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E-Certification for the
College/University Candidate

Overview

This design document will address the different features of the College/University Candidate
module. The main components will be basic candidate data, how it is managed; and how the
College/University candidate navigates through their own account.

The College/University Candidate Module consists of basic candidate data that is not related to
credentials. Name, address, contact information, degrees, and history are good examples of
the type of data that is tracked in the Candidate module. All candidate information can be
accessed from the Summary screen. The demographic and contact information is displayed at
the top in colored panels while different types of data can be accessed from the Candidate’s
Options menu in the left panel. The system is designed to automatically store information such
as previous addresses, contacts, social security number and names in the History component.
Each feature of the basic College/University Candidate data will be described and illustrated
throughout this documentation.

Furthermore, this document will demonstrate how the candidate navigates as well as manages
their account. The candidate has the ability to edit their profile information, make application,
renew certificates; requests duplicate certificates in addition to viewing documentation in their
account. For the most part, the College/University Candidate will follow an intuitive step by
step wizard when managing their account. The system is designed to navigate the candidate
through their account with ease and straightforwardness. These types of features will also be
described and illustrated throughout this documentation.

This user guide is an excerpt from the External User Processing Design Document which
includes all E-Certification User Roles. The E-Certification Educator User Guide is a more
complete guide to all educator roles.
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Accessing E-Certification

E-Certification is found on the Office of Superintendent of Public Instruction (OSPI) Education
Data System (EDS).

Select Education Data System Portal from the Professional Certification webpage
http://www.k12.wa.us/Certification/e-Cert or type into your browser

https://eds.ospi.k12.wa.us/Login.aspx. First time users will need to select “Create an Account”

within the Educational Data System (EDS) prior to accessing E-Certification.

If your college or university has already created an account or if you have previously created
your own account , select “Sign In” and use the email address you used when first creating your
account or select “Forgot your username or password” in order to reset your username and/or
password. Creating an account when certificate information is already within the system may

create multiple accounts and you will need to contact Customer Support.

Create an Account
€@  System Sign In

Username: ‘youremai\@organization.com |

Password: ‘ |

Forgot your username or password?

First time users click “Create an Account” tab

Username:  Must be valid email address
(If your email address indicates username has previously been registered
Do not create another account using a different email address. Follow the
prompts or contact Customer Support)

Password: Passwords must be at least 8 characters long, contain at least: one
uppercase letter, one lowercase letter, one number, and one symbol.

To complete the profile Information — Click Submit. You will be prompted to “Request
Application Roles”.

(If your are already a certificate holder and your school district participates in eVAL, you may
request a role at this time, or Select the “Not Now” button to continue to E-Certification)


http://www.k12.wa.us/Certification/e-Cert
https://eds.ospi.k12.wa.us/Login.aspx
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m |' Create anm Account 1

@  Create an Account

Enter desired username and password in the boxes below. Username must be a valid
email address. Passwords must be at least 8 characters long, contain at least: one
uppercase letter, one lowercase letter, one number, and one symbaol.

Cptional demographic information can be entered below for the purposs of linking a
new account to an existing teacher certificata.

Required Login Information

First Name:

Last Mame:

Birthdate: { Format: MM/DDYYYYY )

Username:

Password:

Verify Password:

Data for Linking to a Certificate

Gender: CiMale _)Female ® Mot Specified

Certificate:

SSH (last four):

Contact Email:

i

You may find other educators with similar names. If none of these apply select “None of these
are me” at the bottom of the page. The ‘data for linking to a certificate’ information is
necessary to avoid creating a duplicate account.
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My Profile
You must complete all profile information in order to create an account and access E-
Certification. Select “Create Account” at the bottom of the page.

Home Page
Select “View my applications”

Home My Applications | Profile

This section allows you to manage your account information.

What would you like to do?

* View my applications

+ View my application permissions

Edit my personal information

Change password

Search Education Directory

Search EDS Directory

* View Security Managers

Select My Applications.

Select E-Certification. (It may take 10-15 minutes for this application permission to show after
account creation)

Once you have logged into E-Certification the first time, you may need to begin the process of
applying for your Pre-Residency Clearance. After this initial step, the guide will continue to
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instruct you on how to claim your certificate recommendation at the completion of your
program.

Pre-Residency Clearance Application

The Pre-Residency Clearance application provides the means for college/university candidates
to be cleared and placed within schools for field experience and instruction with students. This
application process begins with your Certification College or University Personnel
Administrator.

Once you have created an EDS account and have logged into E-Certification (Described in the
previous section) you will be able to “Apply for a Washington Credential...”

View Your Credentials Here

Your credentials sre available online. You are now able to see your current and prior certificates, permits and other certification information

IE‘ Apply for a Washington Credential Here

Use this wizard to see if you qualify to apply for a Washington Teacher Certificate. Click on this link to start your application process.

Depending on your certification history (if you have previously held a Washington State
Certificate) you will have choices of which application you are applying for or claiming from
your preparation program. Most first time candidates for Washington State certification
through a preparation program will be looking for “Pre-Residency Certificate Clearance”.

Instnl;um c'E:n Available Roles:

¥ Home | B My Credentials | B Educator »
Educator Application List
Available Applications
|Dncument Code I Description Certificate Groups I Apply I
4001 Administrator Certification Application Administrative Apply For Credential
4031 Residency/Substitute Teacher Certification Application Teaching Apply For Credential
4050 Pre-Residency Certificate Clearance Generzl Apply For Credential -
4075 Initial/Probationary CTE Teacher Certificats Carser and Technical Education Apply For Credential
4098 ESA Residency Certificate Application - School Counsslor, Psychologist Educational Staff Associate Apply For Credential
4033 ESA Initial Certificate Application Educational 3taff Associats Apply For Credential

From here the wizard will guide you through the application process. The steps provided within
the wizard are similar with most certificate applications found within E-Certification.
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Since most of the first time candidates will not have professional experience as a teacher many

of the tables will not be filled in. The answer below “Yes, the information above is correct.” will
be the correct answer.

Pre-Residency Clearance - Step 3 of 18 o

You are requesting Pre-Residency Certificate Clearance.

I= your employment experience correct? If you choose no, you will be redirected to a screen that
will allow you to update’edit your employment experience and you will have to restart this
process.

Professional Education Experience

Grades Begin End District| City| 5tate | No. of Days if Less
Date Date Than Full-Time

Mo Records Found

Other Employment Experience

Employer Begin|End | Total | Paid? | Position | Duties | Telephone| Supervisor
Date |Date|Hours Number | MName/Address

No Records Found

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

D Mo, the information above is not cormect.
@‘r’es. the information above is comect.

() Cancel - Plesse cancel the wizard.

@ Previous MNext @
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Pre-Residency Clearance - Step 4 of 18 9

You are requesting Pre-Residency Certificate Clearance.

Is your education experience comect? If you choose no, you will be redirected to a
screen that will allow you to updateledit your education experience and you will
hawe to restart this process.

Your Education Experience:

Institution Begin |End Degree | Credits Post Grad.
Date Date Earned Credits
Earned

Mo Records Found

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

':' Ma, the information above is not cormect.
@"r’ez. the information above is comect.

) Cancel - Please cancel the wizard.

G Previous Mext @

Section 6 of 18 in the wizard prompts you to choose the in-state college or university
preparation program you are attending or identify if you are completing an out of state
program.

Instruction
Randy Dom, Siate Suparintendant

i Home | B My Gredentials | B" Educator =

Pre-Residency Clearance - Step 6 of 18 9

You are requesting Pre-Residency Certificate Clearance.

DI am complefing a teacher preparation program from an out-of-state
college/university.
Institution:
| 17807 - Antioch University Seattle
Appraved Program: | ygan4 _ Central Washington University
"""""""""" 258801 - Northwest Educational Service District 1589
Once you have ansy 32002 - Eastemn Washington University
379086 - Western Washington University
(®) Continue - Pleasd 38905 - Washington State University
Cityl - City University
Gonza - Gonzaga University
HC - Heritage University
LU - Lesley University
G Previous MW - Northwest University
PLU - Pacific Lutheran University
SMC - Saint Martin's University
SPU - Seattle Pacific University
SU - Seattle University
TESC - The Evergreen State College
UPS - University Of Puget Sound
UW - University of Washington Seattle
UWB! - University of Washington Bothell
UWT - University of Washington Tacoma
WG - Whitworth University
WGELUW - Western Governors University-Washington
WWU - Walla Walla University

O Gancel - Please

bd
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% [ 5 Instruction
Randy Dom, Siate Superimtencent
Office of Superintendent of Public Instruction - Educator

# Home | B® My Gredentials | B" Educator «»

Pre-Residency Clearance - Step 6 of 18

You are requesting Pre-Residency Certificate Clearance.

DI am completing & teacher preparation program from an out-of-state
caollege/university.

Institution: |Gonza - Gonzaga University

Approved Program:

COUN - School Counselor
Onee you have ans COUNPR_O - Scheol Counselor Pr0f5§s_ional Certificate
P-P& - Principal andfor Program Administrator

TCH - Teacher

®) Continue - P

(O Cancel - Please cancel the wizard.

G‘ Previous Next @

After selecting the correct Institution and Approved Program, the wizard then progresses you
through reviewing your profile information, affidavit, and Character and Fitness section of the

application.
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Pre-Residency Clearance - Step 7 of 18 9

fou are requesting Pre-Residency Certificate Clearance.
Please edit the profile information and click the Mext button.

File Location: b

Teacher Mumber:

S5N: |339-18-1123 P

¥

First Mame: | Laura

Middle Name: |

¥

Last Mame: | Gooding

Former Mame: |

Print Mame: | |

s
ercer
Birth Date: [01/01/1905 MMDDA Y ™YY =

Educator Status: | Active LN

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

':i‘_:' Continue - Please continue the wizard.

() Cancel - Please cancel the wizard.

G FPrevious Mext @

Pre-Residency Clearance - Step 10 of 18 9

You are requesting Pre-Residency Certificate Clearance.

Affidavit:
|:| | certify (or declare) under penalty of perjury under the laws of the
State of Washington that the foregoing and all information included in
this application is true and comect. If the answers to any question on
the application or the character and fitness supplement on the
application change prior to my being granted certification, | must
immediately notify Professional Education and Certification at OSPI.

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

(®) Continue - Plesse continue the wizard.

D Cancel - Please cancel the wizard.

G Previous Mext @

The initial process of the Pre-Residency Certificate Clearance application began with the
recommendation from your preparation program. Once you have completed with the

11
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application and are cleared, your Pre-Residency Certificate Clearance application will become
available for viewing from your “Credentials” page.

% Home | [} Myc:redem:ials| E® Educator v |

ol Man - commiogie) [ Expar
Credentials
Primary Informatien Contact Infoemation Mizcallanac =
Full Mame: Address Ethmicity
WA Cart#: Address 2 Status
S5N: City, State Zip Frint Nams
DOB: Hame Fhane Educatar IT
Gender: Work Fhans Email

click Here to Edit Educator

Credentials Legacy

Show All Applications

|Cheddist | ] | Document | Description | Status |Ba|:tgrm|r|d ISoI.IItE | Received |Fee |I'avg|I Info | Balance |
Chedklist 937268 4050 Pre Residency Clearance OPEN No EDU 107162014

Show All Certificates

|sedect |view |ouplicate  |appiD  |cerificaste  [status | recommend |appoate  |issued  |effective  |expires  [printed?  [permitz |
Ne Records Found

Endorsements For Selected Certificate

|App ] |u |DP_5|:r'|ptior| |5‘E|lu5 |ne|: d |App Date |Issued |E‘ﬂ‘Eﬂ'||-E |Expires |

12
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Intern Substitute Applications

There may be situations where through collaboration with the college or university preparation
program, school district in which the candidate is performing their field experience, and the candidate,
the opportunity exists for the candidate to obtain an Intern Substitute Certificate. This limited certificate
is only available through the need and application initiated by the school district and approved by the
college or university where the candidate is conducting their field experience and will be obtaining their
certification. In all cases, communication between the school district, preparation program and
candidate is essential.

The Intern Substitute Certificate application begins at the school district level.

Avsilable Roles:|

School District - eCert District Personnel Administrator hd
5 Search | #] Tools = \ o Repems| Recent Educator:

Emergency Non Substitute
P Emergency Substitute Administrator
ﬁ Infer Subsfitute
Weleam e and updates to you on & raguler basis S0 b sure to read your summary seraen.
Check ¢ ; svailable for sl educators

Home

Home Page

- rificate information in the My C als page or if you have technical difficulties submitting an application anline.

“ou sre ill sble to enter information fo updste your sducstor profile. such as professions| development snd clock hours, education history and employment history.

All i for teacher, ini . &nd educational staff associates are available online except the following:

-Initial Teacher renewal or Continuing Application {available only fo individuals who hold/held an initisl teacher certificate that expired after D6/20/2000)
-First Peoples Language. Culture. and Oral Traditions

- Non-Immigrant Exchange Teacher

Verifieation of Active Duty Military Sarvice

-CTE Counselor

-Occupstional Information Specialist

-Continuing ESA schoel counselor. psychologist (must hotd valid Initial ESA counselor, psychlogist)

Paper spplications are svailsble st www.k12.wa.us/cartification.

If you have any g

garding which ication to submit, please contact OSPI Professional Certification at cert@k12.wa.us

Similar to all applications initiated by school districts or college/university programs, the candidate will
enter E-Certification and “Apply for your District Request Here”.

View Your Credentials Here
Your credentials are available online. You are now able to see your current and prior cerfificates, permits and other certification information.

‘ Apply For Your D|str|ct Request Here

your application Qrocess

After the candidate chooses to apply for the Intern Substitute Credential, the E-Certification wizard will
guide you through the application process. To claim and complete the application includes paying the
fees associated with the certificate and/or processing of the application. Clear communication between
the school district and preparation program, and preparation program and candidate can avoid the

processing of an application in which the candidate applies, pays the appropriate fees, and then is
denied certification.

At the completion of the process and upon submitting the application, the OSPI Professional
Certification Office will then begin to review the application.

13
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The Professional Certification Office will confirm the approval of the Intern Substitute Certificate during
the application review.

Upon approval and issuance of the certificate, an electronic copy of the certificate will be available
within the E-Certification system. The candidate, school district, and college/university program
administrator will have the ability to view and print the certificate once it is issued. The Intern Substitute
Certificate is valid for one year, or less, as evidenced by the expiration date which is printed on the
certificate and are used by the intern to serve as a substitute teacher in the absence of the classroom
teacher in which the candidate is performing their field experience.

14
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Apply for Your College/University
Recommendation

At the time of program completion and when your college or university has recommended you
for certification, you must log into E-Certification. Once you do this the following link will

appear on your home page. You may have to scroll down to the bottom of your home page to
find this link.

-"V -

~ Apply For Your College Recommendation Here

- Click here to apply for your Wash ngton college recommendation. You have recently completed an approved
Washington teacher education program. Your institution has electronically recommended you for a Washington
teaching credential. Click on this link to start your application process

Once you have selected the link “Apply for your College/University Recommendation Here” the
“Educator Recommendation List” will appear. Select “Apply for Credential”, then you can
proceed to the application. Note: if the Status does not show as Completed Program, the
educator should contact their institution.

Educator Recommendation List

Pog-Compittios of Program sLels Pan yor ratiubon has nol maned yo re

The Apply for Credential link will navigate the Educator to an 18-step wizard. The wizard is
intuitive and the Educator needs to follow directions on each step. Depending on the data in
the system, some steps may not be applicable, therefore will not be necessary to complete. In
such cases the Educator will be navigated to the next applicable step.

15
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Step 1: Informational introduction to the application process.

e Read carefully the
explanation provided in
Step 1.

e To terminate the
application process, click
Cancel, Next.

e Click Next to continue.

Educator Recommendation Application - Step 1 of 18 e

You are applying for the certificate recommended by your institution.

Thank you for choosing to apply for your Washington educator certificate! The
following wizard will walk you through the application process and gather the
information needed to process your request.

MOTE: Once the applicstion process has been started, you must fully complete and
submit the spplication. If you stop in the middle, you will complete all application
screens agsain. We anticipate that this process will take you approximately 15-30
minutes, so please ensure that you have enough time to complete the application.

“ou will need the following information in order to complete your spplication:
= Credit card or bank account information to pay for your application.

- Evidence regarding your good moral character and persenal fitness. Depending on
your answers to the character and fitness supplement questions, you may be asked
1o provide additional information. either in written form or an upload of an electronic

document in Adobe Portable Document File (PDF) format.

= A list of all states where you hold, or have held, an educator certification.

= A list of every community college and four-year institution you have sttended since
graduating from high school. This information should be filled out before completing
your application under My Credentials > Educator > Educator History.

= A list of public schoaol andlor private school work experience. This information
should be filled out before completing your application under My Credentisls >
Educator > Work History » Professional Education Experience.

- A list of other employment experience. This information should be filled out before
completing your application under My Credentials > Educator > Work History =
Other Employment Experience.

Once you have read the above click on the Next button.

®) Continue - Please continue the wizard.

L) Cancel - Please cancel the wizard.

Next @

The next step asks the educator to update their personal information if necessary.

If applicable:

e Click Next to continue.

e Enter information in required fields.

e Click on drop-down arrow and select answer.

e Use specific format for date.

e Click on one of the checkboxes.

e To terminate the application process, click Cancel, Next.
e To return to the previous screen, click Previous.

16
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Educator Recommendation Application - Step 6 of 18 o9

You are applying for the certificate recommended by your institution.

Please updste your profile information and click the Mext button.
File Location: b

Teacher Mumber:

55N -

First Mame: |

Middle Name: |

Last MName: |

Farmer Mame: |

- % - — 5

Print Name: |
Garcr
BirthDste: [ |mMmDDAYYYY -

Ethnicity: |Unknown/Mot Provided |-

[ American Indian or Alaska Native

[ asian

[ Black or Adrican American

[ caucasian or White

[ Mative Hawsiian or Cther Pacific Islander

Racs:

Educsator Status: | Active il

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

(%) Confinue - Please confinue the wizard.

i) Cancel - Please cancel the wizard.

G Previous Mext @
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In Step 7 the educator can change any information if necessary.

If applicable:

Educator Recommendation Application - Step 7 of 18

©

Enter information
in required fields.
Click on drop-
down arrow and
select answer.
Click Next to
continue.

To terminate the
application
process, click
Cancel, Next.

To return to the
previous screen,
click Previous.

You are applying for the ceriificate recommended by your institution.

Please update your address information and click the Next button.

Mailing Address: | x r
City: |Springﬂeld r
Country: [United States vl
State: |IIIinois Vr'

Zip Code: 62711 :

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

(@) Continue - Please continue the wizard.

() Cancel - Please cancel the wizard.

Q Previous Next @

The educator can change any contact information in Step 8.

If applicable:

Edit any
information.

Use numbers for
numeric fields.
To terminate the
application
process, click
Cancel, Next.

To return to the
previous screen,
click Previous.
Click Next to
continue.

Educator Recommendation Application - Step & of 18

e

You are applying for the certificate recommended by your institution.

Please edit the contact information and click the Next button.

Work Phone: (l:l)l:l'l:lext-l:l
Home Phone: ()—I:I
Alternate Phone: (I:I)I:H:I
Fax Phone: (l:l)l:l-l:|

Email Address:

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

(® Save - Please save the profile information.

() Cancel - Please cancel the wizard

@ Previous Mext @

18
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Step 9 is an affidavit. By clicking on the checkbox, the educator is electronically signing the
affidavit.

Educator Recommendation Application - Step 9 of 18 9

e Click on the checkbox.
e To terminate the application
process, click Cancel, Next.
. Affidavit:
o Toreturntothe previous ||

| certify (or declare) under penalty of perjury under the laws of the

You are applying for the certificate recommended by your institution.

Please review and electronically sign the below affidavit.

screen, click Previous. State of Washington that the foregoing is true and correct. I the
) . answers to any question on the application or the moral character and
[ ] C| ICk Next to continue. personal fitness section of the application change prior to my being

granted certification, | must notify the collegefuniversity certification
office or the organization program director immediately.

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

(@) Continue - Please continue the wizard.

) Cancel - Please cancel the wizard.

@ Previous Next @

Step 10 is a continuance of the affidavit. The educator must answer all the questions.

Educator Recommendation Application - Step 10 of 18 9

e Answer questions by clicking on You are apoiying 10 the Cerbicate recommended by your insunuson
the radio button for Yes or No. sbeheroy s eubus b A

e To terminate the application
process, click Cancel, Next.

e To return to the previous screen,
click Previous.

e Click Next to continue.

& 2C00N InCludes letters of
5 (nCluding stayed)
5, Of YORNCS

reprimax suspe
S, yoluntary sur

e ef Deen dented, OF O e rejeciod for cause
ucation centficate, credential, o icense?

Have you ever withdrawn an spphcation for any educaton
cerificate, Credentiad, of dense?

Have you over boen
empioyer bocause of o

ned by 2 past or present
atiens of Miscondct?

ve YOU Sver Den the sutsect of any
by an empioyer because of

Once you have answered the questions Click on the Next bution.

&) Contnue - Piease continue Me wizard

Cancel - Please cancel the wizard

Previous Next )
L€} ©
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Step 11 pertains to the educator’s Criminal History. The educator must answer the Yes or No

guestions by clicking on the radio buttons.

Answer
questions by
clicking on the
radio button for
Yes or No.

To terminate
the application
process, click
Cancel, Next.
To return to the
previous screen,
click Previous.
Click Next to
continue.

Educator Recommendation Application - Step 11 of 18 9
You are applying for the certificate by your
Please compiete the 0 carefully and © before 9 and signing the affidavit

Section lli - Criminal History

= A. In the explanation box below state the following:
a. A detailed statement including what occurred, the nature of the offense, charge or warrant
b. The name and address of the arresting agency.
c. If a court was involved, the name and address of the court.
d. The date of the arrest.
e. The final disposition, if any.
B. If a court was involved, provide a copy of the court docket (can be obtained at teh court in which the charge(s) were filed).
C. Provide a copy of the complete arresting officer’s report.
D. If the arrest was driving related, provide a copy of a current and complete 5-year driving abstract.

NOTE: For questions 1,23, DO NOT include minor in
driving under the influence (DUI) occurring more than 5 years ago.

(MIP/minor in ¢ (MIC) occurring more than 2 years ago of

Yes No Question

1. O (O Inthelast 10 years, have you ever been arrested for any crime or violation of the law? (DO NOT include minor in possession
- (MIP/minor in consumption (MIC) occurring more than 2 years ago or driving under the influence (DUI) occurring more than 5
years ago.) (Note; For “yes” responses to 1,2,3, even if your case was dismissed or your record was sealed you must
answer this question in the affirmative.) You need not list traffic violations for which a fine or forfeiture of less than $300 was

imposed
2. C In the last 10 years have you ever been fingerprinted as a result of any arrest for any crime or violation of the law?
3. (O (O Inthe last 10 years, have you ever been convicted of any crime or violation of any law? (Note: For the purpose of this

question "convicted” includes (1) all instances in which a piea of guilty or nolo contendere is the basis of conviction, (2) all
proceedings in which a sentence has been suspended or deferred, (3) or bail forfelture.) You need not list traffic viotations or
fines for which a fine or forfeiture of less than $300 was imposed

4 () Have you ever been convicted of any felony crime?

5 (O (O Doyou currently have any outstanding criminal charges or warrants of arrest pending against you? This would include
7 Washington State, any other state, province, territory, and/or country

) Have you ever been or are you presently under investigation in any jurisdiction for possible criminal charges? If your answer
is "yes,” identify agency and location (street address, city, state) and the circumstances or details retating to the investigation
in the explanation box below.

-3

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

® Continue - Please continue the wizard

Cancel - Please cancel the wizard

@ Previous Next @

20
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E-Certification for the College/University Candidate

Step 12 requires the educator to answer fitness questions. The educator must answer each
question.

You are applying for the certficate recommended by your institution.
complete the following questions carefully and completely before providng
and 5igning the aftdavit

lm“wbnmmnnvﬂnm
explanation in

Yes No ﬂ m
1,00

20 O

cmo.u-”anuhﬂd-
automobide accident )

In the Last 10 years have you ever Breatened 10
wcmnn#?
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Washington State Office of Superintendent of Public Instruction
E-Certification for the College/University Candidate

To terminate the
application process,
click Cancel, Next.

To return to the
previous screen, click
Previous.

Click Next to continue.

Ta

D0 you have 2 medical CondBion which In a0y way
IMpairs of kemits you abERy 10 Serve I & Cortiicated roie
with reasonabie shall and safety?

M you use Chemical substance(s). Goes this use In any
Wity ImOar o emit your abiity 10 Serve In & Coniicated
1ok WEN reasonable shal and safety?

i you Gsciosed 2 “yes” answer 10 Questions S or 7
A0OVe, are he Imtations of IMparments Caused by
yOur meaCal CONABON(s) Or Substance adute reduced
OF amelorated DOCIULE yOU 1eCeive 0NQOINg reatment
(wih of WOt MeACAtons) Of DArdCpate In
montorng program? Piase expian in e Dox besow
and provide he name_ address. and lelephone number
of he program

Do you currently use Begal drugs?
Have you used Begd arugs In e st year?

i you Gciosed 2 “yes” answer 10 Question § above
have you successiuly completed or are you
DABCDANNG N 3 SUDENVISed rehabatation program?
Ploase expian in the Dox Delow and provide The name
200ress. and tolephone number of e Program

If you answer "yes"™ to questions 10 or 11, attach copies of any court
orders entered in the proceeding.

10. O

1. O

Have you ever been found in any dependency or
domestic relation matter to have sexually assaulted or
exploited any minor?

Have you ever been found in any dependency of
domestic relation matter to have physically abused any
person

If you answer "yes™ to questions 12 or 13, and a repayment
agreement has been established, attach copies of the repayment
agreement from the appropriate agency.

12 O

Are you currently in default status on any educational
loan or scholarship? (Do not include loans that are
currently in a compliant deferment status.)

Are you currently in non-compliance with a support
order?

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

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

g Previous
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Washington State Office of Superintendent of Public Instruction
E-Certification for the College/University Candidate

In Step 14 the educator is asked to provide 3 references. Once the information is entered, the
educator clicks on Next to continue.

Enter data in
required fields.
Click on drop-down
arrow to select
answer for State.
To terminate the
application process,
click Cancel, Next.
To return to the
previous screen, click
Previous.

Click Next to
Continue.

Educator Recommendation Application - Step 14 of 18

You are applying for the certificate recommended by your institution.
Provide characlar information requesied below

Section V - Character References

List three individuals, not related to you, who will serve as character
refarences.,

Character Reference 1

Mame
Mailing Address
City
State | v
Zip [

Telephone Number: (| |

E-mail Address

Character Reference 2

Mamea
Mailing Address
City
State wh
ip

Telephone Number: |

E-mail Address: L
Character Reference 3
Name: |
Mailing Address
City |
State: | v

Fip

Telephone Number

E-mail Address: L

Once you have entered the information click on the Next bution.

* Continue - Please continue the wizard

Cancal - Please cancel the wizard

@l Previous Next
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Washington State Office of Superintendent of Public Instruction

E-Certification for the College/University Candidate

Step 15 is an affidavit. By clicking on the checkbox, the educator is signing the affidavit.

Click on
checkbox.
To terminate
the
application
process, click
Cancel, Next.
To return to
the previous
screen, click
Previous.
Click Next to
continue.

Educator Recommendation Application - Step 15 of 18

e

You are applying for the certificate recommended by your institution.
Please review and electronically sign the below affidavit.

Affidavit:

'[! certify (or declare) under the penalty of perjury under the laws of the
state of Washington that the foregoing and all information included in
the application is true and correct.

[T the information provided or answer(s) to any question on the
application or character and fitness supplement changes prior to my
being granted ceriification, | must immediately notify the Office of
Professional Practices and my college/university if | am a
college/university candidate.

| understand | must answer this application truthfully and completely.
Any falsification or deliberate misrepresentation, including omission of
a material fact, in completion of this application can be grounds for
denial of certification, or in the case of a ceriificate holder, reprimand,
suspension, or revocation of the renewal certificate, credential, or
license.

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

(@) Continue - Please continue the wizard.

() Cancel - Please cancel the wizard.

@ Previous Next @
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Washington State Office of Superintendent of Public Instruction
E-Certification for the College/University Candidate

Step 16 allows the Educator to pay by credit card for their application. The educator enters
card information and clicks on Next to continue. Note the amount to be charged to the
educator is shown in the Amount field box. This field is disabled so the amount does not
change.

Educator Recommendation Application - Step 16 of 18 o

You are applying for the certificate recommended by your institution.
e Fill out all required

ﬂelds Please enter your payment information amd click MNext.
e Click on the drop- Payment Type: [Credit Card v
down arrows to mlﬂ ns_c__-::.
select applicable Credit Card # | |+ nio spaces or dashes
answer. ) Expiration Date: I:I * (Example: 02/11)
e Follow numeric -
‘erification Code: I:l -
format for ente rEd Please provide the name on the credit card. You must also
numbers. provide the biling address for the credit card being usad
and this address must match the address on the credit card
° Follow date format statement (the holder of the credit card's address, not the

bank's address).

when entering date.
e To terminate the

Mame on Credit Card:

. . Address Line 1: | |"
application process, | |
. Address Line 2:
click Cancel, Next.
e Toreturn to the sl |
: State: | lllinois ~|-
previous screen,
click Previous. Zip- 62711 |
. Email: -
e Click Next to meil | |
continue. Amount |568.00 |-

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

(®) Save - Please save the fee information.

Pt
‘. Cancel - Flease cancel the wizard.

@' Previous Next @
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Washington State Office of Superintendent of Public Instruction
E-Certification for the College/University Candidate

Step 17 allows the educator to edit any of the information he or she entered before applying
for the application. There is an edit link for each section; therefore, if the user wishes to change
address information, they click on the edit link directly across from the Address heading.

If applicable, click on
the edit link to make
any changes to the
information already
entered.

To terminate the
application process,
click Cancel, Next.
To return to the
previous screen, click
Previous.

Click Apply to

complete application.

Educator Recommendation Application - Step 17 of 13 i

You are applying Tor the certificate recommended by your Institution.

Please ravlew the Infarmation below. Onee you have reviewed the infarmation click
tha Appily link. By clicking the Apply Ink you are electranically signing this
application and authorzing the Washingion State Office of Superdntendant of Public
Instruction to charge your credit card for the Bsted appllcation amaunt.

— Profile (el
Mame:
EEMN: Birth Data:
Zender: Former:
2rint Mame: Ethinicity: Unknownisot Provided
Address (el

M3 ||F"§ Addraes:
Cly Statz. Zip: Springfiakd IL, E2711

Country: S
— Contacl (et
Hame Phone:
Emaill Addrags:
= Paymant (el

Cradit Card #; weeeses
Expiration Date: 08MS
CC Werifcatian:

CC Name:

CIC Address Ling 1:

CIC Address Line Z:

CC Cliy:

CC Sale:

CC Zip:

CC Emall:
Amaunt: $68.00

Once you have reviewsd the Information elick on the Apply button to submit
your credential appiication. Afier clicking submit, It may take up to one minuta
to approve the transaction. Do not refreen the screen or click on any butfons
©f you may be double charged.

() Apply - Plzase accapt my credential applcation.
) cancal - Pleags cancal the wizard

@ Pravlaus Apply G:j
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Washington State Office of Superintendent of Public Instruction
E-Certification for the College/University Candidate

Step 18 completes the process by clicking on Submit. The educator will then be navigated to
their credential screen.

Educator Recommendation Application - Step 18 of 18 @
You are applying for the certificate recommended by your institution.
e To terminate _ - .
X ) Please review the following information.
the application
process, click You have successiully applied for your new Washington teaching credential.
Cancel, Next. Your cerfificate has been routed to a certification specialist for review.
e Toreturnto Once the specialist has reviewed your file a detailed statement will be sent that
. outlines what tasks you need to perform to have your credential issued. Applications
the previous are reviewed in the order in which they are received. During peak periods that
screen. click reviewprocess can take up to eight weeks but typically takes a few weeks.
?
Previous. Click here to view your new credential information.
e Clickon Review the outcome of your application and click Submit.
Submit to P _ _
(®) Continue - Please continue the wizard.
complete the _
. ) Cancel - Please cancel the wizard.
application
process.
=3
Q Previous Submit @
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	Overview 
	 
	This design document will address the different features of the College/University Candidate module.  The main components will be basic candidate data, how it is managed; and how the College/University candidate navigates through their own account. 
	 
	The College/University Candidate Module consists of basic candidate data that is not related to credentials.  Name, address, contact information, degrees, and history are good examples of the type of data that is tracked in the Candidate module.  All candidate information can be accessed from the Summary screen.  The demographic and contact information is displayed at the top in colored panels while different types of data can be accessed from the Candidate’s Options menu in the left panel.  The system is d
	 
	Furthermore, this document will demonstrate how the candidate navigates as well as manages their account.  The candidate has the ability to edit their profile information, make application, renew certificates; requests duplicate certificates in addition to viewing documentation in their account.  For the most part, the College/University Candidate will follow an intuitive step by step wizard when managing their account.  The system is designed to navigate the candidate through their account with ease and st
	 
	This user guide is an excerpt from the External User Processing Design Document which includes all E-Certification User Roles. The E-Certification Educator User Guide is a more complete guide to all educator roles. 
	  
	 
	Accessing E-Certification 
	E-Certification is found on the Office of Superintendent of Public Instruction (OSPI) Education Data System (EDS).  
	Select Education Data System Portal from the Professional Certification webpage 
	Select Education Data System Portal from the Professional Certification webpage 
	http://www.k12.wa.us/Certification/e-Cert
	http://www.k12.wa.us/Certification/e-Cert

	 or type into your browser 
	https://eds.ospi.k12.wa.us/Login.aspx
	https://eds.ospi.k12.wa.us/Login.aspx

	. First time users will need to select “Create an Account” within the Educational Data System (EDS) prior to accessing E-Certification.  

	If your college or university has already created an account or if you have previously created your own account , select “Sign In” and use the email address you used when first creating your account or select “Forgot your username or password” in order to reset your username and/or password. Creating an account when certificate information is already within the system may create multiple accounts and you will need to contact Customer Support. 
	 
	Figure
	First time users click “Create an Account” tab  
	 Username: Must be valid email address 
	   (If your email address indicates username has previously been registered  
	Do not create another account using a different email address. Follow the prompts or contact Customer Support) 
	Password: Passwords must be at least 8 characters long, contain at least: one uppercase letter, one lowercase letter, one number, and one symbol. 
	  
	To complete the profile Information – Click Submit. You will be prompted to “Request Application Roles”.  
	(If your are already a certificate holder and your school district participates in eVAL, you may request a role at this time, or Select the “Not Now” button to continue to E-Certification) 
	 
	 
	Figure
	You may find other educators with similar names. If none of these apply select “None of these are me” at the bottom of the page.  The ‘data for linking to a certificate’ information is necessary to avoid creating a duplicate account. 
	 
	 
	 
	 
	My Profile 
	 You must complete all profile information in order to create an account and access E-Certification. Select “Create Account” at the bottom of the page. 
	 
	Home Page 
	Select “View my applications” 
	 
	 
	Figure
	 
	Select My Applications. 
	Select E-Certification.  (It may take 10-15 minutes for this application permission to show after account creation) 
	Once you have logged into E-Certification the first time, you may need to begin the process of applying for your Pre-Residency Clearance. After this initial step, the guide will continue to 
	instruct you on how to claim your certificate recommendation at the completion of your program.  
	 
	 
	Pre-Residency Clearance Application 
	The Pre-Residency Clearance application provides the means for college/university candidates to be cleared and placed within schools for field experience and instruction with students. This application process begins with your Certification College or University Personnel Administrator.   
	Once you have created an EDS account and have logged into E-Certification (Described in the previous section) you will be able to “Apply for a Washington Credential…” 
	 
	Figure
	Depending on your certification history (if you have previously held a Washington State Certificate) you will have choices of which application you are applying for or claiming from your preparation program. Most first time candidates for Washington State certification through a preparation program will be looking for “Pre-Residency Certificate Clearance”. 
	 
	Figure
	Figure
	 
	 
	 
	 
	 
	From here the wizard will guide you through the application process. The steps provided within the wizard are similar with most certificate applications found within E-Certification. 
	 
	 
	 
	 
	Since most of the first time candidates will not have professional experience as a teacher many of the tables will not be filled in. The answer below “Yes, the information above is correct.” will be the correct answer. 
	 
	Figure
	 
	Figure
	Section 6 of 18 in the wizard prompts you to choose the in-state college or university preparation program you are attending or identify if you are completing an out of state program. 
	 
	Figure
	 
	Figure
	After selecting the correct Institution and Approved Program, the wizard then progresses you through reviewing your profile information, affidavit, and Character and Fitness section of the application. 
	 
	Figure
	 
	Figure
	The initial process of the Pre-Residency Certificate Clearance application began with the recommendation from your preparation program. Once you have completed with the 
	application and are cleared, your Pre-Residency Certificate Clearance application will become available for viewing from your “Credentials” page. 
	 
	Figure
	Figure
	Figure
	Figure
	Figure
	 
	 
	 
	 
	  
	 
	 
	 
	  
	Intern Substitute Applications 
	There may be situations where through collaboration with the college or university preparation program, school district in which the candidate is performing their field experience, and the candidate, the opportunity exists for the candidate to obtain an Intern Substitute Certificate. This limited certificate is only available through the need and application initiated by the school district and approved by the college or university where the candidate is conducting their field experience and will be obtaini
	The Intern Substitute Certificate application begins at the school district level.  
	 
	Figure
	Figure
	Figure
	Figure
	Similar to all applications initiated by school districts or college/university programs, the candidate will enter E-Certification and “Apply for your District Request Here”. 
	 
	Figure
	After the candidate chooses to apply for the Intern Substitute Credential, the E-Certification wizard will guide you through the application process. To claim and complete the application includes paying the fees associated with the certificate and/or processing of the application. Clear communication between the school district and preparation program, and preparation program and candidate can avoid the processing of an application in which the candidate applies, pays the appropriate fees, and then is deni
	 
	At the completion of the process and upon submitting the application, the OSPI Professional Certification Office will then begin to review the application.  
	The Professional Certification Office will confirm the approval of the Intern Substitute Certificate during the application review.  
	 
	Upon approval and issuance of the certificate, an electronic copy of the certificate will be available within the E-Certification system. The candidate, school district, and college/university program administrator will have the ability to view and print the certificate once it is issued. The Intern Substitute Certificate is valid for one year, or less, as evidenced by the expiration date which is printed on the certificate and are used by the intern to serve as a substitute teacher in the absence of the cl
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	At the time of program completion and when your college or university has recommended you for certification, you must log into E-Certification. Once you do this the following link will appear on your home page. You may have to scroll down to the bottom of your home page to find this link. 
	  
	Figure
	Once you have selected the link “Apply for your College/University Recommendation Here” the “Educator Recommendation List” will appear. Select “Apply for Credential”, then you can proceed to the application.  Note: if the Status does not show as Completed Program, the educator should contact their institution.   
	 
	Figure
	Span

	Figure
	Span

	Figure
	The Apply for Credential link will navigate the Educator to an 18-step wizard.  The wizard is intuitive and the Educator needs to follow directions on each step.  Depending on the data in the system, some steps may not be applicable, therefore will not be necessary to complete.  In such cases the Educator will be navigated to the next applicable step. 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	Step 1:  Informational introduction to the application process.   
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	Figure
	 
	 Read carefully the explanation provided in Step 1. 
	 Read carefully the explanation provided in Step 1. 
	 Read carefully the explanation provided in Step 1. 

	 To terminate the application process, click Cancel, Next. 
	 To terminate the application process, click Cancel, Next. 

	 Click Next to continue. 
	 Click Next to continue. 


	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 




	 
	The next step asks the educator to update their personal information if necessary. 
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	If applicable: 
	 
	 Enter information in required fields. 
	 Enter information in required fields. 
	 Enter information in required fields. 

	 Click on drop-down arrow and select answer. 
	 Click on drop-down arrow and select answer. 

	 Use specific format for date. 
	 Use specific format for date. 

	 Click on one of the checkboxes. 
	 Click on one of the checkboxes. 

	 To terminate the application process, click Cancel, Next. 
	 To terminate the application process, click Cancel, Next. 

	 To return to the previous screen, click Previous. 
	 To return to the previous screen, click Previous. 

	 Click Next to continue. 
	 Click Next to continue. 
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	In Step 7 the educator can change any information if necessary. 
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	Figure
	If applicable: 
	 
	 Enter information in required fields. 
	 Enter information in required fields. 
	 Enter information in required fields. 

	 Click on drop-down arrow and select answer. 
	 Click on drop-down arrow and select answer. 

	 Click Next to continue. 
	 Click Next to continue. 

	 To terminate the application process, click Cancel, Next. 
	 To terminate the application process, click Cancel, Next. 

	 To return to the previous screen, click Previous. 
	 To return to the previous screen, click Previous. 


	 




	 
	The educator can change any contact information in Step 8. 
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	Figure
	If applicable:  
	 
	 Edit any information. 
	 Edit any information. 
	 Edit any information. 

	 Use numbers for numeric fields. 
	 Use numbers for numeric fields. 

	 To terminate the application process, click Cancel, Next. 
	 To terminate the application process, click Cancel, Next. 

	 To return to the previous screen, click Previous. 
	 To return to the previous screen, click Previous. 

	 Click Next to continue. 
	 Click Next to continue. 


	 
	 
	 




	Step 9 is an affidavit.  By clicking on the checkbox, the educator is electronically signing the affidavit. 
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	Figure
	 Click on the checkbox. 
	 Click on the checkbox. 
	 Click on the checkbox. 

	 To terminate the application process, click Cancel, Next. 
	 To terminate the application process, click Cancel, Next. 

	 To return to the previous screen, click Previous. 
	 To return to the previous screen, click Previous. 

	 Click Next to continue. 
	 Click Next to continue. 


	 
	 
	 




	 
	Step 10 is a continuance of the affidavit.  The educator must answer all the questions.   
	Table
	TBody
	TR
	Span
	TD
	Span
	 
	Figure
	 Answer questions by clicking on the radio button for Yes or No. 
	 Answer questions by clicking on the radio button for Yes or No. 
	 Answer questions by clicking on the radio button for Yes or No. 

	 To terminate the application process, click Cancel, Next. 
	 To terminate the application process, click Cancel, Next. 

	 To return to the previous screen, click Previous. 
	 To return to the previous screen, click Previous. 

	 Click Next to continue. 
	 Click Next to continue. 


	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 




	Step 11 pertains to the educator’s Criminal History.  The educator must answer the Yes or No questions by clicking on the radio buttons. 
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	 Answer questions by clicking on the radio button for Yes or No. 
	 Answer questions by clicking on the radio button for Yes or No. 
	 Answer questions by clicking on the radio button for Yes or No. 

	 To terminate the application process, click Cancel, Next. 
	 To terminate the application process, click Cancel, Next. 

	 To return to the previous screen, click Previous. 
	 To return to the previous screen, click Previous. 

	 Click Next to continue. 
	 Click Next to continue. 
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	Step 12 requires the educator to answer fitness questions.  The educator must answer each question. 
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	Figure
	 
	 Answer questions by clicking on the radio button for Yes or No. 
	 Answer questions by clicking on the radio button for Yes or No. 
	 Answer questions by clicking on the radio button for Yes or No. 
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	 To terminate the application process, click Cancel, Next. 
	 To terminate the application process, click Cancel, Next. 
	 To terminate the application process, click Cancel, Next. 

	 To return to the previous screen, click Previous. 
	 To return to the previous screen, click Previous. 

	 Click Next to continue. 
	 Click Next to continue. 


	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 




	 
	  
	In Step 14 the educator is asked to provide 3 references.  Once the information is entered, the educator clicks on Next to continue. 
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	Figure
	 Enter data in required fields. 
	 Enter data in required fields. 
	 Enter data in required fields. 

	 Click on drop-down arrow to select answer for State. 
	 Click on drop-down arrow to select answer for State. 

	 To terminate the application process, click Cancel, Next. 
	 To terminate the application process, click Cancel, Next. 

	 To return to the previous screen, click Previous. 
	 To return to the previous screen, click Previous. 

	 Click Next to Continue. 
	 Click Next to Continue. 


	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 




	 
	Step 15 is an affidavit.  By clicking on the checkbox, the educator is signing the affidavit. 
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	 Click on checkbox. 
	 Click on checkbox. 
	 Click on checkbox. 

	 To terminate the application process, click Cancel, Next. 
	 To terminate the application process, click Cancel, Next. 

	 To return to the previous screen, click Previous. 
	 To return to the previous screen, click Previous. 

	 Click Next to continue. 
	 Click Next to continue. 


	 
	 
	 
	 
	 
	 
	 




	 
	  
	Step 16 allows the Educator to pay by credit card for their application.  The educator enters card information and clicks on Next to continue.  Note the amount to be charged to the educator is shown in the Amount field box.  This field is disabled so the amount does not change. 
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	 Fill out all required fields. 
	 Fill out all required fields. 
	 Fill out all required fields. 

	 Click on the drop-down arrows to select applicable answer. 
	 Click on the drop-down arrows to select applicable answer. 

	 Follow numeric format for entered numbers. 
	 Follow numeric format for entered numbers. 

	 Follow date format when entering date. 
	 Follow date format when entering date. 

	 To terminate the application process, click Cancel, Next. 
	 To terminate the application process, click Cancel, Next. 

	 To return to the previous screen, click Previous. 
	 To return to the previous screen, click Previous. 

	 Click Next to continue. 
	 Click Next to continue. 


	 
	 
	 
	 
	 
	 
	 
	 
	 
	Figure
	 




	 
	  
	Step 17 allows the educator to edit any of the information he or she entered before applying for the application.  There is an edit link for each section; therefore, if the user wishes to change address information, they click on the edit link directly across from the Address heading. 
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	 If applicable, click on the edit link to make any changes to the information already entered. 
	 If applicable, click on the edit link to make any changes to the information already entered. 
	 If applicable, click on the edit link to make any changes to the information already entered. 

	 To terminate the application process, click Cancel, Next. 
	 To terminate the application process, click Cancel, Next. 

	 To return to the previous screen, click Previous. 
	 To return to the previous screen, click Previous. 

	 Click Apply to complete application. 
	 Click Apply to complete application. 
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	Step 18 completes the process by clicking on Submit.  The educator will then be navigated to their credential screen. 
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	 To terminate the application process, click Cancel, Next. 
	 To terminate the application process, click Cancel, Next. 
	 To terminate the application process, click Cancel, Next. 

	 To return to the previous screen, click Previous. 
	 To return to the previous screen, click Previous. 

	 Click on Submit to complete the application process. 
	 Click on Submit to complete the application process. 
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