Comprehensive Education Data and Research System (CEDARS)

Quick Tip:  Researching “Certificate Number” for Staff File submissions
April 2011
All educators who teach classes in Washington State schools must have a valid certificate. The certificate number is a required element in the CEDARS Staff File F for all staff types as listed in Appendix U except 99y and 91y.

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

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

1. Sign into the EDS system.

2. From the “My Applications” tab, select “Electronic Certification” from the applications list. 
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3. From the “Admin” page (available to the user with the “School District” role), select the “Search” tab.
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4. Enter at least the first 2 characters of the first and last name of the staff member you are researching. You may limit the number of results by also supplying the last 4 digits of the SSN or the Date of Birth. Click the “Search” button to retrieve results.

5. The resulting matches will display in a table with the Certificate Number. Multiple records may appear in the result depending on your search criteria. Use the Name, Date of Birth and SSN columns to identify the correct staff member. Note their Certificate Number and use this number in your CEDARS staff file.
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6. To search for another staff member, click the “Clear” button and begin with Step 4 again.

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