates.

By clicking on the Edit and Delete links, the edit and delete wizards are launched respectively.
The Administrator can make changes in the Edit wizard, while removing the notation from the

educator’s record in the Delete wizard.

ot ©

Delete Professional Education Experience - Step 1 of 1 9
You are deleting professional education experience
You are deleting professional education experence for
Grades: 9
Begin Date | (1/04/201 MMDDYYYY
End Date: (01032011 MMDDNYYYY
Oatrict | Springfieid
ciy. [Sprngtieid
State v
No. of Days i Less v
Than Full-Time
Empioyment
Once you have verified the data click on the Submit button.
® DELETE - Please delete the professional education experience
Cancel - Please cancel the wizard
submit 63
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Tools

The Tools menu houses a few links the Administrator can use to help work an application. Most
of these links the Administrator will use to view an educator’s status. For example, the
Administrator can check to see if the educator is on the Disciplinary Action list or search to see
if the educator has his or her fingerprints on file.

Note: NBPTS Educators and Fingerprint Search has already been addressed in the Educator
menu.

{F__. Tools -.-i ﬂ Reports

MBPTS Educators

| Disciplinary Actions (NASDTEC)
| Fingerprint Search
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Disciplinary Actions (NASDTEC)

To view NASDTEC, the user clicks on the Disciplinary Actions (NASDTEC) link. This will launch

the NASDTEC Educator Search Screen.

Disciplinary Actions (NASDTEC)

The Administrator can use the Search Screen to determine if an educator is in the system for disciplinary

action. The user can enter one or more fields to search for an educator. Once the search criteria are

entered, the system will generate a list matching the criteria.

By clicking on the View link, the Administrator is navigated to the educator’s home screen. The
system is designed that if an educator is revoked or suspended, a message highlighted in red is

displayed across the top of the educator’s screen.

Disciplinary Action Educator Search Screen

Home > Disciplinary Actions (NASDTEC)

Clear Search

0 Records Found - Show |60 | items perpage Page: |1 Export

View Certificate Number [ssN [Name [BithDate  |State |Refinfo  |Action | Action Start Date

Action End Date |\ssue? |Issue User Issue Date Source

No Records Found

Note: Records received from NASDTEC cannot be deleted
The View button will be disabled if no educator is found on the record
Only the top 500 recerds found will be shown
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Reports

The District Personnel Administrator can run reports via the E-Certification system. The system
is designed to identify certificates and compile them in reports for information purposes. By
clicking on the Reports tab, a list of links is displayed.

Certificate Expiration

Administrators can view reports of Certificate Expiration. The Search is by the district, type of
certificate in addition to expiration date range.

By clicking on the link, Click here to view the Certification Expiration report, the Certification
Expiration table is launched. The system is designed for the Administrator to conduct a specific
search thus creating a list.

Certificate Expiration

Click here to view the Centificate Expiration report

Certificate Expiration Home > Certificate Expiration

District ‘ ~

Certificate: Al ~

Expiration Date From ‘ ‘ To: |

Expiring Certificates

0 Records Found - Show 60 | items per page Page: 1V

View WA Cert. # Educator ‘ Certificate Issue Date Expire Date

No Records Found

All headings in the table can be sorted by clicking on the column heading. For example, to list the
Certificate number in ascending order, the user clicks on the Heading, Certificate, to view in descending
order, the user clicks on the Heading, Certificate again.

1022000 - STD SEC TCHR
1023000 - STD EL & SEC TCHR
1023000 - STD EL & SEC TCHR
1023000 - 5TD EL & SEC TCHR
1023000 - 5TD EL & SEC TCHR
1023000 - STD EL & SEC TCHR
1043700 - CONT EL & SEC TCHR
1043700 - CONT EL & SEC TCHR
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V010000 - AGR AND RENEWABLE NATURAL RES
TCTE700 - CTE CONT TCHR (RENEWAL)
TCTE70O0 - CTE CONT TCHR (REMEWAL)
TCTE700 - CTE CONT TCHR (REMEWAL)
TCTE700 - CTE CONT TCHR (RENEWAL)

CTE CONT TCHR (RENEWAL)

CTE CONT TCHR (RENEWAL)

CTE CONTINUING TEACHER

CTE CONTINUING TEACHER

CTE INITIAL TEACHER

TCTE7OQ -
TCTE700 -
TCTES0Q -
TCTES00 -
TCTE10O -

Once the search is launched, the system not only generates a list but offers more information
such as how many records were found. The system is designed to allow the user to show
different number of records on a screen. By clicking on the drop-down arrow in the Show field
box, the user can select the desired amount of expired certificates to be displayed. The system
also allows the user to select which page he or she wishes to view.

Certificate Expiration

Home > Certificate Expiration

District: | v
Certificate: [All

Expiration Date From: |[IE/3[]FZD1 0

v

| To: [06/30/2014

Expiring Certificates

| 137 Records Found - Show items per page Page: u Export

In the event the user wants to export the listing, he or she can do this by clicking on the link Export. This
will generate a read-only Excel sheet.

eCert.xls [Read;On|yj - Microsoft Excel

Certificate

A B

WACert#

E
IssueDate

F

Educator ExpireDate

1 EducatorlD

T320800 - RESIDENCY TCHR (RENEWAL)

6/7/2012 0:00

6/30/2014 0:00

T330500 - PROFESSIONAL TCHR

6/9/2009 0:00

6/30/2014 0:00

T310600 - RESIDENCY TCHR (FI)

7/20/2011 0:00

6/30/2014 0:00

L gt ol ol o g gpi it N e L. et o g . ey o el A

By clicking on the View link, the selected educator’s credential screen is

displayed.

L o b ol o sp e

ot bl patiomlh o el

26 Records Found - Show items per page Page: Export

‘View |WA Cert. # Educator Certificate

‘ Issue Date

| Expire Date ‘

View CCTE205 - CTE CONDITIONAL TCHR (RENEWAL)

T230700 - CONT TCHR
eSS

View
(T TR R VR PP PR S

PP

06/11/2013

06/30/2014

- 08/05/1993 06/30/2014
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Credentials

Primary ‘Contact Miscellaneous
Information Information Information
Full Name: Address: Ethnicity: Unknown/Not Provided
WA Certé: City State, Zip: FEDERAL WAY WA, 98003 Status: Active
SSN: **=.=*.8057 Home Phone: Print Name:
DOB: Wark Phone Educator ID:
Gender: Male Email:
Click Here to Edit Educator
Credentials Legacy
Show All Applications
Checklist 1D Document Description status [Background Source [Received [ree  payinfo Balance
Checklist 4025 Conditienal CLOSED Yes 0sPI 01/16/2014
Checklist 1522 Endorsement Add CLOSED Yes 05PI 01/16/2014
Show All Certificates
Select  |View  |AppiD Certificate Status  |Recommend App Date Issued Effective Expires Printed? Permit?
Select View 280700 - COND CERT Issued WA-TESC (01/16/2014) 01/16/2014 01/16/2014 01/16/2014 06/30/2015
Endorsements For Selected Certificate
App 1D Endorsement Description Status Recommend App Date Issued Effective Expires
3321-00 SWEDISH () Issued 50031 01/16/2014 03/19/2014 03/19/2014 06/30/2015
3832-00 BUSINESS AND MARKETING EDUCATION() Issued WA-TESC {01/16/2014) 01/16/2014 01/16/2014 01/16/2014 06/30/2015

Show All

By selecting Show All in the Credentials tab, to the left of “Applications” will display all
applications the educator has submitted including the conversion of applications and data from

the older system. By selecting Show All to the left of “Certificates” will display all applications
expired and current.
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	E-Certification District Personnel Administrator 

	 
	Overview 
	 
	Welcome to the E-Certification District Personnel Administrator Guide. The Table of Contents outline numbering found to the left of the section heading is a reference to the External User Processing Design Document inclusive of all user roles. This document is a subsection of the main user guide and will focus on the District Personnel Administrator role and function. 
	 
	The system is designed to allow approved external users access the system via the Internet.  There are numerous possible roles at the local district and school level.  They range from District Superintendent to the Human Resources Director and Authorized Approving Agent.  There are even Read Only roles at both the District and School level.  OSPI can choose to use these roles as they see fit and as may be requested by the School District Data Security Manager.   
	 
	This document will show the role of the E-Certification District Personnel Administrator (referred to as Administrator in the following documentation) and how their functions interact with OSPI. 
	 
	 
	Figure
	 
	It is important to note that the E-Certification system is only one of many applications within the Education Data System (EDS).   
	E-Certification District Personnel Administrator Home Page 
	 
	The home page is the landing page for the Administrator when logging into the website.  This page can be accessed from any other page in the website via the Home tab on the toolbar.  The page will also have announcements and messages from OSPI under the Welcome announcement. 
	 
	 
	 
	Figure
	 
	 
	Figure
	 
	 
	 
	 
	District 
	The District tab houses the types of certificates the Administrator can recommend for the educator.  By clicking on the District tab, a menu is displayed allowing the Administrator to select the applicable certificate. 
	 
	 
	Figure
	 
	 
	Conditional 
	The Administrator can request a Conditional Certificate by clicking on the Conditional link.  This action will launch a table consisting of a link to a 7-Step wizard which will walk the Administrator through the simple process. 
	 
	 
	Figure
	 
	In Process 
	 
	The In Process tab shows the user the Conditional Certificate in the process of being worked by OPSI.  This table allows the Administrator to view the educator’s credential screen as well as add a request. 
	 
	 
	Figure
	 
	 
	 
	 
	 
	 
	 
	  
	View 
	 
	The View link will navigate the Administrator to the educator’s credential screen.  The Administrator can edit the educator information from this screen as shown previously in this document.  In addition, the Administrator can view the educator’s applications, certificates and endorsements for selected certificate. 
	 
	 
	Figure
	 
	 
	 
	 
	 
	  
	Add Request 
	 
	The Administrator can add a request for an educator to receive a Conditional Certificate by clicking on the Add Request link.  This action will navigate the Administrator through a step by step wizard to process the request. 
	 
	Step 1 requests the last four digits of SSN and the last name of the educator.  The Administrator enters the required information and clicks Next to continue.  If the SSN digits do not match the last name, the system is designed to recognize this and show an error message when the user clicks on Next.  Wizards are also designed to allow the user to cancel the action as well as save the entered data. 
	 
	 
	Figure
	 
	 
	 
	  
	In Step 2 the Administrator enters the Begin and End Dates in addition to answering Yes or No to two questions.   
	 
	 
	Figure
	 
	 
	 
	 
	 
	  
	In Step 3, the Administrator will select the Educator’s endorsement.  The system lists all applicable endorsements for selection. 
	 
	 
	 
	Figure
	 
	 
	  
	The Administrator is asked to confirm all the statements listed in Step 4.   
	 
	 
	Figure
	 
	 
	  
	Step 5 requests the Administrator to list the competencies of the applicant in order to receive a Conditional Certificate. 
	 
	 
	Figure
	 
	 
	 
	  
	Step 6 is an affidavit.  By clicking the checkbox the Administrator is electronically signing the affidavit.  Once the Administrator has read the information, clicks on the checkbox, he or she can continue by clicking Next. 
	 
	 
	Figure
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	By clicking on Submit, the Administrator is signing an affidavit that the district is requesting certification for the selected individual.  Once the Administrator clicks on Submit, the system automatically submits the request to OSPI for review. 
	 
	 
	Figure
	 
	 
	  
	 
	 
	Pending Review 
	The Pending Review tab shows the Administrator the Conditional Certificate currently being reviewed by OSPI.  As shown previously, the Administrator can click on View to see the educator’s credential screen and click on Add Request to add a request for a Conditional Certificate. 
	 
	 
	Figure
	 
	 
	 
	Conditional CTE 
	The Administrator can request a Conditional CTE Certificate by clicking on the Conditional CTE link.  This action will launch a table consisting of a link to a 7-Step wizard which will walk the Administrator through the simple process. 
	 
	 
	 
	Figure
	 
	In Process 
	 
	The In Process tab shows the user the Conditional CTE Certificate in the process of being worked by OPSI.  This table allows the Administrator to view the educator’s credential screen as well as add a request. 
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	View 
	 
	The View link will navigate the Administrator to the educator’s credential screen.  The Administrator can edit the educator information from this screen as shown previously in this document.  In addition, the Administrator can view the educator’s applications, certificates and endorsements for selected certificate. 
	 
	 
	Figure
	 
	 
	 
	 
	  
	Add Request 
	 
	The Administrator can add a request for an educator to receive a CTE Conditional Certificate by clicking on the Add Request link.  This action will navigate the Administrator through a step by step wizard to process the request. 
	 
	Step 1 requests the last four digits of SSN and the last name of the educator.  The Administrator enters the required information and clicks Next to continue.  If the SSN digits do not match the last name, the system is designed to recognize this and show an error message when the user clicks on Next.  Wizards are also designed to allow the user to cancel the action as well as save the entered data. 
	 
	 
	Figure
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	In Step 2 the Administrator enters the Begin and End Dates in addition to answering Yes or No to two questions.   
	 
	 
	 
	Figure
	 
	 
	 
	 
	  
	In Step 3 the Administrator justifies the need for a conditional certificate for the selected educator.   
	 
	 
	Figure
	 
	 
	 
	  
	In Step 4, the Administrator will select the Educator’s endorsement.  The system lists all applicable endorsements for selection. 
	 
	 
	 
	 
	Figure
	 
	 
	 
	  
	The Administrator enters the CTE Administrator’s name, title, email address and phone number.  These are required fields and must be complete before continuing to the next step.   
	 
	 
	Figure
	 
	 
	 
	 
	 
	  
	Step 6 is an affidavit.  By clicking in the checkbox, the Administrator is confirming a written training plan has been developed and on file. 
	 
	 
	Figure
	 
	 
	 
	 
	 
	  
	By clicking on Submit, the Administrator is signing an affidavit that the district is requesting certification for the selected individual.  Once the Administrator clicks on Submit, the system automatically submits the request to OSPI for review. 
	 
	 
	 
	Figure
	 
	 
	 
	 
	 
	Pending Review 
	The Pending Review tab shows the Administrator the Conditional CTE Certificate currently being reviewed by OSPI.  As shown previously, the Administrator can click on View to see the educator’s credential screen and click on Add Request to add a request for a Conditional CTE Certificate. 
	 
	 
	Figure
	 
	Emergency Teacher (Non Substitute) 
	The Administrator can request an Emergency Non Substitute Certificate by clicking on the Emergency Non Substitute link.  This action will launch a table consisting of a link to a 5-Step wizard which will walk the Administrator through the simple process. 
	 
	 
	 
	Figure
	 
	 
	In Process 
	 
	The In Process tab shows the user the Emergency Non Substitute Certificate in the process of being worked by OPSI.  This table allows the Administrator to view the educator’s credential screen as well as add a request. 
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	View 
	 
	The View link will navigate the Administrator to the educator’s credential screen.  The Administrator can edit the educator information from this screen as shown previously in this document.  In addition, the Administrator can view the educator’s applications, certificates and endorsements for selected certificate. 
	 
	 
	Figure
	 
	 
	 
	 
	  
	Add Request 
	 
	The Administrator can add a request for an educator to receive an Emergency Non Substitute Certificate by clicking on the Add Request link.  This action will navigate the Administrator through a step by step wizard to process the request. 
	 
	Step 1 requests the last four digits of SSN and the last name of the educator.  The Administrator enters the required information and clicks Next to continue.  If the SSN digits do not match the last name, the system is designed to recognize this and show an error message when the user clicks on Next.  Wizards are also designed to allow the user to cancel the action as well as save the entered data. 
	 
	 
	Figure
	 
	  
	Step 2 requests the Administrator justify the need for an Emergency Non Substitute Certificate for the selected educator.  This is a required field and must be answered before proceeding to the next step. 
	 
	 
	Figure
	 
	 
	 
	 
	 
	  
	In Step 5 the Administrator enters the grades and assignments for the selected educator.   
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	Step 4 is an affidavit.  By clicking the checkbox the Administrator is electronically signing the affidavit.  Once the Administrator has read the information, clicks on the checkbox, he or she can continue by clicking Next. 
	 
	 
	 
	Figure
	 
	 
	 
	 
	 
	  
	By clicking on Submit, the Administrator is signing an affidavit that the district is requesting certification for the selected individual.  Once the Administrator clicks on Submit, the system automatically submits the request to OSPI for review. 
	 
	 
	Figure
	 
	 
	Pending Review 
	The Pending Review tab shows the Administrator the Emergency Non Substitute Certificate currently being reviewed by OSPI.  As shown previously, the Administrator can click on View to see the educator’s credential screen and click on Add Request to add a request for an Emergency Non Substitute Certificate. 
	 
	 
	Figure
	 
	 
	 
	 
	Emergency Substitute 
	The Administrator can request an Emergency Substitute Certificate by clicking on the Emergency Substitute link.  This action will launch a table consisting of a link to a 5-Step wizard which will walk the Administrator through the simple process. 
	 
	 
	 
	Figure
	 
	 
	In Process 
	 
	The In Process tab shows the user the Emergency Substitute Certificate in the process of being worked by OPSI.  This table allows the Administrator to view the educator’s credential screen as well as add a request. 
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	View 
	 
	The View link will navigate the Administrator to the educator’s credential screen.  The Administrator can edit the educator information from this screen as shown previously in this document.  In addition, the Administrator can view the educator’s applications, certificates and endorsements for selected certificate. 
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	Add Request 
	 
	The Administrator can add a request for an educator to receive an Emergency Non Substitute Certificate by clicking on the Add Request link.  This action will navigate the Administrator through a step by step wizard to process the request. 
	 
	Step 1 requests the last four digits of SSN and the last name of the educator.  The Administrator enters the required information and clicks Next to continue.  If the SSN digits do not match the last name, the system is designed to recognize this and show an error message when the user clicks on Next.  Wizards are also designed to allow the user to cancel the action as well as save the entered data. 
	 
	 
	Figure
	 
	  
	In Step 2 the Administrator is asked to justify the need for an Emergency Substitute Certificate. 
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	The Administrator clicks on the drop-down arrow to select the type of Emergency Substitute Certificate. 
	 
	 
	Figure
	 
	 
	 
	 
	  
	Step 4 is an affidavit.  By clicking the checkbox the Administrator is electronically signing the affidavit.  Once the Administrator has read the information, clicks on the checkbox, he or she can continue by clicking Next. 
	 
	 
	Figure
	 
	 
	 
	  
	By clicking on Submit, the Administrator is signing an affidavit that the district is requesting certification for the selected individual.  Once the Administrator clicks on Submit, the system automatically submits the request to OSPI for review. 
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	Pending Review 
	The Pending Review tab shows the Administrator the Emergency Substitute Certificate currently being reviewed by OSPI.  As shown previously, the Administrator can click on View to see the educator’s credential screen and click on Add Request to add a request for an Emergency Substitute Certificate. 
	 
	 
	Figure
	 
	Intern Substitute 
	The Administrator can request an Intern Substitute Certificate by clicking on the Intern Substitute link.  This action will launch a table consisting of a link to a 3-Step wizard which will walk the Administrator through the simple process.  
	 
	Please note: The Institute of Higher Education preparation program must approve of the issuance of the Intern Substitute Certificate. Communicate with your intern and their college or university prior to the intern applying for this certificate. Completion the application process prior to the preparation program’s approval will result in additional costs for the intern if the approval is not granted. Institutes of Higher Education may provide guidance located within the intern’s E-Certification Communicatio
	 
	 
	 
	Figure
	 
	 
	In Process 
	 
	The In Process tab shows the user the Intern Substitute Certificate in the process of being worked by OSPI.  This table allows the Administrator to view the educator’s credential screen as well as add a request. 
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	View 
	 
	The View link will navigate the Administrator to the educator’s credential screen.  The Administrator can edit the educator information from this screen as shown previously in this document.  In addition, the Administrator can view the educator’s applications, certificates and endorsements for selected certificate. 
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	Add Request 
	 
	The Administrator can add a request for an educator to receive an Intern Substitute Certificate by clicking on the Add Request link.  This action will navigate the Administrator through a step by step wizard to process the request. 
	 
	Step 1 requests the last four digits of SSN and the last name of the educator.  The Administrator enters the required information and clicks Next to continue.  If the SSN digits do not match the last name, the system is designed to recognize this and show an error message when the user clicks on Next.  Wizards are also designed to allow the user to cancel the action as well as save the entered data. 
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	Step 2 is an affidavit.  By clicking the checkbox the Administrator is electronically signing the affidavit.  Once the Administrator has read the information, clicks on the checkbox, he or she can continue by clicking Next. 
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	By clicking on Submit, the Administrator is signing an affidavit that the district is requesting certification for the selected individual.  Once the Administrator clicks on Submit, the system automatically submits the request to OSPI for review. 
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	Pending Review 
	The Pending Review tab shows the Administrator the Intern Substitute Certificate currently being reviewed by OSPI.  As shown previously, the Administrator can click on View to see the educator’s credential screen and click on Add Request to add a request for an Intern Substitute Certificate. 
	 
	 
	Figure
	 
	 
	 
	 
	 
	Probationary CTE 
	The Administrator can request a Probationary CTE Certificate by clicking on the Probationary CTE link.  This action will launch a table consisting of a link to a 4-Step wizard which will walk the Administrator through the simple process. 
	 
	 
	Figure
	 
	 
	In Process 
	 
	The In Process tab shows the user the CTE Probationary Certificate in the process of being worked by OPSI.  This table allows the Administrator to view the educator’s credential screen as well as add a request. 
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	View 
	 
	The View link will navigate the Administrator to the educator’s credential screen.  The Administrator can edit the educator information from this screen as shown previously in this document.  In addition, the Administrator can view the educator’s applications, certificates and endorsements for selected certificate. 
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	Add Request 
	 
	The Administrator can add a request for an educator to receive a CTE Probationary Certificate by clicking on the Add Request link.  This action will navigate the Administrator through a step by step wizard to process the request. 
	 
	Step 1 requests the last four digits of SSN and the last name of the educator.  The Administrator enters the required information and clicks Next to continue.  If the SSN digits do not match the last name, the system is designed to recognize this and show an error message when the user clicks on Next.  Wizards are also designed to allow the user to cancel the action as well as save the entered data. 
	 
	 
	Figure
	 
	  
	Step 2 requires the Administrator to enter number of additional hours needed and the Plan for completion. 
	 
	 
	Figure
	 
	  
	Step 3 is an affidavit.  By clicking the checkbox the Administrator is electronically signing the affidavit.  Once the Administrator has read the information, clicks on the checkbox, he or she can continue by clicking Next. 
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	By clicking on Submit, the Administrator is signing an affidavit that the district is requesting certification for the selected individual.  Once the Administrator clicks on Submit, the system automatically submits the request to OSPI for review. 
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	Pending Review 
	The Pending Review tab shows the Administrator the CTE Probationary Certificate currently being reviewed by OSPI.  As shown previously, the Administrator can click on View to see the educator’s credential screen and click on Add Request to add a request for an Intern Substitute Certificate. 
	 
	 
	Figure
	 
	 
	 
	 
	Transitional 
	The Administrator can request a Transitional Certificate by clicking on the Probationary CTE link.  This action will launch a table consisting of a link to a 4-Step wizard which will walk the Administrator through the simple process. 
	 
	 
	 
	Figure
	 
	 
	In Process 
	 
	The In Process tab shows the user the Transitional Certificate in the process of being worked by OPSI.  This table allows the Administrator to view the educator’s credential screen as well as add a request. 
	 
	 
	Figure
	 
	 
	 
	  
	View 
	 
	The View link will navigate the Administrator to the educator’s credential screen.  The Administrator can edit the educator information from this screen as shown previously in this document.  In addition, the Administrator can view the educator’s applications, certificates and endorsements for selected certificate. 
	 
	 
	Figure
	 
	 
	 
	Show All 
	 
	By selecting Show All in the Credentials tab, to the left of “Applications” will display all applications the educator has submitted including the conversion of applications and data from the older system. By selecting Show All to the left of “Certificates” will display all applications expired and current.  
	 
	 
	  
	Add Request 
	 
	The Administrator can add a request for an educator to receive a Transitional Certificate by clicking on the Add Request link.  This action will navigate the Administrator through a step by step wizard to process the request. 
	 
	Step 1 requests the last four digits of SSN and the last name of the educator.  The Administrator enters the required information and clicks Next to continue.  If the SSN digits do not match the last name, the system is designed to recognize this and show an error message when the user clicks on Next.  Wizards are also designed to allow the user to cancel the action as well as save the entered data. 
	 
	 
	Figure
	 
	  
	Step 2 is an affidavit.  By clicking the checkbox the Administrator is electronically signing the affidavit.  Once the Administrator has read the information, clicks on the checkbox, he or she can continue by clicking Next. 
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	By clicking on Submit, the Administrator is signing an affidavit that the district is requesting certification for the selected individual.  Once the Administrator clicks on Submit, the system automatically submits the request to OSPI for review. 
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	Search 
	 
	The Search feature of the system offers the Administrator the ability to search for educators within the system.  By clicking on the Search tab, the Educator Search Screen is launched.   
	 
	The system is designed to generate a list from information entered in the search fields.  The user can enter data in one field or more than one field.  Once entered the user clicks on Search Educators to launch a list matching the entered criteria. 
	 
	 
	Figure
	 
	 
	 
	  
	View 
	 
	The view link will navigate the Administrator to the selected educator’s credential screen where he or she can edit educator information as well as view the educator’s applications, certificates and endorsements for selected certificates.   
	 
	 
	Figure
	 
	 
	Figure
	 
	Edit Educator 
	 
	As shown previously in this document, the user can click on the link, “Click Here to Edit Educator.”  This action will launch a 3-step wizard. 
	 
	 
	Figure
	 
	 
	  
	The Educator menu contains links to help the user process the educator’s application.  Most are view only screens for informational purposes.  The bar below the main headings is links that are also found in the Educator menu.  Therefore, this documentation will show all links in the Menu bar thus covering both avenues to help the Administrator. 
	 
	 
	Figure
	 
	 
	Figure
	 
	 
	  
	Educator Main 
	 
	The first tab in the heading bar, Educator Main, navigates the Administrator to the selected educator’s profile page.  By clicking on this tab, the educator profile (default screen) is launched. 
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	Show All 
	 
	By selecting Show All in the Credentials tab, to the left of “Applications” will display all applications the educator has submitted including the conversion of applications and data from the older system. By selecting Show All to the left of “Certificates” will display all applications expired and current.  
	 
	  
	Applications 
	 
	The Applications link allows the Administrator to view the Checklist for the application, as far as what is documented in the system for the selected educator. 
	 
	 
	Figure
	 
	This action will launch the Applications section from the Credentials screen.  The Educator can view the checklist for each applicable application. 
	 
	 
	Figure
	 
	The checklist is a valuable tool for the specialist when working the Educator’s application.  The system is designed to list the documentation for an application and provide the status in addition to date and time.  The Educator has the option to view the list from his or her application table. 
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	Fingerprint Search 
	 
	The system is designed to record fingerprint reports.  The Fingerprint Search link navigates the user to the Fingerprint table.   
	 
	 
	Figure
	 
	By clicking on the Fingerprint Search tab, the Administrator is navigated to the educator’s fingerprint information.  If no records are on file, a red banner is displayed across the top of table.  The system is designed to allow the user to contact Fingerprint Records.  By clicking on the link, Contact Fingerprint Records, an email is generated addressing the proper authorities. 
	 
	Users can show the desired number of records found on each page by clicking on the drop-down arrow in the Show field.  Users can also view individual pages by clicking on the drop-down arrow in the Page field.   
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	View Fingerprint Results 
	Clicking on the View button next to a search result item will open a PDF file showing the fingerprint results for the selected educator. 
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	Degrees 
	 
	The Degrees tab houses all degree information for the selected educator.  The Administrator has the security rights to view only degree information. 
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	By clicking on the Degree tab, the Degree grid is displayed. 
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	Tests 
	 
	The Tests tab gives the Administrator access to view tests on the educator’s record.   
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	By clicking on the Tests tab, the test grid is launched.  There are 2 tabs associated with the test grid, Passed Tests and Sub Tests.   
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	Print History 
	 
	The Administrator can view what certificates and deficiencies letters have been printed by clicking on Print History.  
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	This action will launch the Print History Information table. 
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	By clicking on the View link next to the selected item, the image is displayed.   
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	History 
	 
	By clicking on the History link, the Educator History table is launched.  Administrators can view the selected educator’s history regarding any changes or updates made to their records.  No edits can be made to the table.  It is a historical record of the Educator’s information and the associated updates. The tabs available for the user to view may vary depending on security rights.  
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	By clicking on the History link, the Educator History screen is launched.  (Personal information has been removed for privacy purposes.)   
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	Notes 
	 
	Users with the proper security rights, can view, add, edit and delete notes pertaining to the selected educator. 
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	Add Note 
	 
	To add a note, click on the link, Click Here to add a Note.   
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	The Administrator adding the note can determine the security level of the note on the Add note wizard. 
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	By clicking Submit, the system will save the note and store it in the Note table.  If the user selects security and clicks on Submit, a second wizard is launched allowing the user to set security rights to the entered note.  The Administrator selects all applicable users to view the note and clicks Submit.  The note will be saved to the Note table only allowing those with the proper security rights to view. 
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	Edit Note 
	 
	Users with the proper security rights can edit a note by clicking on the Edit link. 
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	The system will launch the Edit Note wizard.  The Administrator can change any applicable information.  Once information has been changed, the user clicks on Submit. 
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	Delete Note 
	 
	Users with the proper security rights can delete a note pertaining to a selected educator.  Once the Administrator verifies the information for deletion, he or she clicks on Submit.  The system will delete the note from the educator’s record. 
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	Communication Log 
	 
	The Administrator can view communications associated with a selected educator.  By clicking on the Comm Log tab, the Communication Logs table is displayed.   
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	The Administrator may also add, edit and delete communication records (depending on the security settings of the user.) 
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	NBPTS 
	 
	The Administrator can view an educator’s National Board for Professional Teaching Standards (NBPTS) credential information by clicking on the NBPTS tab. 
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	By clicking on this tab, the NBPTS Credential Information screen is launched.  The Administrator can view the information by Certificate Area, Certificate Year, and Certificate Expiration Date. 
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	Expertise 
	 
	This table documents the Educator’s area of expertise.   
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	By clicking on Expertise, the Expertise Information table is launched. This is a view-only table for the ESD Certification Specialist. 
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	Professional Development 
	 
	Figure
	 
	  
	Depending on which certificate the educator holds will determine what professional development options will be available to the educator for that certificate type. 
	Depending on which certificate the educator holds will determine what professional development options will be available to the educator for that certificate type. 
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	HQT 
	 
	Educators who are highly qualified will have their HQT information displayed in the HQT Information table.  Administrators can access this information by clicking on the Educator tab and then selected the link, HQT. 
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	This action will launch the HQT Information table.  This table reflects the educator’s Content Area, Route, Effective Date and Grade Levels associated with the highly qualified status. 
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	The HQT Information also list Washington Courses for the Educator, if applicable.  By clicking on the Washington Courses tab, the system generates a list of courses by code, name, match type name, date stamp and any notes that might be significant to mention. 
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	Assignments 
	 
	The Administrator can view an educator’s assignment by clicking on the Assignment tab.   
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	Once the Administrator clicks on Assignments, the Assignment screen is launched.  The Administrator can view information such as Degree, Experience, Credits, in addition to a breakdown of the educator’s Duty Assignments. 
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	Education History 
	 
	By clicking on the History link, the system launches the Education History grid. 
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	Add, Edit and Delete Education History 
	 
	From this table, the Administrator can Add, Edit and Delete Education History associated with the selected educator. 
	 
	 
	Figure
	 
	To add Education History to the selected educator’s record, the Administrator clicks on the link, Click Here to Add Education History.  This action will launch the Add Education History wizard.  The user enters text in the required fields.  The system automatically generates a calendar to select the Begin and End Dates.  Once all information is entered, the user clicks Submit.   
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	Edit and Delete Education History 
	 
	The Administrator can edit and delete education history information by clicking on the Edit and Delete links respectively.  The edit wizard allows the user to make changes while the delete wizard allows the user to remove the information from the educator’s record. 
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	Work History 
	Work History houses both Professional Education Experience and Other Employment Experience.  The Administrator can add, edit and delete each component of the educator’s record. 
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	By clicking on the Work History link, the grids for Professional Education Experience and Other Employment Experience are launched. 
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	Professional Education Experience 
	 
	This grid allows the user to add, edit and delete professional education experience to the selected educator’s record. 
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	By clicking on the link, Click Here to Add Professional Education Experience, the Add wizard is launched.  The Administrator enters text in the required fields.  The system generates a calendar for selecting the Begin and End dates.   
	 
	By clicking on the Edit and Delete links, the edit and delete wizards are launched respectively.  The Administrator can make changes in the Edit wizard, while removing the notation from the educator’s record in the Delete wizard. 
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	Other Employment Experience 
	 
	This grid allows the user to add, edit and delete other employment experience to the selected educator’s record. 
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	By clicking on the link, Click Here to Add Other Employment Experience, the Add wizard is launched.  The Administrator enters text in the required fields.  The system generates a calendar for selecting the Begin and End dates.   
	 
	By clicking on the Edit and Delete links, the edit and delete wizards are launched respectively.  The Administrator can make changes in the Edit wizard, while removing the notation from the educator’s record in the Delete wizard. 
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	Tools 
	 
	The Tools menu houses a few links the Administrator can use to help work an application.  Most of these links the Administrator will use to view an educator’s status.  For example, the Administrator can check to see if the educator is on the Disciplinary Action list or search to see if the educator has his or her fingerprints on file. 
	 
	Note:  NBPTS Educators and Fingerprint Search has already been addressed in the Educator menu. 
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	Disciplinary Actions (NASDTEC)  
	 
	To view NASDTEC, the user clicks on the Disciplinary Actions (NASDTEC) link.  This will launch the NASDTEC Educator Search Screen. 
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	The Administrator can use the Search Screen to determine if an educator is in the system for disciplinary action.  The user can enter one or more fields to search for an educator.  Once the search criteria are entered, the system will generate a list matching the criteria.   
	 
	By clicking on the View link, the Administrator is navigated to the educator’s home screen.  The system is designed that if an educator is revoked or suspended, a message highlighted in red is displayed across the top of the educator’s screen. 
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	Reports 
	 
	The District Personnel Administrator can run reports via the E-Certification system.  The system is designed to identify certificates and compile them in reports for information purposes.  By clicking on the Reports tab, a list of links is displayed.  
	 
	 
	Certificate Expiration 
	Administrators can view reports of Certificate Expiration.   The Search is by the district, type of certificate in addition to expiration date range.   
	 
	By clicking on the link, Click here to view the Certification Expiration report, the Certification Expiration table is launched.  The system is designed for the Administrator to conduct a specific search thus creating a list. 
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	All headings in the table can be sorted by clicking on the column heading.  For example, to list the Certificate number in ascending order, the user clicks on the Heading, Certificate, to view in descending order, the user clicks on the Heading, Certificate again. 
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	Once the search is launched, the system not only generates a list but offers more information such as how many records were found.  The system is designed to allow the user to show different number of records on a screen.  By clicking on the drop-down arrow in the Show field box, the user can select the desired amount of expired certificates to be displayed.  The system also allows the user to select which page he or she wishes to view.   
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	In the event the user wants to export the listing, he or she can do this by clicking on the link Export.  This will generate a read-only Excel sheet. 
	 
	 
	Figure
	 
	 
	Figure
	 
	 
	By clicking on the View link, the selected educator’s credential screen is displayed. 
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	Credentials 
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	Show All 
	 
	By selecting Show All in the Credentials tab, to the left of “Applications” will display all applications the educator has submitted including the conversion of applications and data from the older system. By selecting Show All to the left of “Certificates” will display all applications expired and current.  
	 
	 



