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Welcome

Welcome to the Washington State Educator Electronic Certification System (E-Certification).
This user guide will help you navigate through E-Certification. Once logged into the system, you
will be able to edit your profile, view your credentials, in addition to many other functions.

To Begin - Log in to: https://eds.ospi.k12.wa.us

Returning users click “Sign In” Tab

Sign In Create an Account

@ . System Sign In

Username: Iyouremail@organization.com

Password: I

Forgot your username or password?

First time user click “Create an Account” Tab

mn Create an Account

€@  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 symbol.

QOptional demographic information can be entered below for the purpose of linking a
new account to an existing teacher certificate.

3 Required Login Information

First Name: | |

Last Name: | |

Birthdate: [ | format: mm/opsrvyy)

Username:

|
Password: | |
Verify Password: |

Data for Linking to a Certificate

Gender: CMale O Female ® Not Specified

cothente: [ ]
S5N (last four): I:I

Contact Email: |

N
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Home Page

Once an educator has logged into E-Certification, their Home Page is launched. On the top of
the home page are two tabs, Home and My Credentials. Home will navigate the educator to
the home screen and My Credentials will take the educator to his or her credential screen.

Office of Superintendent of Public Instruction
Randy Dorn, State Superintendent
LUELEL ERGEE Office of Superintendent of Public Instruction - Educator

¥ Home | = MyCredemwals‘

Home Page

Welcome Educator

Under the Welcome Educator heading, there may be system messages posted for the
educator’s view.

:.'v Welcome Educator

‘Welcome to Washington Educator Electronic Cerlificate System (eCer).

View Your Credentials Here

The educator will find this link on their home page and it will navigate the user to his or her
credential screen, same function as the My Credentials tab. This will be shown in detail in the
next few pages.

View Your Credentials Here

Your credentials are available online. You are now able to see your current and prior certificates, permits and
other certification information.
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On the Educator’s home page are links that are applicable to the educator’s statuses. For
example if it is time for an educator to renew their certificate, a notice will appear on their
home page with a link navigating them to a wizard which will help complete the necessary
process.

While there are several different scenarios and a number of certificates, this user guide will
focus on some of the primary ones.

Each application corresponds with a wizard. A wizard is a step by step guide helping the
educator through processing the application. The wizard is intuitive and the educator will
notice some steps are the same in different wizards.

Wizards throughout the system
basically follow the same format.
There are drop-down arrows in
some fields, numeric answers only
in some fields, while most fields
are required. If any Educator does
not fill out a required field
(marked with a red asterisk), an
error message will be displayed
instructing the educator what is
needed to complete the
application.

Wizards will direct the user if it is a
multiple step wizard by showing
buttons at the bottom, such as
Next.

Each wizard will also allow the
educator to cancel the application
process by clicking on the Cancel
radio button at the bottom of the
wizard.
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View Your Credentials Here

By clicking on this link, the educator can view their current and prior certification information.

View Your Credentials Here

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

Once the educator clicks on the View Your Credentials Here link, he or she is navigated to the
Credentials screen. The top part of the screen houses the educator’s primary, contact and
miscellaneous information.

The tabs in the heading across the top of Credentials will be addressed later in the user guide.

a Hcme‘ LY Cvedenﬁals‘ B Educator ‘

Cleducatormain | *1 commiog CAnmers o) Tl Experise o)
Credentials

Primary Contact Miscellaneous
Information Information Information
Full Name: Address: 123 Main St. Ethnicity: Unknown/Not Provided
WA Cert: City State, Zip: Springfield IL, 62711 Status: Active
SSN: *eeve Home Phone: (217) 5551212 Print Name:
DOB: 5/17/1972 Work Phene: Educator ID:

‘Gender. Male
Click Here to Edit Educator

Email:
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Edit Educator Information

An educator can change their information by clicking on the Click Here to Edit Educator link. A
three step wizard is launched navigating the educator through each step.

Step 1 allows the educator to change any profile information. For purposes of privacy, most
information in the field boxes has been removed. Note the red asterisks on some of the fields.
There are also drop-down arrows which when clicked on displays a list from which the educator
can select the applicable answer. Once changes have been made, the educator clicks on Next.

e Fill out all required fields.

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

e Follow date format when
entering date.

e Click on checkbox to select
applicable answer.

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

e Click Next to continue.

Edit Educator - Step 1 of 3

You are editing an Educator.

Please edit the profile information and click the Next button.
File Location: i

Teacher Mumber:

SSN:

First Mame:

Middle Mame:

Last Mame:

Former Mame:

Print Mame:

Gender: |Male

Birth Date: (0317/1972 MM/DOHY Yy =

Ethnicity: |Unknm*:n.anI Provided V| -

[ ]
|
|
|
|
|
Suffize:

D American Indian or Alaska Mative
D Asian

D Black or African American

Race:

D Caucasian or White
D Mative Hawaiian or Other Pacific Islander

Educator Status: | Active bl

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

(%) Continue - Flease continue the wizard.

‘) Cancel - Please cancel the wizard.

Next
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Step 2 allows the educator to make changes to their address if applicable. Once changes have

been made, the educator clicks on Next.

e Fill out all required fields.

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

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

e Click Next to continue.

Edit Educator - Step 2 of 3

e

You are editing an Educator.

Flease edit the address information and click the Next button.

Mailing Address: | * |'
City: [Springfield i
Country: |United States W E
State: [Illinois v

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.

. .
@ Previous Mext
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Step 3 allows the educator to change any contact information. Once changes have been made,
the educator clicks on Submit.

Edit Educator - Step 3 of 3

©

You are editing an Educator.
e Follow numeric format when

entering phone numbers.

e To terminate the application Work Phone: (|:|)|:|-|:|eﬂ-|:|
process, click Cancel, Submit. Home Phone: ([217])555]-[1212]

Please edit the contact information and click the Submit button.

e Toreturn to the previous Atemate Phone: (o[ ][]
screen, click Previous. Faxphone: (D[ |{ |
e Click Submit.

Email Address:

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

(®) Save - Please save the profile information.

'::::' Cancel - Please cancel the wizard

ey
@ Previous Submit @
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The second part of the Credentials screen shows the educator’s Applications, Certificates and
Endorsements for Selected Certificates.

Note: By clicking on Select under Certificates, the associated endorsements will be displayed in
the section, Endorsements for Selected Certificate.

Credentials Legacy

Show All Applications

Checklist 1] Document Description Status Background Source Received Pay Info Balance
Checklist AGEE. HEXKX Teacher Certification CLOSED Mo 0s?I 02/21/2014

Checklist BEROCE I Conversion OPEN No 0spI 03/12/2014

Checklist EI0068 REIDRX Res. Teacher Reissue CLOSED Mo 05?1 03/18/2014 CC-33.00 0.00
Checklist FEFBE0 WX Resident Teacher Renewal OPEN No 0sP! 03/18/2014 CC-63.00 0.00
Show All Certificates
[setect [puplicate [app1D_[certificate Status Recommend App Date Issued Effective Expires Renews Printed? |Permit?
Select SOGEGER  RESIDENCY TEACHER Issued WANKNRKX|02/21/2014) 03/18/2014  |03/18/2014 |03/18/2014 | 06/30/2014 |07/01/2014 | Queued
Select SOGESE | RESIDENCY TEACHER (RENEWAL) Pending Review WAXKKRN02/21/2014) 03/18/2014 -

Select WUHE | RESIDENCY TEACHER (FIRST ISSUE) Deficient 50001 03/12/2014 -

Endorsements For Selected Certificate
App ID Endorsement Description Status Recommend App Date Issued Effective Expires Renews
907689 3400-00 ELEMENTARY EDUCATION() Issued WA-EX0EN02/21/2014) 03/18/2014 03/18/2014 03/18/2014 06/30/2017 07/01/2017

The Checklist link will show the educator all the information on file for the application process.
This is a view only screen.

Shaw AR Applications
i [ [T ATt B i vd Fary nha Falarn
e AR Teackar Lartdicwtion [<Te e Ao
FTE P L = o
Chachliat e i Bt Thachar Sninss RO Ma CC-NA 3 B
Cherilint TR g E: =t Tencher Rprgwrs [ i} Na 41 00 o0
Application Checklist Application Checklist Status
Status History Checklist Step Step Status Update Date/Time
/| Prigied.& Sigmed A Hovd Printed & Signed App Revd Complete 2/21/2014 7:28:52 AM
Begin Review Complete 2/21/2014 7:28:51 AM
/' Begin Review
Application Fee Complete 2/21/2014 7:28:50 AM
+/ Application Fee
WSP Fingerprint Complete 2/21/3014 7:28:48 AM
“/ WSP Fingerprint
FBI FingerPrint Complete 2/21/2014 7:28:47 AM
EBI FingerPrint 5
| EB1FingerPrint CFS Form Complete 2/21/2014 7:28:46 AM
S Verify Degree Complete 2/21/2014 7:28:44 AM
/| Verify Degres Verify Program Completion Complete 2/21/2014 7:28:43 AM
| Verify Program Compietion Verify Certificate Complete 2/21/2014 7:28:41 AM
/| Veriy Certificate Verify Experience Complete 2/21/2014 7:28:60 AM
/| Verity Experience Verify Transcript(s) complete 2/21/2014 7:28:38 AM
| Verity Transoriptis) Certificate Tests Complete 2/21/2014 7:28:36 AM
k7] Cestifate Tests Endorsement Tests Ccomplete 2/21/2014 7:28:34 AM
7] Epdorsement Tests Permits Complete 2/21/2014 7:28:32 AM
Review Complete Complete 2/21/2014 7:28:30 AM
| Permi
/' Review Complete

10
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Request Duplicate Certificate

Housed in the Certificates table is a link to request a duplicate certificate. By clicking on the
link, Request Duplicate, a 7 step wizard is launched.

Show All Certificates
‘Select|DupIicate ‘App ID ‘Certiﬁcate ‘Status }Recommend }App Date |Issued Effective Expires Renews Printed? ‘Permit?‘
Select |Request RESIDENCY TEACHER Issued 03/18/2014 03/18/2014 03/18/2014 06/30/2014 07/01/2014 03/21/2014
Duplicate
Select RESIDENCY TEACHER (FIRST  Deficient 50001 03/12/2014
ISSUE)

Step 1 of the Online Duplicate Request Application asks the educator to update their profile.
Once that has been updated, if applicable, click Next.

Online Duplicate Request Application - Step 1 of 7 9@

You are applying for a Duplicate Cerfificate Request Application

Please updsate your profile information and dick the Mesxt button.

e Fill out all required fields.

e Click on the drop-down arrows to Fie Locstion: v
select applicable answer. Teacher Number.
e Follow date format when v =}
entering date. First Name: |
e Click on checkbox to select iddle Name: |
Last Name: |

applicable answer.
e To terminate the application

Former Mame: |

— — = — =

7 7 Suff
ende ale l

Birth Date: (05/17/1972 MM/DD Y Y

Ethnicity: [Unknown/Mot Provided |-

[J American Indian or Alasks Native
[ asian

] Black or African American

Race:

[ Caucasian or White
[ native Hewsiisn or Cther Pacific |slsnder

Educator Ststus: | Active hdls

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

(%) Continue - Please continue the wizard.

L_! Cancel - Please cancel the wizard.

Mext @

11
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Step 2 and 3 asks the educator to update their address and contact information respectively.
Once information has been updated, if applicable, click Next to continue.

e Fill out all required fields.

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

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

e To return to the previous
screen, click Previous.

e Click Next to continue.

e Follow numeric format when

entering phone numbers.

e To terminate the application

process, click Cancel, Next.

e To return to the previous screen, Home Phone: (217))[558] [127]

click Previous.
e Click Next to continue.

e

Cnline Duplicate Request Application - Step 2 of 7

You are applying for a Duplicate Certificate Request Application

Please update your address information and click the Next button.

Mailing Address: | ® |’
| |
City: |Springﬁeld |'
Country: |United States W E
State: |lllinois i
Zip Code: [62711 F

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

(®) Continue - Please continue the wizard.

() Cancel - Please cancel the wizard.

@ Previous Mext @

©

Online Duplicate Request Application - Step 3 of 7

You are applying for a Duplicate Certificate Request Application

Please edit the contact information and click the Next button.

Educator ID: 160623

Work Phone: (D)l:l—l:lextl:l

Alternate Phone: (l:l)l:l-l:l
Faxphone: ([ [ ]

Email Address:

Updated:
Created:

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

(® Save - Please save the profile information.

() Cancel - Please cancel the wizard

@ Previous Next @

12
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Step 4 asks the educator to enter the number of duplicates he or she is requesting. Once that

has been entered, click Next.

Enter number of

Online Duplicate Request Application - Step 4 of 7

e

requested duplicates.
To terminate the
application process,
click Cancel, Next.

To return to the
previous screen, click

You are applying for a Duplicate Certificate Request Application

Mumber of Duplicates Requested for I:I
(®) Continue - click o continue to the next step

() Cancel - Please cancel the wizard

Previous.

. ==
Click Next to @ Previous
continue.

ot ©

Fill out all required fields.

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

Follow numeric format for entered
numbers.

Follow date format when entering date.
To terminate the application process, click
Cancel, Next.

To return to the previous screen, click
Previous.

Click Next to continue.

Step 5 requests payment information. The amount is displayed at the bottom of the wizard.
The educator enters credit card information and clicks Next to continue.

Online Duplicate Request Application - Step 5 of 7 2]

You are applying for a Duplicate Certificate Request Application

Please enter your payment information and click Mext.

Payment Type: |Credit Card W

Credit Card #: I:I “ no spaces or dashes
Expiration Date: I:l * [Example: 02/11)
Verification Code: I:l -

Plesse provide the name on the credit card. Wou must also
provide the billing address for the credit cand being used
and this address must match the address on the credit card
statement (the holder of the credit card's address, not the
bank's address).

Mame on Credit Card: | |

Address Line 1: |123 Main St. |"

Address Line 2: | |

City: | |"

State: |IIIinois vl -

Email: | |"

Amount: |545.00

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

(®) Save - Please save the fee information.

"
" Cancel - Flease cancel the wizard.

Q Previous Next @

13
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Step 6 requests the educator reviews information before applying with credit card. The Edit
links to the right of each section allows the educator to make changes if necessary. When all
information is reviewed, the educator clicks Apply. Step 8 will be launched verifying the

transaction.

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

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

e Toreturn to the previous screen,
click Previous.

e Click Apply to complete
application.

Cnline Duplicate Request Application - Step 6 of 7 o

You are applying for a Duplicate Certificate Reguest Application

Please review the information below. Once you have reviewed the information click
the Apply link. By clicking the Apply link you are electronically signing this

application and autharizing the Washington State Office of Superintendent of Public
Instruction to change your credit card for the listed application amogak

— Profile [edif)
Name:
S5M: Birth Date
Gender: Male Former:
Print Mame: Ethnicity: UnknowniNot Provided
— Address (edif)

Mailing Address:
City State, Zip: Springfield IL, 62711
Coumntry: US

— Contact (edif)
Home Phone:
Email Address:

— Payment [edif)
Credit Cand #; S
Expiration Date: 0920
CC Verification:
CC Name:
CC Address Line 1:
CC Address Line 2:
CC City: Springfield
CC State: IL
CC Zip: 62711
CC Email:
Amount: 54800

Once you have reviewed the informatien click on the Apply button to submit
your credential application. After clicking submit, it may take up to one minute
to approve the transaction. Do not refresh the screen or click on any buttons
or you may be double charged.

0] Apply - Please accept my credential application.

() Cancel - Please cancel the wizard.

Q Previous Apply @

14
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Below are examples of links that could be found on an educator’s home page. This user guide
will take the educator through each link listed below to demonstrate how the application
process works via wizards. These examples will show the educator how to go through any
application process no matter what they are applying for.

|3 Apply For Your College Recommendation Here

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

|3 Apply For Your District Request Here

Click here to apply for your Washington District Request. Your district has electronically requested a Washington
teaching credential for you. Click on this link to start your application process.

|3 Apply for a Washington Credential Here
Use this wizard to see if you qualify to apply for a Washington Teacher Ceriificate. Click on this link to start your
application process.

[3 Apply to Reissue Your Washington Credential
Here

Click here to apply to re-issue your Washington credential. Click on this link to start your
application process.

| Renew Your Credentials Here
Click here to renew your Washington educator credentials. Most renewal applications can be submitied
electronically. Some applications must be reviewed before they will be renewed. All online applications require a

credit card payment.

15
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Apply for Your College Recommendation

If applicable, the following link will appear on the Educator’s home page.

.1 Apply For Your College Recommendation Here

Click here to apply for your Washington college recommendation. You have recenily 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.

To apply for college recommendation, the Educator clicks on the link, Click here to apply for
your Washington college recommendation.....

This action will launch the Educator Recommendation List table. By clicking on the link, Apply
for Credential, the educator can proceed with application. Note if the Status is not in
Completed Program, the educator should contact their institution.

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 be skipped and the Educator will be navigated to the next
applicable step.

Educator Recommendation List
College Recommendations Awaiting Application

|Centificate | S2mtus | |Rrcommernded Aok

T10600 - RISDINCY TIACHEE (FEST S3T) Comgleted Program WA-Cemiral Washingion Unfrersity S/14/2004

TE10600 - RESDENCY TEACHER [FRET S2UE) Pre Completion of Program WhA-Cemtral Washngion Unbrersity 571472014 Agely For Credestial
1'% aborve credential i i Pre.Comphetion of Program stalus hen your miSiebion Ras not mired yosr recomendabon complets #f B bme. Pledis tontic your recommanding nsbiulion fod mon normation on what you med lo & 15 complele the
L=
Iyt CHSCabE i N o Program Complele istus i o whgibie for acpbcation ou Gan apcl o il by cRcking P Apply Fod Craedential ik 10 i ight of ths ceniicats

16
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Step 1 of the Educator Recommendation Application is an informational introduction to the

application process.

e Carefully read 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 o

You are applying for the cerfificate 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 application process has been started, you must fully complete and
submit the application. If you stop in the middle, you will complete sll application
screens again. We anticipate that this process will take you approximately 15-30
minutes, so please ensure that you have emough time to complete the application.

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

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

document in Adobe Poriable Document File (FOF) 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 hawve attended 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 school andior private school work experience. This information
should be filled out before completing your application under My Credentials =
Educator > Work History > Professional Educstion Experience.

= & 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 wizand.

') Cancel - Please cancel the wizard.

Next @

17
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The next step asks the educator to update their personal information if necessary.

Educator Recommendation Application - Step 6 of 18 e

You are applying for the certificate recommended by your institution.

If applicable: Please update your profile information and click the Next button.
File Location: W
* Enterinformation in reqUired Teacher Number:
fields. - "
¢ Click on drop-down arrow and o
select answer.
e Use specific format for date. Middlz Hame:

e Click on one of the

Farmer Mame:

- % - 5

I
I
Last Mame: |
I
I

checkboxes.
e To terminate the application B
process, click Cancel, Next. Lt
e Toreturn to the previous Eoner
screen, click Previous. BithDste: [ |mMmmDnvvyy
e Click Next to continue. Ethnicity: [Unknown/Mot Provided |+
Race: [ American Indian or Alaska Mative
[ asian
[ Black or African American

[ caucasian or White
|:| Mative Hewmiian or Other Pacific [slander

Educsator Status: | Active bl

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

(®) Continue - Please confinue the wizard.

() Cancel - Please cancel the wizard.

"% Previous Next -
(€] &

18
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Step 7 is part of the profile update. The educator can change any information if necessary.

If applicable:

e Enter information in required
fields.

e C(lick on drop-down arrow and
select answer.

e Click Next to continue.

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

e Toreturn to the previous screen,
click Previous.

Educator Recommendation Application - Step 7 of 18

©

Please update your address information and click the Mext button.

You are applying for the cerificate recommended by your institution.

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.

Mailing Address: | * |'
City: [Springfield F
Country: [United States v
State: |IIIinois V|’

@ Previous Mext

The educator can change any contact information in Step 8.

If applicable:

e Edit any information.

e Use numbers for numeric
fields.

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

e To return to the previous
screen, click Previous.

e 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: (I:l)l:l-l:lext_l:l
Home Phone: ()—I:I
Alternate Phone: (|:|)|:|-|:|
Fax Fhone: (|:|)|:H:|

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

19




Washington State Office of Superintendent of Public Instruction
E-Certification Educator User Guide

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

affidavit.

e C(lick on the checkbox.

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

e To return to the previous
screen, click Previous.

e Click Next to continue.

Educator Recommendation Application - Step 9 of 13

[ J)

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

Affidavit:

[] ! certify (or declare) under penaity of perjury under the laws of the
State of Washington that the foregoing is true and correct. If the
answers to any guestion on the application or the moral character and
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 question click on the Next button.

(®) Continue - Please continue the wizard.

() Cancel - Please cancel the wizard.

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

Educator Recommendation Application - Step 10 of 18 “

You are applying for the cerificate by your

Pease the 9 cacofully and completely before providing
Information and signing the aMdave

Section Il - Professional Fitness

e Answer questions by clicking on the radio T | o e
button for Yes or No. 1O O esencanacmer e osRt
e To terminate the application process, click 2),C/100 <t yo wiee Nk o o your cusrmcliy Mokl ey Sclcai

cenicate, Credental of BOeNse AUthOrINg Service In the

Cancel, Next. cmmi::tfmv:s!m PSS, serhicion, BnOve
countrios in the explanation
e To return to the previous screen, click - ,
3 AR you currendly of have you ever been the subyect of any
Previous cortficale o Bcensing Investigation or inguiry by any
. centfication of agency for alegations of

e Click Next to continue. agency inchusng comelee 20053 ad iagnna numtes

g O (O Have you ever had any adverse action taken on any
cerificate or Aeonse? (Adverse action iInchudes letters of
waming, reprimands. suspensicns (ncluding stayed),
PEVOCANONS, YOIUNLary SUfenders, of YORMNCS )

5 ) Have you ever been denied, or obenvwise rejecied for cause
T 7 aneducabon centficate, credential, o kcense?

8 O ) Have you ever withdrawn an 3pphcation for any education
. certhicale, credentiaé, of Scense?

7 O (O Haveyou ever practced in any educational positon in a
PuUbRC schoot for which you did not hoid the appropriate vald
& centcate of Scanse fof hat

posaon?

8 Have you ever been dsmissed, Gscharged, of fred from
any employment posdion nvolving chidren or dependant
A0Rs? (Do not iInkucy RIFs)

9 O (O MHave you ever resigned fom or otherwise left any
il (e g o ) witie
misconduct were pending?

s of

10 | ) Have you ever been Siscpined by a past or present
2 of 3act?

11 O ) At you currently of hive you ever Deen Ihe sutject of any
: Investigabion or iInguiry by an emgioyer because of
allepations of misconduct?

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

8! Contnue - Pioase continue he wizard
 Cancel - Please cancel the wizaed

G Pravious Next c
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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.

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

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

e Toreturntothe
previous screen, click
Previous.

e Click Next to continue.

Educator Recommendation Application - Step 11 of 18 9
You are applying for the certifi rec by your
Please ¢ the f ] carefully and before p 9 1 and signing the affidavit

Section lli - Criminal History

If you answer "yes" to questions 1 through 5 {Section Ill), please provide the following:
= 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 1,2,3, DO NOT inciude minor in (MIP/minor in c (MIC) occurring more than 2 years ago of
driving under the influence (DUI) occurring more than 5 years ago.

Yes No Question

) In the last 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 1,23, 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. O (O Inthe 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 Inthelast 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 plea of guilty or nolo contendere is the basis of conviction, (2) all
proceedings in which 3 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

40 O Have you ever been convicted of any felony crime?

50 O Do you 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.

g (O (O 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 relating to the investigation
in the explanation box below

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

® Continue - Piease continue the wizard
O cancel - Please cancel the wizard

Previous Next 7
(€] ©
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Step 12 requires the educator to answer fitness questions. The educator must answer each

question.

Educator Recommendation Application - Step 12 of 18

You are applying for the certficate recommended by your institution.

Please ¢

he fobk Questions carefully and compietely before providng

intormaton and 1g7ung the amtdant
Section IV . Fitness

e Answer questions by clicking on

lmnmm‘naim(mmm.m

the radio button for Yes or No. explanation in the box bebow.

ARRRAR R AR ARy e T P PP P TP PP PP PR T heas

1

Have you ever exhidiied and behdvior of Conduct which

might negatively Impact your abiity 10 serve in a role
which requires a cortificate. credental, or icense?

In the past 10 years, have you ever engaged in any
conduct which resulied in he damage or destruction of
property? (For purposes of questions 2 and 3, property
nciudes both real and personal property owned by you
of another. Do not kst camages done a3 the resutt of an
automobie accident )

In the st 10 years have you ever Ireatened 1o
Gamage of desiroy property?

Mave you ever engaged in any ConAuCt which resulted
I the physical injury o harm of any personis)? (Do not
k5t nury or harm Caused as the resut of dubes
periormed due 10 8 JOb assignment Such s police
Oficer, armed forces member, o athiete )

Have you ever threatened %0 00 physical inpury of harm
10 any person(s)? (Do not st inury or harm Caused as
e resut of Cutes performed due 10 3 job assignment
such as police officer, armed forces member, of
atroete )

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

Click Next to continue.

Ta O

D0 you have 2 medical CondBon which In a0y way
IMpairs o kemits you abEfy 10 30rve In & Corticated role
with reasonable skl and safety?

¥ you use chemical substance(s), Goes this use In any
Wity IO o it your abiity 10 Serve In & Coniicated
1ok WiEN reasonable shal and satety?

) M you Gsciosed a “yes” answer 10 Questions S or 7

mOntorng program? PHase explan in he box besow
and provide e name  address. and lelephone number
of e program

Do you Currently use Begal drugs?
Mave you used Begal Arugs In e st year?

i you Gsciosed 2 “yes” answer 10 Question § above,
have you successiully completed o are you
PANCHINNG IN 3 SUDENVISEd rohabatation program?
Ploase expian in the box Delow and provide The name
0xess. and Yolephone number of ™he program

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

1.0 O

1.0 O

Have you ever been found in any dependency of
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
parson

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.

120 O

13.0 O

Are you currently in default status on any educational
loan or scholarship? (Do not inciude 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.

e Previous
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In Step 14 the educator is asked to provide 3 references. Once the information is entered, the

educator clicks on Next to continue.

e Enter data in required fields.

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

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

e To return to the previous screen,
click Previous.

e Click Next to Continue.

Educator Recommendation Application - Step 14 of 18

You are applying for the certificate recommended by your institution.

Provide characher mformation réquesied below.

Section V - Character References

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

references.
Character Reference 1

Name: |

Mailing Address:

city: |

State | ]

Zip: |

Telephone Number {l_-][_|-. E

E-mail Address: |

Character Reference 2

Wame: |

Mailing Address;

City:

State: [ el

Zip '

Teiephone Numoer: (o ][]

E-mail Address

Character Reference 3

Name:

Mailing Address: |

city: [

State:; W

Zip: .

Telephone Number: [JJ._i- .

E-mail Addrass:

Onice you have entered the information click on the Next button.

® Continue - Please continue the wizard

) Cancal - Please cancel the wizard

@ Previous

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

e Click on checkbox.

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

e To return to the previous
screen, click Previous.

e Click Next to continue.

Educator Recommendation Application - Step 15 of 18 9

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

Affidavit:

O] | ceriify (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 comeck.

I the information provided or answer{s) to any question on the
application or character and fitness supplement changes prior to my
being granted cerification, | 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 cerfificate holder, reprimand,
suspension, or revocation of the renewal cerificate, credential, or
license.

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

{®) Continue - Please continue the wizard.

':::' Cancel - Please cancel the wizard.

@ Previous Next @
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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.

Please enter your payment information and click Mext.

e Fill out all required fields. Payment Type: |Credit Card i
e (Clickon thg drop-down arrows to M""ﬂ
select applicable answer. Gresit Gerd # | | no spscss or dashes
e Follow numeric format for entered T |:| i
numbers. _ Verification Code: [ |*
* Follow date format when enterlng Please provide the name on the credit card. You must also
date provide the biling address for the credit card being used
’ and this address must match the address on the credit card
e To terminate the app"cation statement (the holder of the credit card's address, not the

bank's address).

process, click Cancel, Next.
e Toreturn to the previous screen,

MNarme on Credit Card

|
i i Address Line 1: | |"
click Previous.
. . Address Line 2: | |
e Click Next to continue. |
City- -
State: |lllinois W
Emiail: | |"

Amount | 565.00 -

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

(®) Save - Please save the fee information.

‘! Cancel - Flease cancel the wizard.

B brevious Next -
(€] &
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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.

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

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

e To return to the previous screen, click
Previous.

e Click Apply to complete application.

Educator Recommendation Application - Step 17 of 13

e

You are applylng for the certificate recommended by your Institution.

Please raview the Informatian below. Once you have reviewed the infarmation click
ihe Apply link. Sy clicking the Apply Ink you are electronically signing this
appilizatian and authodzing the Washington State Office of Superintzndant of Public
Instruction to charge your credit card far the lsted appllcation amsaunt.

= Profile (edif)
MName:
S5l Birth Date:
Gender: Fonmer:
Print Mame: Ethnicity: UnknownMot Provided
— hddress [kl
Malling Addrags:
Chy State, Zlp: Springfeld IL, £2711
Country: L5
— Contacl (el
Homa Phang:
Emall Addrags:
- F‘a‘,-mgm |:EI:IIl:|

Cradit Carg #; weesdis
Expiration Date: 0815
CC Warificatian:

CC Mame:
CC Addrese Line 1:
CC Addrese Ling 2:
CC City:
oC Eate:
CC ZIp
CC Emall:
Amount: $65.00

Once you have reviewsd the Information click on the Apply button to submit
yaur credentlal appiication. After clicking eubmit, It may take up to one minwte
to approve the transaction. Do not refresn the screen or click on any buttons

or you may be double charged.

{®) appiy - Pleasa accapt my credentlal appicatian.
) caneal - Pleaca cancel the wizard

@l Pravlous

appy 3
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Step 18 completes the process by clicking on Submit. The educator will then be navigated to

their credential screen.

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

e To return to the previous
screen, click Previous.

e Click on Submit to
complete the application
process.

Educator Recommendation Application - Step 18 of 18 o

You are applying for the certificate recommended by your institution.

Please review the following information.

You have successiully applied for your new Washington teaching credential.

Your cerfificate has been routed to a cerification specialist for review.

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
are reviewed in the order in which they are received. During peak periods that
reviewprocess can take up to eight weeks but typically takes a few weeks.

Click here to view your new credential information.

Review the outcome of your application and click Submit.

(®) Continue - Please continue the wizard.

Cancel - Please cancel the wizard.

@ Previous Submit @
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Apply for Your District Request Here

If a district electronically requests a teaching credential for an educator, a link will be displayed

on the educator’s home page.

j -

___j* Apply For Your District Request Here

Click here to apply for your Washington District Request. Your district has electronically requested a Washington
teaching credential for you. Click on this link to start your application process.

To start the process, the educator clicks on the link, Click here to apply for your Washington
District Request. This action will launch the District Request Application List table. The

educator clicks on the Begin link for the selected application.

District Request Application List

Available &pplications
Application Dtrict Statun
4025 - Condaticnsl District Reguest
£33% - Condicnal Districst Reguest

&015 - Condmional District Request

&026 - Emergency Certificate District Request
4027 - [merpeny Substitute Certificate District Request
#028 - nters Subatitute Coriate Distriet Reguedt

075 - nRtisl/Probaticnary CTE Tekthar Cortificate Diitrict Requadt

| Requet Date

/371004 10 42:57 AM
ST I0LA LD A2 NT AN
57281004 7B 08 AM
5281004 4437 AN
S/28/1014 75807 AM
S/28/1004 80529 AM
SI8/3014 821530 AM

Action

Begin
Brgin
Paegn
Begin
Ergin

By clicking on the Begin link, an 18 step wizard is launched. The educator will go through each

step for complete the application process.
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Step 1 is both an informational and instructional explanation of the application process. Once
the Educator has read the explanation, he or she clicks on Next to continue.

e Carefully read the explanation
provided in Step 1.

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

e Click Next to continue.

Educator CTE Conditional Certificate - Step 1 of 18 o

You are requesting a CTE Conditional Certificate.

Thank you for choosing fo 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 application process has been started, you must fully complete and
submit the application. If you stop in the middle, you will complete all application
screens again. We anticipate that this process will take you approximately 15-30
minutes, so please ensure that you have emough time to complete the application.

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

- Evidence regarding your good moral character and personal fitness. Depending on
your answers to the character and fitness supplement questions, you may be asked
to provide addiional information, either in written form or an upload of an electronic
document in Adobe Portable Document File (PDF) format.

Individuals applying for 2 conditional certificate may need to provide one or more of
the following:

Official transcripts required if assignment is special educsetion or school speech-
language pathologist or audiologist

Speechdanguage Pathologist or Audiclogist apply for a second conditional
certificate: VERIFICATION OF MASTER'S DEGREE PROGRAM ENROLLMENT
form F-4025E

These forms must be downloaded, completed, and have signatures from the proper
organizations. ou will be allowed to submit electronic versions of the completed
forms as part of the application process. If you are not able to submit them with the
application, then you will need to mail these forms to the Office of Superintendent of
Public Instruction for processing.

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

(®) Continue - Please confinue the wizard.

L Cancel - Please cancel the wizard.

Next @
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Step 2 asks the educator to verify his or her Washington State Certificate number. Once
verification is made, the educator clicks Next to continue.

e Verify certificate
number.

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

e Toreturntothe
previous screen, click
Previous.

e Click Next to
continue.

Educator CTE Conditional Certificate - Step 2 of 18

&

You are requesting a CTE Conditional Certificate.
Is the Washington Cerificate Number below correct?

Your Washington State Certificate #:

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

_) No, the information above is not comect.
(®) Yes, the information above is comect.

(_) Cancel - Please cancel the wizard.

== .
Q Previous Mext
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Step 3 display’s the educator’s Education Experience. If this is not correct, the educator clicks
on “No, the information is not correct” and the educator will be directed to a screen that will
allow him or her to update or edit their education experience. This will cause the educator to
restart the application process. By clicking Yes, the educator is verifying their Education
Experience. Once verified, the educator clicks on Next.

Educator CTE Conditional Certificate - Step 3 of 18 o

e Ifinformation is You are requesting a CTE Conditional Cerfificate.

incorrect, click No. Is your education experience correct? If you choose no, you will be redirected to a

e To terminate the screen that will allow you to update/edit your education experience and you will
application process, have to restart this process.

click Cancel, Next. Your Education Experience:
Y To return to the ..........................................................................................
previous screen click Institution Begin |End Degree | Credits Post Grad.
Previous ’ Date Date Earned Credits
’ Earned
e |[finformation is
Correct, click Yes' ..........................................................................................
then click Next to Once you have answered the question click on the Next button.

continue.
' Mo, the information above is not comect.

(®) yes, the information above is comrect.

() Cancel - Please cancel the wizard.

@ Previous Mext @
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Step 4 requires the educator to enter the school year and program area or courses. Once
information has been entered, the educator clicks on Next to continue.

e Enter required
information.

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

e Toreturntothe
previous screen, click
Previous.

e Click Next to continue.

Educator CTE Conditional Certificate - Step 4 of 18

You are requesting a CTE Conditional Certificate.

School Year |

Program Area or Courses: |

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

(®) Continue - Please continue the wizard.

':::::' Cancel - Please cancel the wizard.

=
Q Previous MNext
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Educators are asked to list all states in which they hold or have held an educational certificate

in Step 5.

e If applicable, in the text box,
list states.

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

e To return to the previous
screen, click Previous.

e Click Next to continue.

Educator CTE Conditional Certificate - Step 5 of 18

[

You are requesting a CTE Conditional Certificate.

List all states, other than Washington, in which you hold or have held educational
certification.

Other State Certification:

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

(®) Continue

() Cancel - Please cancel the wizard.

@ Previous Mext @
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Fill out all required fields.

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

Follow date format when entering
date.

Click on checkbox to select
applicable answer.

To terminate the application
process, click Cancel, Next.

To return to the previous screen,
click Previous.

Click Next to continue.

In Step 6 the educator can change any profile information as necessary.

Educalor CTE Conditional Cerfificate - Step 6 of 18
You are requesting a CTE Conditional Certificate.
Plaase edit the profie information and click the Neot button

Filie Loeasson s

Teacher Number. 5058728
SEM

First Name: |

Micidie Mame: |

Last Name: |

Former Name |

Prring Mame: |

—— o

Suiffax v|
Gender. | Malg d
Bith Dwi: (051711972 MwwoorvvYyy *

Ethnacity: ||_|r~:'-:nw.-:.-N¢’. Prowided Vl o

[ Amesican Indian or Alasia Natve
[ Asian

[ Black o« African Amarican

[ caucasian or White

Race:

[ Native Havadian or Other Pacific Islander

Educator Status: |Active  w|”

Once you have entered the required data click on the Mext busten.

#) Continue - Please continue the wizard

) Cancel - Please cancel the wizasd

@ Previous

Mext
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If applicable:

Fill out all required fields.
Click on the drop-down
arrows to select applicable
answer.

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

Click Next to continue.

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.

Step 7 is part of the profile update. The educator can change any information if necessary.

Educator CTE Conditional Certificate - Step 7 of 18

e

You are requesting a CTE Conditional Certificate.

Please edit the address information and click the Mext button.

Mailing Address: |h23 Main St. x |’
City: |Springfield i
Couniry: [United States v
State: |IIIin0is V|'

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.

Next

@ Previous

The educator can change any contact information in Step 8.

Educator CTE Conditional Certificate - Step 8 of 18

@

You are requesting a CTE Conditional Certificate.

Please edit the contact information and click the Submit button.

Work Phone: (|:|)| || |ext.| |
Home Phone: ()-
Alternate Phone: (l:l)l:l—l:l
Fax Phone: (I:ljl:l—l:l

Email Address:

® Save - Please save the profile information.

) Cancel - Please cancel the wizard

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

@ Previous

Next

37




Washington State Office of Superintendent of Public Instruction
E-Certification Educator User Guide

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

affidavit.

e C(lick on the checkbox.

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

e To return to the previous
screen, click Previous.

e Click Next to continue.

Educator CTE Conditional Certificate - Step 9 of 18

©

You are requesting a CTE Conditional Certificate.

Affidawit:

] | certify (or declare) under penalty of perjury under the laws of the
State of Washington that the foregoing is true and correct. The
intentional misrepresentation of a material fact in this form subjects
the holder to revocation of his/her cerificate pursuant to chapter 181-
85 WAC.

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

{®) Continue - Please continue the wizard.

() Cancel - Please cancel the wizard.

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

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

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

e To return to the previous screen, click
Previous.

e C(Click Next to continue.

Educator CTE Conditional Certificate - Step 10 of 18

You are requesting a CTE Conditional Certificate.

Pioase compiste the following tions carefully and comp
Information and signing the afidavit

Seoction Il - Professional Fitness

1. ¢ 0O Havc)vumnoldorooyou y hoid a gt
education certificate?
2 O (O Have you ever heid or do your currently hoid any educaton

certificate, credential, or cense authorizing service in the
public/peivate schocks in another state, province, territory, of
country? If "yes " st the stales, provinces, tesritocies, and/or
countries in the explanaton

3 (O (O Aveyou currently or have you ever been the subject of any

misconduct? If "yes,” in the explanation box below, kst the
agency, including complete address and telephone number
as well as the purpose of the investigation or inquiry.

4 O (O Haveyou ever had any adverse action taken on any
g certificate or Bcense? (Adverse action includes letters of

N \0S, SUSP (inciuding stayed)
revocations, voluntary surrenders. of vosdance.)

5 (O (O Have you ever been denied, or olherwise rejected for couse,
3 an education certificate, credential, or icense?

Have you ever withdrawn an application for any education
certificate, credential, or icense?

7 O () Haveyou ever practiced in any educational position n a
public schoot for which you did not hold the appropriate vasd
educational certificate, credential, or lcense for that
position?

a O (O Have you ever been dismissed, discharged, of fred from

any empioyment pasfion involving children or dependent
aduits? (Do not inlude RIFs)

Have you ever resigned from or otherwise left any
employment (e g. settiement agreement) while aliegations of
misconduct were pending?

0. O (O Have you ever been disciplined by 3 past or present
employer because of alegations of misconduct?

11. O O Are you currently of have you ever boen the subject of any
“ Investigation of inquiry by an employer because of
allegations of misconduct?

Once you have answered the questions click on the Next button.
(®) Continue - Please continue the wizard

O Cancel - Please cancel the wizard

o Previous Next

y before providing
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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.

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

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

e Toreturn to the previous
screen, click Previous.

e Click Next to continue.

Educator CTE Conditional Certificate - Step 11 of 18 o

You are aCTEC C

Please complete the following questions carefully and ¢ before

i and signing the affidavit

Section il - Criminal History

if you ansﬁe« 'y‘es" ‘lo uuesudns 1 ﬁm)ﬁnﬂ 5(Seéuon ), please provide the following:
= A.In the explanation box below state the following:

2. 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 possession (MIP/ménor in consumption (MIC) occurring more than 2 years ago of
driving under the influence (DUI) occurring moce than 5 years ago.

Yes NO Outsnon

1. ( 5 "in the fast 10 yea's have you ‘evor boen armested for any ‘crime of viotation of the faw? (DO NOT include minof in possossm
£ ~  (MIP/minor in consumption (MIC) occurring more than 2 years ago of driving under the influence (DUI) occutring 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 ) 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 Inthelast 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 basts of conviction, (2) all
proceedings in which a senfence has been suspended or deferred, (3) or bail forfeiturs.) You need not list traffic violations or
fines for which a fine or forfeiture of less than $300 was imposed

4 O (O Haveyou ever been convicted of any felony crime?

5.0 C Do you currently have any outstanding criminal charges or warranis of arrest pending against you? This would include
B ~ Washington State, any other state, province, temitory, andior country.

6 () (O Haveyou ever been or are you under in any for possidie criminal charges? If your answer
is "yes” identify agency and location (smm address, city, state) and the circumstances of detaiis relating 1o the investgation
in the explanation box below.

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

® Continue - Please continue the wizard.
D Cancel - Piease cancel the wizard

G Previous Next @
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Step 12 requires the educator to answer fitness questions. The educator must answer each
question.

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

Educator CTE Conditional Certificate - Step 12 of 18 9

You are requesting a CTE Conditional Certificate.

Please complete the following questions carefully and completely before providing
information and signing the affidavit.

Section IV - Fitness

If you answer "yes™ to any question (Section IV], provide a written
explanation in the box below.
Yes No N/A Question

10 O Have you ever exhibited and behavior or conduct which
R might negatively impact your ability to serve in a role
which requires a certificate, credential, or license?

20 O In the past 10 years, have you ever engaged in any
conduct which resulied in the damage or destruction of
property? (For purposes of questions 2 and 3, property
includes both real and personal property owned by you
or another. Do not list damages done as the result of an
automoebile accident.)

30 O In the last 10 years have you ever threatened fo
’ B damage or destroy property?

4+ 0O O Have you ever engaged in any conduct which resulted
in the physical injury or harm of any personis)? (Do not
list inury or harm caused as the result of duties
performed due to a job assignment such as police
officer, armed forces member, or athlete.)

50 O Have you ever threatened to do physical injury or harm
' B to any person(s)? (Do not list inury or harm caused as
the result of duties performed due to a job assignment
such as police officer, armed forces member, or
athlete.)
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To terminate the application
process, click Cancel, Next.
To return to the previous
screen, click Previous.

Click Next to continue.

O

Do you have a medical condition which in any way
Impairs of limits you ability to serve in a cartificated role
with reasonabie skil and safety?

If you use chemical substance(s), does this use in any
way impair or kmit your ability to serve in a certificated
role with reasonable skill and safety?

If you disciosed a “yes” answer to questions 6 or 7
above, are the imitations or impairments caused by
your medical condition({s) or substance abuse reduced
or ameliorated because you receive ongoing treatment
(with or without medications) or participate in a
montoring program? Please explain in the box below
and provide the name, address, and telephone number
of the program

Do you currently use illegal drugs?
Have you used llegal drugs in the last year?

i you disciosed a “yes" answer to question 9 above,
have you successfully completed or are you
participating in a supervised rehabiitation program?
Please explain in the box below and provide the name,
address, and telephone number of the program

if you answer “yes” to questions 10 or 11, attach copies of any court
orders entered in the proceeding.

Have you ever been found in any dependency of
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

\/

O

O

Are you currently in default status on any educational
loan or scholarship? (Do not include loans that are
currently in @ 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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In Step 14 the educator is asked to provide 3 references. Once the information is entered, the

educator clicks on Next to continue.

e Enter data in required fields.

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

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

e To return to the previous screen,
click Previous.

e Click Next to Continue.

Educator CTE Conditional Certificate - Step 14 of 18

You are requesting a CTE Conditional Certificate.

Provide character information requeasiad below.

Section V - Character References

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

Character Reference 1
e |-

Mailing Address: | i
ow| |-

State: | Wl
Zip: | I

Telephone Number: () |- |-

E-mal Adevess: |

Character Reference 2
Name: I

Mailing Address; 5
City: [
State: | el
Zip: I
Telephone Mumber: [| J}l || J

E-mail Address: |

Character Reference 3
Name: |

Mailing Address:
City:
State: W
Zip: .

Telaphone Number, .<|:|}|:|-|:| .

E-mail Address:

(®) Continue - Flease continue the wizard

(Z) Cancel - Please cancel the wizard

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

e Click on checkbox.

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

e To return to the previous
screen, click Previous.

e Click Next to continue.

Educator CTE Conditional Certificate - Step 15 of 18

(9

You are requesting a CTE Conditional Certificate.
Please review and electronically sign the below affidavit.

Affidavit:

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

If the information provided or answer(s) to any question on the
application or character and filness supplement changes prior to my
being granted cerfification, | 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 certificate holder, reprimand,
suspension, or revocation of the renewal certificate, credential, or
license.

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

® Continue - Please continue the wizard.

':::::' Cancel - Please cancel the wizard.

@ Previous Next @
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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.

e Fill out all required fields.

e C(lick on the drop-down arrows
to select applicable answer.

e Follow numeric format for
entered numbers.

e Follow date format when
entering date.

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

e Toreturn to the previous
screen, click Previous.

e Click Next to continue.

Educator CTE Conditional Certificate - Step 16 of 18 o

You are requesting a CTE Conditional Certificate.

Please enter your payment information and click Mexi.

Payment Type: |Credit Card Vl -

s -2 o)

Credit Card #: |
Expiration Date: I:I * [Example: 08/11})
Verification Code: I:I -

Please provide the name on the credit card. You must also
provide the billing address for the credit card being used
and this address must match the address on the credit card
statement (the holder of the credit card's address, not the
bank's address).

" no Spacas or gasnes

Mame on Credit Card: | |

Address Line 1: |123 Main St.

Address Line 2: | |

City: |Springﬂeld

State: |IIIinnis v|'
Email: | -

Amount: |543.00

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

(%) Saye - Please save the fee information.

'::\' Cancel - Please cancel the wizard.

'@' FPrevious Next @

45




Washington State Office of Superintendent of Public Instruction
E-Certification Educator User Guide

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.

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

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

e Toreturn to the previous
screen, click Previous.

e Click Apply to complete
application.

Educator CTE Conditional Certificate - Step 17 of 18 o

You are requesting a CTE Conditional Certificate.

Please review the information below. Once you have reviewed the information click
the Apply link. By clicking the Apply link you are electronicalty signing this
application and authorizing the Washington State Office of Superintendent of Public
Instruction 1o charge your credit card for the lisied application amount

- Profile (edit)
Name
SSN Birth Date
Gender Former
Print Name Ethnicity: Unknown/Not Provided
— Address (edit)

Mailing Address:
City State, Zip: Spnngheid IL, 62711
Country: US

— Contact (edit)
Home Phone
Email Address

— Payment (edit)
Cradit Card & *ssssssses
Expiration Date
CC Verification
CC Name
CC Address Line 1
CC Address Line 2
CC City. Springfield
CC State: IL
CC Zip
CC Email
Amount: $43.00

Once you have reviewed the information click on the Apply button to submit
your credential application. After clicking submit, it may take up to one minute
to approve the transaction. Do not refresh the screen or click on any buttons
or you may be double charged.

(®) Apply - Please accept my credential application

O Cancel - Please cancel the wizard

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

To terminate the
application process,
click Cancel, Next.

To return to the
previous screen, click
Previous.

Click on Submit to
complete the
application process.

Educator CTE Conditional Certificate - Step 16 of 18 P

You are requesting a CTE Conditional Certificate.

Please review the following information.

You have successfully applied for your new Washington teaching credential.

Your certificate has been routed to a cerfification specialist for review.

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
are reviewed in the order in which they are received. During peak periods that
reviewprocess can take up to eight weeks but typically takes a few weeks.

Click here to view your new credential information.

Review the outcome of your application and click Submit.

(®) Continue - Please continue the wizard.

Cancel - Please cancel the wizard.

@ Previous Submit @
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Apply for a Washington Credential

This link will be displayed on the educator’s home page when they are qualified to apply for a

Washington Teacher Certificate. By clicking on the link, the educator will be navigated to the
Educator Application List where available applications are displayed.

1 Apply for a Washington Credential Here

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

To begin the process of applying for a Washington Credential, the educator clicks on the link,

Apply for Credential. This particular credential the user guide is demonstrating is an
administrative certificate.

Educator Application List

[Document code
4001
4028

Administrative
ESA Residency Certificate Application - School Counselor, Psychologist
4053 ESA Initial Certificate Application

Available Applications
[Description

Administrator Certification Application

Certificate Groups | apply

Apply For Credential
Educational Staff Assaciate

Educational Staff Assaciate

poly For Credentia
Apply For Credential
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Step 1 of the Administrative Certificate wizard is an 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.

Administrator Certificate - Step 1 of 20 o

You are requesting an Administrative Certificate.

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

NOTE: Once the application process has been started, you must fully complete and
submit the application. If you stop in the middle, you will complete all application
screens again. We anticipate that this process will take you approxcimately 15-30
minutes, so please ensure that you have encugh fime to complete the application.

“fou will need the following information im order to complete your spplication:
= Credit card or bank sccount informsation to pay for your application_

= Evidence regarding your good morsl character snd personal fitness. Depending on
your answers to the character and fitness supplement gquestions, you may be asked
to 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 attended since
graduating from high school. This infermation should be filled out before completing
your application under My Credentials = Educstor = Educator History.

= A list of public school andfor private school work experience. This information
should be filled out before completing your application under My Credentials >
Edueatar = Work History = Professional Education Experience.

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

= f'ou will need to provide official transcripts by mail for this application. You may
upload within this application 8 PDF of your transcripts, however, official transcript
will need to be mailed to our office for final evaluation {mailing address is noted
within this application wizard).

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

%) Continue - Please confinue the wizard.

\_! Cancel - Please cancel the wizard.

Next @
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Step 2 asks the educator to verify his or her Washington State Certificate number. Once
verification is made, the educator clicks Next to continue.

e Verify certificate number.

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

e To return to the previous screen,
click Previous.

e Click Next to continue.

Administrator Certificate - Step 2 of 20

©

You are requesting an Administrative Certificate.
Is the Washington Certificate Number below correct?

Your Washington State Certificate #:

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

() No, the information above is not correct.
(®) yes, the information above is comect.

() Cancel - Please cancel the wizard.

@ Previous Mext @

Step 3 display’s the educator’s Education Experience. If this is not correct, the educator clicks
on “No, the information is not correct” and the educator will be directed to a screen that will
allow him or her to update or edit their education experience. This will cause the educator to
restart the application process. By clicking Yes, the educator is verifying their Education
Experience. Once verified, the educator clicks on Next.

e |[f information is incorrect, click No.

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

e Toreturn to the previous screen,
click Previous.

e |[f information is correct, click Yes,
then click Next to continue.

Administrator Certificate - Step 3 of 20 9

You are requesting an Administrative Certificate.

Is your employment experience comrect? 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 | State | No. of Days if Less Than
Date Date Full-Time

Mo Records Found

Other Employment Experience

Employer |Begin End Date | Total | Paid? | Position | Duties | Telephone Supervisor
Date Hours Number Name/Address
test 2/2/2010 3/3/2011 55 Yes | test test (333} 333-3333

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

(O No, the information above is not correct.
'®)Yes, the information above is comrect.

(0 cancel - Please cancel the wizard.

@ Previous Next @

50




Washington State Office of Superintendent of Public Instruction

E-Certification Educator User Guide

Step 4 requires the educator to enter the school year and program area or courses. Once
information has been entered, the educator clicks on Next to continue.

e Enter required information.

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

e To return to the previous
screen, click Previous.

e Click Next to continue.

Administrator Certificate - Step 4 of 20

2]

You are requesting an Administrative Certificate.

Is your education experience correct? If you choose no, you will be redirected to a
screen that will allow you to update/edit your education experience and you will

hawve to restart this process.

Your Education Experience:

Institution Begin |End Degree | Credits
Date Date Earned

Post Grad
Credits
Earned

Mo Records Found

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

) Mo, the information above is not correct.

(®) Yes, the information above is correct.

[_) Cancel - Please cancel the wizard.

S .
@ Previous

Next

©

Educators are asked to list all states in which they hold or have held an educational certificate

in Step 5.

e If applicable, in the text box, list
states.

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

e Toreturn to the previous
screen, click Previous.

e Click Next to continue.

Administrator Certificate - Step 5 of 20

@

You are requesting an Administrative Certificate.

certification.

Other State Certification:

® Continue

() cancel - Please cancel the wizard.

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

List all states, other than Washington, in which you hold or have held educational

=y .
Q Previous

Mext
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In Step 6, the educator is asked to select the certificate and the level of certificate he or she is
requesting. In some cases not all choices may be available to the educator. If this is the case,

the option will be disabled.

e C(lick on the checkbox to select
the requested certificate.

e C(lick on the radio button to
select level of certificate.

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

e To return to the previous screen,
click Previous.

e Click Next to continue.

Administrator Certificate - Step 6 of 20 ¥

You are requesting an Administrative Certificate.

Certificate(s) requested:

Principal
| Program Administrator
[l Superintendent

Level of Certificate Requested:

() Residency (principal and program administrator only)
O Initial (Supt only)
) continuing

Once the above information is complete click on the Next button.

(®) Continue - Please continue the wizard.

(O Cancel - Please cancel the wizard.

@ Previous Next @

Step 7 allows the educator to upload any applicable forms/documents. The documentation
must be provided in PDF. There is a link, Add Attachment, to upload any information the
educator wishes to submit. Provided on the wizard is OSPI’s address in the event the educator

is unable to upload documentation.

e C(Click on the link, Add Attachment.

e Select file.

e Click Open.

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

e Toreturn to the previous screen,
click Previous.

e Click Next to continue.

Administrator Certificate - Step 7 of 20 2]

You are requesting an Administrative Certificate.

You may now upload any requested forms that you have completed and had signed
by the appropriate organization. Uploaded forms must be provided in Adobe
Portable Document Format (PDF).

If you are unable to upload completed documenis, please mail them to the Office of
Superintendent of Public Instruction for Processing.

Professional Certification
PO Box 47200
Olympia, WA 98504-7200

View Description Page Count Create Info

Mo Records Found

Add Attachment

Once you have uploaded all documents click on the Next button.

(®) Continue - Please continue the wizard.

() Cancel - Please cancel the wizard.

@ Previous Next @
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The Add Educator Image window is launched. The educator enters a description of the
attached document. By clicking on the Browse button, the educator can attach the specific
document. Once document is selected, click on Submit.

Add Educator Image - Step 1 of 1

[ J)

Add Educator Image
Please enter the image information and press the Submit button.

Educator: *

Description:

Document: Browse... |*

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

® Save - Please save the image.

_) Cancel - Please cancel the wizard.

Submit @
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If applicable:

Enter information in required
fields.

Click on drop-down arrow
and select answer.

Use specific format for date.
Click on one of the
checkboxes.

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

Click Next to continue.

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

Administrator Certificate - Step 8 of 20 e

You are requesting an Administrative Certificate.

Please edit the profile mformation and click the Mext button.

File Location:

Teacher Mumber

S5N:

First Name:

Middle Mame:

Last Name:

Farmer Mame:

Print MNanne:

Suffix:

Gender

Birth Date:

Ethnicity

Face:

W

: 5058728

- -5 - — 5

:

- [Unknown/Mot Provided

a

[ Amesican Indian or Alaska Native

D Asian

[ Black or African American

[ zaucasian or White

[ Mative Hewsiizn or Ciher Pacific |slsnder

. | Active W -

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

®) Continue - Please confinue the wizard.

Z Caneel - Please cance| the wizard.

@ Previous

Mext
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Step 9 is part of the profile update. The educator can change any information if necessary.

If applicable:

e Enter information in required
fields.

e C(lick on drop-down arrow and
select answer.

e Click Next to continue.

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

e Toreturn to the previous
screen, click Previous.

Administrator Ceriificate - Step 9 of 20

e

You are requesting an Administrative Certificate.

Please edit the address information and click the Next button.

Mailing Address: | * |'
City: [Springfield i
Country: [United States v
state: |lllinois v

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.

@ Previous Mext @

The educator can change any contact information in Step 10.

If applicable:

e Edit any information.

e Use numbers for numeric
fields.

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

e To return to the previous
screen, click Previous.

e Click Next to continue.

Administrator Certificate - Step 10 of 20

e

You are requesting an Administrative Certificate.

Please edit the contact information and click the Submit button.

Work Phone: (|| |)| || |ext.| |

Home Phone: ()-
Alternate Phone: (I:l)l:l-l:l
Fax Phone: (l:ljl:l—l:l

Email Address:

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

(®) Save - Please save the profile information.

() cancel - Please cancel the wizard

Q Previous Next @
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Step 11 is an affidavit. By clicking on the checkbox, the educator is electronically signing the

affidavit.

e C(lick on the checkbox.

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

e To return to the previous
screen, click Previous.

e Click Next to continue.

Administrator Certificate - Step 11 of 20

©

You are requesting an Administrative Certificate.

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 correct. 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 Next button.

(®) Continue - Please continue the wizard.

() cancel - Please cancel the wizard.

@ Previous MNext
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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.

Step 12 is a continuance of the affidavit. The educator must answer all the questions.

Administrator Certificate - Step 12 of 20

You are g an A Cor

Piease compiete the foliowing Queshions carefully and compledely before providng

information and signing he afidave.
Section Il - Professional Fitness

Have you ever hedd or do you currently hold a Washinglon
education cortificate?

2 O O Have you ever held or 00 your curmently hold any education

= certificale, crodential, or Rcense authorzing sefvice in the

public/private schools in another stale, province, tecriiory, of

country? if "yes.” ist the states, peovinces, terrfionies, andior
countries in the explanation

3.0 0 Are you curenSly of have you ver been the subject of any

MISCONAUCT? If “yes,” in the explanabion box balow, kst the
agency, Including compiete address and lelephone number
85 well 33 the purpose of the investigalion of nguiry

4 O (O Have you ever had any adverse acton taken on any
centificate or icense? (Adverse action includes hetters of
warning. reprimands, suspensions (Including stayed),
revocations, voluntary surrenders, of voidance )

g () (O Haveyou ever beon denied, o ofthorwise rejocted for cause
an education cerficate, credental, of icense?

s 0O O Have you ever wilhdrawn an application for any education
cenificate, credential, or bcensa?

7. O (O Have you aver prachiced in any educadonal positon in @
Pbic $chool foe which you did not hold the appropeiate valid
educational cenficate, credental, of kcense Kr that

positicn?

8 ) Have you ever been dismissed, Gischarged, or feed from
&y employment posien chédren of Gependent
S3uts? (Do mot inlude RIFs)

g O (O Haveyou ever resigned irom o oherwise left any

yment (.9 D ) whie aliagations of

misconduct were pending?

10. O (O Have you ever been disciphned by a past or present

empioyer because of alegations of misconduct?

11 O (O Areyou currently of have you over been the subject of any
Investigation or iInquiry by an employer because of
alegatons of misconduct?

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

@) Continue - Please continue the wazard
(0 Cancel - Piease cancel the wizard

0 Previous Next

9
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Step 13 pertains to the educator’s Criminal History. The educator must answer the Yes or No
guestions by clicking on the radio buttons.

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

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

e To return to the previous
screen, click Previous.

e Click Next to continue.

Administrator Centificate - Step 13 of 20 @

You are an A C

Please compiete the following questions carefully and ¢ bedore 9 and signing the affidavit

Section Il - Criminal History

if you answer “yes" to questions 1 through 5 (Qctm 1), please provide the following:
= A.In the explanation box below state the following:

aA 1 what d, the nature of the offense, charge or warrant
b. The name and address of the arresting agency.
€. i a court was involved, the name and address of the court.
d. The date of the arrest.
©. 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.

0. 1 the arrest was driving related, provide a copy of a current and S.year driving

NOTE: For quessions 1,23, DO NOT include minor in possession (MIP/mmor in consumption (MIC) occurming more than 2 years ago of
driving under the influence (DUI) occurring more than 5 years ago

1. O (O Inthelast 10 years, have you ever been arrested for any crime or viciation of the law? (DO NOT inciude minor in possession
" (MEP/minor in consumplion (MIC) occurming more than 2 years ago or driving under the influence (DUF) occurming more than 5
years ago.) (Note; For “yes” responses 10 1,2.3, even If your case was dismissed of your record was sealed you must
answer this question in the afirmative.) You need not list ratic violations for which a fine or forfeiture of less than $300 was
imposad

2 O O Inthelast 10 years have you ever been fingerprnted as a resull of any arrest for any crime of violation of the law?

3 O (O Inthelast 10 years, have you ever been convicted of any crime or violation of any law? (Note: For the purpose of this
Question “convicled™ ncludes (1) all instances in which a plea of guiity of nolo contendere is the basis of conviction, (2) all
proceedings in which a has been or deferred, (3) or bail ) You need not list trafiic viciations or
fines for which a fine or forfeiture of fess than $300 was iImposed

4 O O Have you ever been convicted of any feiony crime?

5 (O (O Doyou curenty have any outstanding criminal charges o warants of amest pending against you? This would inchade
: Washingion Stale, any other state, province, teeriiory, and/or country

6 O Have you ever been or are you P ly under ie 0 in any for possible criminal charges? If your answer
Is "yes,” identify agency and location (street address, city, state) and the crcumstances or Getads relating 1o the investigation
in the explanation box below.

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

@) Continue - Piease conbinue the wizard
) Cancel - Please cancel the wizard

Q Previous Next @
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Step 14 requires the educator to answer fitness questions. The educator must answer each
question.

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

Administrator Certificate - Step 14 of 20 9

You are requesting an Administrative Certificate.

Please complete the following questions carefully and completely before providing
information and signing the affidavit.

Section IV - Fitness
if you answer “yes" to any question (Section IV), provide a writien
explanation in the box below.

Yes No N/A Question

10 O Have you ever exhibited and behavior or conduct which
I might negatively impact your ability to serve in a role
which requires a certificate, credential, or license?

20O O In the past 10 years, have you ever engaged in any
conduct which resulted in the damage or destruction of
property? (For purposes of questions 2 and 3, property
includes both real and personal property owned by you
or another. Do not list damages done as the result of an
automobile accident )

3O O In the last 10 years have you ever threatened to
o - damage or destroy property?

40O O Have you ever engaged in any conduct which resulted
in the physical injury or harm of any person(s)? (Do not
list inury or harm caused as the result of duties
performed due to a job assignment such as police
officer, armed forces member, or athlete )

5 O O Have you ever threatened to do physical injury or harm
to any person(s)? (Do not list inury or harm caused as
the result of duties performed due fo a job assignment
such as police officer, armed forces member, or
athlete )
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To terminate the application
process, click Cancel, Next.

To return to the previous screen,
click Previous.

Click Next to continue.

s O O Do you have a medical condition which in any way
impairs or mits you ability to serve in a certificated role
with reasonabile skill and safety?

7 O O (O MWyouuse chemical substance(s), does this use in any
~ way impair or kmit your ability to serve in a certificated
role with reasonable skill and safety?

If you disclosed a “yes” answer to questions 6 or 7
above, are the kmitations or impairments caused by
your medical condition(s) or substance abuse reduced
or ameliorated because you receive ongoing treatment
(with or without medications) or participate in a
monioring program? Please explain in the box below
and provide the name, address, and telephone number
of the program

7a.O

O
=
-

8 O O Do you currently use illegal drugs?
90O O Have you used ilegal drugs in the last year?

0O OO If you disciosed a "yes” answer 10 question 9 above,
o have you successfully completed or are you
participating in a supervised rehabitation program?
Please explain in the box below and provide the name,
address, and telephone number of the program.

If you answer "yes™ 1o questions 10 or 11, attach copies of any court
orders entered in the proceeding.

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

1.0 O Have you ever been found in any dependency or
domestic refation 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.

120 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 )

13 (') (") Amyou wnenlyhnm—complianoewiﬂnasuoooﬂ
= order?

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

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

c Previous Next
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In Step 16 the educator is asked to provide 3 references. Once the information is entered, the
educator clicks on Next to continue.

Administrator Certificate - Step 16 of 20

You are requesting an Administrative Certificate.

. . . Provide characher mformation requesied below.
e Enter data in required fields.

. Section V - Character References
e Click on drop-down arrow to select

List three individuals, not related to you, who will serve as character
answer for State. SR
e To terminate the application N machl
. Narne: | ¥
process, click Cancel, Next.
A Mailing Address [ ]
e To return to the previous screen, cay | |'
click Previous. State:| <t

e Click Next to Continue. Zo:| ;

Telephone Number -!l__ :ll__ - .

E-mail Address: | |

Character Reference 2
Hama: [ |
Mailing Address: | 5
oo | b
State: Vl'
Zip [

Talaphone Mumbar: iJ]J.' E

E-riail Addrass: |

Character Reference 3

Mamea: |'

Mailing Address: [ )
city: | I
State: [ wl
2 -
Telephone Numeer. (|| |- -

E-mai Address: |

Once you have entered the information click on the Next button.
® Conlinue - Please continue the wizand
() Cancel - Flease cancel the wizard

g Previous Next
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Step 17 is an affidavit. By clicking on the checkbox, the educator is signing the affidavit.

e Click on checkbox.

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

e Toreturn to the previous
screen, click Previous.

e Click Next to continue.

Administrator Certificate - Step 17 of 20 9

You are requesting an Administrative Certificate.
Please review and electronically sign the below affidavit.

Affidawvit:

] | cerify (or declare) under the penalty of perjury under the laws of the
state of Washingion that the foregoing and all information included in
the application is true and correct.

IT the information provided or answer(s) to any question on the
application or character and fitness supplement changes prior to my
being granted cerfification, | 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 matenal fact, in completion of this application can be grounds for
denial of cerfification, or in the case of a cerlificate holder, reprimand,
suspension, or revocation of the renewal cerfificate, credential, or
license.

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

(®) Continue - Please continue the wizard.

() Cancel - Please cancel the wizard.

@ Previous Mext @
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Step 18 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.

e Fill out all required fields.

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

e Follow numeric format for
entered numbers.

e Follow date format when
entering date.

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

e Toreturn to the previous
screen, click Previous.

e Click Next to continue.

Administrator Certificate - Step 18 of 20

You are requesting an Administrative Certificate.

Please enter your payment information and click Next.

Payment Type:

Credit Card #:
Expiration Date:

Verification Code:

MName on Credit Card:

Address Line 1
Address Line 2
City

State

Zip

Ermnail:

Amaount:

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

|Credit Card v| -
sl -2 )

|
I:l* [Example: 08711}

Please provide the name on the credit card. You must also
provide the billing address for the credit card being used
and this address must match the address on the credit card
statemnent (the holder of the credit card's address, not the

bank's address).

[123 Main St.

|Springﬂeld

[ Minois v

it -

® Save - Please save the fes information.

':::' Cancel - Please cancel the wizard.

* no Spaces or gasnes

@ Previous

Mext
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Step 19 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.

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

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

e Toreturn to the previous
screen, click Previous.

e Click Apply to complete
application.

Administrator Certificate - Step 19 of 20 oW

You are requesting an Administrative Certificate.

Please review the information below. Once you have reviewed the information click
the Apply link. By clicking the Apply link you are electronically signing this
application and authorizing the Washington State Office of Superintendent of Public
Instruction to charge your credit card for the isted application amount

- Profile (edit)
Name
SSN Birth Date
Gender Former
Print Name Ethnicty: Unknown/Not Provided
— Address (edit)

Mailing Address:
City State, Zip: Springfieid IL, 62711
Country: US

- Contact (edit)
Home Phone
Email Address

— Payment (edit)
Credit Card & "~~~
Expiration Date
CC Verification
CC Name
CC Address Line 1
CC Address Line 2
CC City: Springfield
CC State: IL
CC Zip: 62711
CC Email
Amount: $68.00

Once you have reviewed the information click on the Apply button to submit
your credential application. After clicking submit, it may take up to one minute
to approve the transaction. Do not refresh the screen or click on any buttons
or you may be double charged.

® Apply - Please accept my credential application

O Cancel - Please cancel the wizard

@ Previous Apply @
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Step 20 completes the process by clicking on Submit. The educator will then be navigated to
their credential screen.

To terminate the
application process,
click Cancel, Next.

To return to the
previous screen, click
Previous.

Click on Submit to
complete the
application process.

Administrator Certificate - Step 20 of 20

e

You are requesting an Administrative Certificate.

Please review the following information.

Review the outcome of your application and click Submit.

(®) Continue - Please continue the wizard.

Cancel - Please cancel the wizard.

Your online application has been processed and your new certificate is now pending
review by a certification specialist. Applications are processed in the order they are
received. Processing time during busy periods may take up to eight weeks.

@ Previous

Submit @
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Reissue Credentials

An educator can apply to reissue their Washington Credential by clicking on the link displayed
below. If applicable, this link will be displayed on the Educator’s Home Page.

L,.J" Apply to Reissue Your Washington Credential
Here

Click here to apply to re-issue your Washington credential. Click on this link to start your
application process.

By clicking on the link, Apply to Reissue Your Washington Credential Here, the user is navigated
to the Educator Reissue List screen. The credential(s) available for reissue will be listed. The
educator clicks on the link, Apply for Credential to begin the application process.

3 Home | B My Credentials‘ B Educator = ‘

Educator Reissue List

Credentials available for Reissue

‘ Certificate Status Issue Date Expire Date M
T310600 - RESIDENCY TEACHER (FIRST ISSUE) Issued 2/21/2014 “ Apply For Credential |

Step 1 of the Reissue Certificate wizard is an informational introduction to the application
process.

Reissue Certificate - Step 1 of 16 (7]

You are reissuing an educator certificate.

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

o Ca FEfU | Iy rea d th e exp I a nation MOTE: Once the application process has been started, you must fully complete and
. . submit the application. If you stop in the middle, you will complete all application
pr0V|ded N Step 1 screens again. We anticipate that this process will take you approximately 15-30

minutes, so please ensure that you have enough time to complete the application.

e To terminate the application
process, click Cancel, Next.
e Click Next to continue.

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

= Evidence regarding your good moral character and personal fitness. Depending on
your answers to the character and fitness supplement questions, you may be asked
to provide additional information, either in written form or an upload of an electronic
document in Adobe Portable Document File (PDF) format.

= |dentification of how you meet the requirements for enrollment in the ProTeach
external online assessment. Individuals meet requirements if they have completed a
total of one and one-half full-time equivalent (1.5 FTE) years of experience and are
currently serving in any P-12 teaching role.

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

®) Continue - Please continue the wizard.

(_J) Cancel - Please cancel the wizard.

MNext @
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Step 2 asks the educator to verify his or her Washington State Certificate number. Once
verification is made, the educator clicks Next to continue.

Reissue Certificate

e

e Verify certificate number. Is the Washington Certificate Number below correct?
¢ To terminate the Your Washington State Certificate #:
application process, click || oo
Cancell N |  :cccccccaocoancaoncanaaananasanananananananaaanaasaaasanasanasananaaaaansaanaacaaasaaanans
e Toreturnto the previous Once you have answered the question click on the Next button.
screen, click Previous.
e Click Next to continue.

() Mo, the information above is not correct.
(®) Yes, the information above is comect.

() cancel - Please cancel the wizard.

@ Previous Mext @

Step 3 is an affidavit. Select the appropriate response. Click Next to continue.
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Reissue Cerlificate - Step 3 of 16 9
Click the applicable You are reissuing an educator certificate.
checkbox. Affidavit:

Enter answer in textbox. 'L Vam employed a5 a feacher n 2 Washingion schooldsiictand have

To terminate the application been advised that | now need to reissue my residency certificate.
Name of school district: |

process, click Cancel, Next.

To return to the previous [] ! am employed with a private school, BIA school, institution or non-
H H public agency providing services to children and whish to have my

screen, click Previous. residency cerfificate reissued. Either | choose to seek reissuance or

Click Next to continue. my employer requests that | have my residency cerfificate reissued.

Name of employer: |

O | was issued a residency certificate under previous rules that was
valid for five years. | have not been employed in a Washington school
district since it was issued and the expiration date should be removed.
Please confirm with Professional Certification before using this option.

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

(®) Continue - Please continue the wizard.

() Cancel - Please cancel the wizard.

@ Previous Next @
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Step 4 houses the educator’s profile information. If any changes are applicable, the educator
can make the changes and click Next to continue.

Reissue Cerificate - Step 4 of 16

You are reissuing an educator certificate.

If applica ble: Please edit the profile information and click the Mesd button.
File Location: W

e Enter information in required
fields. Teacher Mumber:

e Click on drop-down arrow and SSh
select answer. First Mame: "
Use specific format for date. Middle Mame:
Click on one of the checkboxes. st Name:

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

e Toreturn to the previous screen,
click Previous.

e Click Next to continue.

Former Mame:

Print Mame:

Suffizc:

Gender: |Male

Birth Diate: (051771972 MM/DDA Y "

Ettunicity: |Unknnwm’NDt Provided (-

Pl

. [] american Indizn or Alasks Mative
[ Asian

[ Black or African American

Raoe

D Caucasian or White
D Mative Hawaiian or Other Pacific |slander

Educator Status: |Active L

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

% Continue - Please continue the wizsrd.

) Cancel - Please cancel the wizard.

G Previous Next

69



Washington State Office of Superintendent of Public Instruction
E-Certification Educator User Guide

Steps 5 and 6 contain address and contact information. The educator can make changes if
necessary and then click Next to continue.

©

Reissue Cerlificate - Step 5 of 16

You are reissuing an educator certificate.

If appllca ble Please edit the address information and click the Nexi button.
e Enter information in required Maiing Address: [123 Main St xf
fields. | |
e Click on drop-down arrow and Ciy. [Springfield t
SElECt answer. Country: |United States W
e Click Next to continue. state: [llinois vf
e To terminate the application b Code: [62711
process, click Cancel, Next. ||
° To return to the pFEViOUS screen, Once you have entered the required data click on the Next button.
click Previous. ®) Centinue - Please continue the wizard.
(O Cancel - Please cancel the wizard.
@ Previous Next @
Reissue Certificate - Step 6 of 16 1_))
If appllca ble: You are reissuing an educator certificate.

Please edit the contact information and click the Next button.
e Edit any information.

e Use numbers for numeric fields. workProne: (| [ | Jea[ |

e To terminate the application Home Phone: ([217])[555]-[1212]
process, click Cancel, Next. Atemate Phone: ([ [ |- |

e To return to the previous screen, FaxPhone: (D[ | |
click Previous. Email Address: |

e Click Next to continue.

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

(® Save - Please save the profile information.

() Cancel - Please cancel the wizard

==
Q Previous Next @
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Step 7 is an affidavit. By clicking the checkbox the educator is electronically signing the
affidavit. Once the educator has read the information, clicks on the checkbox, he or she can

continue by clicking Next.

e C(lick on the checkbox.

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

e To return to the previous
screen, click Previous.

e Click Next to continue.

Reissue Certificate - Step 7 of 16

©

You are reissuing an educator certificate.
Please review and electronically sign the below affidavit.

Affidavit:

By completing and submitting this form | understand that | will be
issued a residency cerfificate valid for 3 years. Once | hold a 3 year
residency cerfificate | understand | will need to pursue completion of
the requirements to obtain the professional teaching cerificate.

|, certify (or declare) under penaly of perjury under the laws of the
State of Washington that the foregoing is true and correct. The
intentional misrepresentation of a material fact in this form subjects
the holder to revocation of hisfher ceriificate.

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

(®) Continue - Please continue the wizard.

(_) Cancel - Please cancel the wizard.

@ Previous MNext
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Step 8 asks the educator to answer each question carefully before answering. Click Next to
continue.

Reissue Certificate - Step 8 of 16 7]

You are reissuing an educator certificate.
Please compiete the following questions carefully and compietely before providing

information and signing the afidavit
e Answer questions by clicking on SSCRORS. FRoNvIons 1 Nmats
the radio button for Yes or No. P A e A
e To terminate the application 1 O e ot e A T
process, click Cancel, Next. 2.0 O Hve yois ever okl o 0o yous curenly otd s ecdicaion
e To return to the previous screen, maﬁ':ge%g ﬁ?ﬁi‘;‘f'ﬁ“ﬁ&"‘?&:“x“
click Previous. b b Sttt POVHCAS: NSNSy ST
e C(Click Next to continue.
3. (O (O Areyou currently of have you ever been the subject of any

certificate or hcensing investigation or inquiry by any
certification or Bcensing agency for aliegations of
misconduct? If “yes " in the explanation box below, fist the
agency, including complete address and telephone number
as well as the purpose of the investigation or iInquiry

4 O (O Have you ever had any adverse action taken on any
© cenificate or icense? (Adverse action includes letters of
waming, reprmands, suspénsions (including stayed),
revocations, voluntary surrenders, of voldance.)

5 (O (O Have you ever been denied, or otherwise rejected for cause,
' an education certificate, credential, or license?

g (O (O Haveyou ever withdrawn an application for any education
- centificate, credential, or license?

7. O (O Have you ever peacticed in any educational position in a

o public school for which you did not hoid the appropriate vasd
educational certificate, credential, or Bcense for that
position?

8 O O Have you ever been dismissed, discharged, or fired from
any employment position involving children or dependent
adults? (Do not inlude RIFs)

g (O (O Haveyouever resigned from or otherwise left any
"7 employment (e.g. settiement agreement) while alliegations of
misconduct were pending?

10. O (O Have you ever been disciplined by a past or present
: empioyer because of allegations of misconduct?

1.0 0O Are you currently or have you ever been the subject of any
7 Investigabion or inquiry by an employer because of
allegations of misconduct?

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

e Previous Next >Y
(€] v

72



Washington State Office of Superintendent of Public Instruction
E-Certification Educator User Guide

Step 9 pertains to criminal history. If any question is answered with a “yes”, the educator must
provide the information listed in blue print. Once all questions have been answered, click Next

to continue.

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

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

e To return to the previous
screen, click Previous.

e Click Next to continue.

Relssue Certificate - Step 9 of 16 @

You are reissuing an educator certificate.

Please complete the following questions carefully and before 9 and signing the affidavit

Section Iil - Criminal History

= A. In the explanation box below state the following:
a. A detailed ing what 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 1.2,3, 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.

¥ < y been ly Cri [ il 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 O (O Inthelast 10 years have you ever been fingerprinted as a result of any arrest for any crime or violation of the law?
3. O (O Inthelast 10 years, have you ever been convicted of any crime or violation of any law? (Note: For the purpose of this

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

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

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

6 ( ( 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 relating to the investigation
in the explanation box below

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

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

Previous Next ]
€] ©
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The first part of Step 10 asks questions in regards to the educator’s conduct.

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

Reissue Certificate - Step 10 of 16 9

You are reissuing an educator certificate.

Please complete the following questions carefully and completely before providing
Information and signing the affidavit.

If you answer “yes™ to any question (Section IV), provide a written
explanation in the box below.

Yes No NA

Question

B )

1.0 O

20 O

Q

(@)
o O

-

50 O

6. O O

7.0 O O

720 O O

8 O O
9.0 O
0a 0O O O

Have you ever exhibited and behavior or conduct which

might negatively impact your ability to serve in a role
which requires a certificate, credential, or license?

In the past 10 years, have you ever engaged in any
conduct which resulted in the damage or destruction of
property? (For purposes of questions 2 and 3, property
includes both real and personal property owned by you
or another. Do not list damages done as the result of an
automobile accident.)

In the last 10 years have you ever threatened to
damage or destroy property?

Have you ever engaged in any conduct which resulted
in the physical injury or harm of any person(s)? (Do not
list inury or harm caused as the result of duties
performed due to a job assignment such as police
officer, armed forces member, or athiete.)

Have you ever threatened to do physical injury or harm
to any person(s)? (Do not list inury or harm caused as
the resuit of duties performed due 1o a job assignment
such as police officer, armed forces member, of
athlete.)

Do you have a medical condition which in any way
impairs or limds you ability to serve in a certificated role
with reasonable skill and safety?

If you use chemical substance(s), does this use in any
way impair or limit your abidlity to serve in a certificated
role with reasonable skill and safety?

I you disclosed a “yes" answer to questions 6 or 7
above, are the kmitations or impairments caused by
your medical condition(s) or substance abuse reduced
of ameliorated because you raceive ongoing treatment
(with or without medications) or participate in a
montoring program? Please explain in the box below
and provide the name, address, and telephone number
of the program

Do you currently use illegal drugs?
Have you used illegal drugs in the last year?

If you disciosed a “yes" answer 10 question 9 above,
have you successfully compieted or are you
participating in a supervised rehabilitation program?
Please explain in the box below and provide the name,
address, and telephone number of the program.

74




Washington State Office of Superintendent of Public Instruction
E-Certification Educator User Guide

The second part of pertains to abuse and financial responsibility. Please note the information

requested if the educator answers “yes” to any of the questions 10-13. Click Next to continue.

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

e Toreturn to the previous
screen, click Previous.

e Click Next to continue.

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

10. |::::| |::_::|

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

Have you ever been found in any dependency or
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.

120 O

120 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.

) Cancel - Please cancel the wizard.

@ Previous

Mext
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Step 11 provides the ability to add attached documents to the application. To add a document
click on the link, Add Attachment.

Reissue Certificate - Step 11 of 16

€

You are reissuing an educator certificate.

The online application wizard will lead you through the Washington application
process. Please answer the following questions as the wizard guides you to the
appropriate online application.

Please provide any documentation as an Adobe Portable Document Format
(PDF) file needed to support your answers to the previous guestions.

View Description Page Count Create Info

Mo Records Found

Add Attachment

Once you have uploaded all documents click on the Next button.

(®) Continue - Please continua the wizard.

':::::' Cancel - Please cancel the wizard.

@ Previous MNext @

The Add Educator Image window is launched. The educator enters a description of the

attached document. By clicking on the Browse button, the educator can attach the specific
document. Once document is selected, click on Submit.
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Add Educator Image - Step 1 of 1 9@

Add Educator Image
Please enter the image information and press the Submit button.

Educator: *

Description:

Document: Browse...

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

® Save - Please save the image.

() Cancel - Please cancel the wizard.

Submit @
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Step 12 requests 3 character references. Complete all required information and click Next to
continue.

Reissue Certificate - Step 12 of 16 Q

You are reissuing an educator certificate.
Provide character information requested below.

Section V - Character References

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

references.
Character Reference 1
e Enter data in required fields. Name: ;
e Click on drop-down arrow to Mailing Address: | I
select answer for State. city: | I
e To terminate the application State: vl
process, click Cancel, Next. Zi | ;
e To return to the previous :
Telephone Number: ( }l:l- .

screen, click Previous.

e Click Next to Continue. € ma Adaess |

Character Reference 2

Name:

Mailing Addrass:
City: |
State: | v
Zip: )

Telephone Mumber: .fl:l J: I:' ,

E-mail Address: |

Character Reference 3

Name:

i
Mailing Address: [
city: |

State: | hd |

Zip: | [
Telephone Number: l:l:ll I:' "

E-mail Address: |

Once you have enterad the information click on the NMext button.

(% Continue - Please continue the wizard
(C) Cancel - Plaase cancel the wizard.

@ Previous Next @
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Step 13 is an electronic signature. By clicking on the checkbox, you are signing the affidavit.
Please read carefully. Once the checkbox is marked, click Next to continue.

e Click on checkbox.

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

e To return to the previous
screen, click Previous.

e Click Next to continue.

Reissue Certificate - Step 13 of 16 9

You are reissuing an educator certificate.
Please review and electronically sign the below affidavit.

Affidavit:

""" | cerify (or declare) under the penalty of perjury under the laws ofthe
state of Washington that the foregoing and all information included in
the application is true and comrect.

If the information provided or answer(s) to any question on the
application or character and fiiness supplement changes prior to my
being granted cerification, | must immediately notify the Office of
Professional Practices and my college/university ifl 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 cerification, or in the case of a cerfificate holder, reprimand,
suspension, or revocation of the renewal certificate, credential, or
license.

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

i®) Continue - Please continue the wizard.

) Cancel - Please cancel the wizard.

@ Previous Mext @
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Step 14 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.

Reissue Certificate - Step 14 of 16 o

You are reissuing an educator certificate.
e Fill out all required fields.
e Click on the drop-down arrows

Please enter your payment information and click Mext.

to select applicable answer. Payment Type: | Credit Card hd i
e Follow numeric format for Credit Card #: | |* no spaces or dashes
entered numbers. Expiration Date: I:I * ([Example: 08/11)
e Follow date format when Verification Code: | |+
ente r‘ing date, Please provide the name on the credit card. You must also
. . . provide the billing address for the credit card being used
e To terminate the appllcatlon and this address must match the address on the credit card
. statement (the holder of the credit card’s address, not the
process, click Cancel, Next. bank's address)
e Toreturn to the previous Name on Credit Gard: | |+
screen, click Previous. Address Line 1: [123 Main St E
e Click Next to continue. Address Line 2: | |
City: [Springfield |+
state: [lllinois M
Zip: |G2711 |+
Email: | |*

Amount: [533.00 =

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

® Save - Please save the fee information.

) Cancel - Please cancel the wizard.

Q‘ Previous Next @
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Step 15 allows the educator to review his or her information. To make any changes, the

educator clicks on the (edit) link located to the right. Once all information has been verified,

click Apply.

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

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

e Toreturn to the previous
screen, click Previous.

e Click Apply to complete
application.

Reissue Certificate - Step 15 of 16

o

You are reissuing an educator certificate.

Please review the information below. Once you have reviewed the information click

the Apply link. By clicking the Apply link you are electronically signing this

application and authorizing the Washington State Office of Superintendent of Public

Instruction to change your credit card for the listed application amount.

— Profile (edif)
Name:
SEN: =304 Birth Diste:
Gender: Male Former:
Print Mame: Ethnicity: UnknowniMot Provided

— Address (edif)
Mailing Address: 123 Main 5t.
City State, Zip: Springfield IL, 62711

Coumntry: US
— Contact (edif)
Home Phone: (217) 3535-1242
Email Address:
— Payment (edif)

Credit Cand & ==y oG
Expiration Date: 0920
ICC Werification:
CC Name:
CC Address Line 1:
CC Address Line 2:
CC City: Springfield
CC State: IL
CC Zip: 62711
CC Email:
Amount: §33.00

Once you have reviewed the information click on the Apply button to submit
your credential application. After clicking submit, it may take up to one minute
to approve the transaction. Do not refresh the screen or click on any buttons

or you may be double charged.

0] Apply - Please accept my credential application.
(Z Cancel - Please cancel the wizard.

Q' Previous Apply
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Step 16 confirms the application is pending review. Click Submit to complete the application

process.

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

e Toreturn to the previous
screen, click Previous.

e Click on Submit to complete
the application process.

Reissue Cerificate - Step 16 of 16

e

You are reissuing an educator cerfificate.

Please review the following information.

Your online reissuance application has been processed and your new certificate is
now pending review by a cerification specialist. Applications are processed in the
order they are received. Processing time during busy periods may take up to eight

weeks.

Review the outcome of your application and click Submit.

(®) Continue - Please continue the wizard.

Cancel - Please cancel the wizard.

@ Previous

Submit @
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Renew Credentials

An educator can apply to renew their Washington Credential by clicking on the link displayed
below. If applicable, this link will be displayed on the Educator’s Home Page.

|‘,]" Renew Your Credentials Here

Click here to renew your Washington educator credentials. Most renewal applications can be submitted
electronically. Some applications must be reviewed before they will be renewed. All online applications require a
credit card payment.

By clicking on the link, Renew Your Credentials Here, the user is navigated to the Educator
Certificate Renewal List screen. The credential(s) available for renewal will be listed. The
educator clicks on the link, Renew to begin the application process.

" Hcme‘ Ll MvaedenI\alE‘E' Renewa\s|
Certificate List

Certificates Eligible for Renewal
Certificate ‘ Status Clock Hours Required Clock Hours Logged Issue Date Expire Date Renew Date Renew
T320500 - RESIDENCY TEACHER Issued 0 0.00 3/18/2014 6/30/2014 7/1/2014 Renew

The table above shows certficates that are eligible to renew online. Some certificates are not eligible to renew online, in which case the list may be empty and you may stil need to renew. The list may also be empty if you have already renewed your
credentials online or through a paper appiication

Ifthe expiration date for your credential on your My Credentials page is set to 07/01/2010 or sooner then you have cerificates that can be renewed. If those renewing credentials do not appear here then those credentials are not eligible for online renewal.
In this case (and this case only) you should send in a paper application

It you have already renewed oniine (or previously sent in a paper renewal application) then your My Credentials page will show efther an issued credential with an expiration date past 07/01/2010 or you will see your old credential along with a new
credential that is Pending Review. If you have a certiicate that is Pending Review (or a newly issued cerlificate with an expiration date past 07/01/2010) then you DO NOT have fo do anything further to renew your credentials
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Step 1 of the Renew Educator Certificate Application is an 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.

Renew Educator Certificate - Step 1 of 20 9

You are renewing an educator Certificate.

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

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

You will need the following information in order to complete your application:

* Credit card or bank account information to pay for your application.

 Evidence regarding your good moral character and personal fitness. Depending on
your answers to the character and fitness supplement guestions, you may be asked

to provide additional information, either in written form or an upload of an electronic
document in Adobe Portable Document File (PDF) format.

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

(®) Continue - Please continue the wizard.

() Cancel - Please cancel the wizard.

Next @
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Step 2 asks the educator to verify his or her Washington State Certificate number. Once
verification is made, the educator clicks Next to continue.

e Verify certificate number.

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

e To return to the previous
screen, click Previous.

e Click Next to continue.

Renew Educator Certificate - Step 2 of 20

e

You are renewing an educator Certificate.
Is the Washington Certificate Number below correct?

Your Washington State Certificate #:

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

() No, the information above is not correct.
(@) yes, the information above is comect.

() Cancel - Please cancel the wizard.

=
@ Previous Mext @

Step 3 display’s the educator’s Employment Experience. If this is not correct, the educator
clicks on “No, the information is not correct” and the educator will be directed to a screen that
will allow him or her to update or edit their employment experience. This will cause the
educator to restart the application process. By clicking Yes, the educator is verifying their
Employment Experience. Once verified, the educator clicks on Next.

click Cancel, Next.

e To return to the previous screen, click

Previous.

e |[f information is correct, click Yes,

Renew Educator Certificate - Step 3 of 20 o
You are renewing an educator Certificate.
. H [P H |5 your employment experience correct? If you choose no, you will be redirected to a
1 d If |nf0rmat|0n IS InCO rreCt; C“Ck NO. screen that will allow you to update/edit your employment experience.
° TO termlnate the appllcatlon process, professmnmEduca“onExpe"ence ......................................................
Grades Begin End District | City | State | No. of Days if Less
Date Date Than Full-Time
Mo Records Found
Other Employment Experience
Employer Begin|End |Paid |Position|Duties | Telephone | Supervisor
Date |Date|Hours Number |MName/Address

then click Next to continue.

Mo Records Found

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

O No, the information above is not cormect.

es, the information above is comect.

) Cancel - Please cancel the wizard.

@ Previous Next @
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Step 4 display’s the educator’s Education Experience. If this is not correct, the educator clicks
on “No, the information is not correct” and the educator will be directed to a screen that will
allow him or her to update or edit their education experience. This will cause the educator to
restart the application process. By clicking Yes, the educator is verifying their Education
Experience. Once verified, the educator clicks on Next.

Renew Educator Certificate - Step 4 of 20 7

e |[f information is incorrect, click No. e T e

e To terminate the appllcatlon Is your education experience comrect? If you choose no, you will be redirected to a
H screen that will allow you to update/edit your education experience and you will
process, click Cancel, Next. B Tt this prgcess. P ¥ 2 ¥

e Toreturn to the previous screen, ) .
. . Your Education Experience:
click Previous.

° |f information is correct, C“Ck Yes, Institution Begin |End Degree | Credits Post.Grad.
. . Date Date Earned Credits
then click Next to continue. Earned

Mo Records Found

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

) No, the information above is not corect.

(®)es, the information above is correct.

O cancel - Please cancel the wizard.

@ Previous Mext @
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Step 7 instructs the educator to attest his or her intention to register for the ProTeach external
assessment if they are applying for the 2 year residency renewal.

If yes, click the checkbox and enter the date.

e C(lick the checkbox.

e Enter the date.

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

e To return to the previous
screen, click Previous.

e |[f information is correct,
click Yes, then click Next to
continue.

Renew Educator Certificate - Step 7 of 20

«

You are renewing an educator Certificate.

ProTeach Assessment

If you are applying for the 2-year residency renewal, you must attest
intention to register for the ProTeach external assessment.

[l Yes, | intend to register for ProTeach by I:I )

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

(®) Continue

(_) Cancel - Please cancel the wizard,

@ Previous Mext @

87




Washington State Office of Superintendent of Public Instruction
E-Certification Educator User Guide

If applicable:

Enter information in required
fields.

Click on drop-down arrow
and select answer.

Use specific format for date.
Click on one of the
checkboxes.

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

Click Next to continue.

Step 8 houses the educator’s profile information. If any changes are applicable, the educator
can make the changes and click Next to continue.

Renew Educator Certificate - Step 8 of 20

You are renewing an educator Certificate.

Please update your profile information and click the Next button.
File Location: L

Teacher Mumber:

SSM:

First Mame:

Middle Mame:

Last Mame:

Former Mame:

Print Mame:

Suffic:

L

Gender: |Male

Birth Date: |05M17/1972 MM/DDY Y

Ethnicity: |L.|nkn1:uwm'NDt Provided |-

D American Indian or Alaska Native
[ asian
[ Black or African American

Race:

D Caucasian or White

[ rstive Hawsiizn or Other Paciic Islander

Educator Status: | Active ot

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

':'i:' Continue - Please contimue the wizard.

\_! Cancel - Please cancel the wizard.

G‘ Previous Mext
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Steps 9 and 10 contain address and contact information. The educator can make changes if
necessary and then click Next to continue.

Renew Educator Certificate - Step 9 of 20

©

You are renewing an educator Cerfificate.

If appllca ble: Please update your address information and click the Mext button.
e Enter information in required Maiing Address: |123 Main St x|
fields. | |
e Click on drop-down arrow Ciy: |Springfield ¥
and select answer. Country: |United States W
e Click Next to continue. State: [llinois vt
e To terminate the application R

process, click Cancel, Next.
e Toreturn to the previous
screen, click Previous.

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

(® Continue - Please continue the wizard.

() Cancel - Please cancel the wizard.

@ Previous MNext @

Renew Educator Cerificate - Step 10 of 20

[ J)

You are renewing an educator Certificate.

If applicable:

Please edit the contact information and click the Next button.

e Edit any information. workPhone: ([ [ |{  Jex[ |

e Use numbers for numeric Home Phone: ([217])[555]-[1212]
fields. Alternate Phone: (l:l)l:l—l:l

e To terminate the application Facphone: ([ | ]
process, click Cancel, Next. Email Address: |

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

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

(®) Saye - Please save the profile information.

() Cancel - Please cancel the wizard

@ Previous Next @




Washington State Office of Superintendent of Public Instruction

E-Certification Educator User Guide

Step 11 is an affidavit. By clicking the checkbox the educator is electronically signing the
affidavit. Once the educator has read the information, clicks on the checkbox, he or she can

continue by clicking Next.

e Click on the checkbox.

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

e Toreturntothe
previous screen, click
Previous.

e Click Next to continue.

Renew Educator Certificate - Step 11 of 20

©

You are renewing an educator Certificate.

Affidawvit:

] | 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 comrect. If the answers to any guestion on
the application or the character and fitness supplement on the
application change prior to my being granted certification, | must
immediately notify Professional Cerification at OSPI.

| also understand that if | do not complete requirements for the
professional certificate prior to the expiration of the 2-year residency
renewal cerificate, there may be no further regular certification
options available to me to cowver full- or part-time employment for 5

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

(@) Continue - Please continue the wizard.

() Cancel - Please cancel the wizard.

@ Previous Mext @
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Step 12 asks the educator to answer each question carefully before answering. Click Next to
continue.

Renew Educator Certificate - Step 12 of 20 7]

You are renewing an educator Certificate.

Please compiete the following questions carefully and completely before providing
. Lo Information and signing the affidavit
e Answer questions by clicking

on the radio button for Yes or

Section Il - Professional Fitness
Yes No Question

No. _ o 100 ) Have you ever held or do you curently hold 8 Washington
e To terminate the application education certicate?
process, click Cancel, Next. 5 () O Haveyou ever held or do your currently hold any education
h . © T 7 centficate, credential, or license authorizing service in the
* Toreturn to the previous public/private schools i another state, province, termtory, of
screen, click Previous. CONRYZL Va0 AL Ve Biates REEVINCON. lefTiaci, Sediox

e C(Click Next to continue.
3 (:) 'S NOVWMQOWO(WVWW&YMH!DGSUWO‘W

certificate or Bcensing investigation or inquiry by any
certification or licensing agency for allegations of
misconduct? If “yes.” in the explanation box below, list the
agency, including complete address and telephone number
as well as the purpose of the investigation of inquiry.

4 (O (O Haveyou ever had any adverse action taken on any

) certificate or Bcense? (Adverse action includes letters of
warning, reprimands, suspensions (including stayed),
revocations, voluntary surrenders, of voidance.)

5. (O (O Have you ever been denied, or otherwise rejected for cause,
~  an education certificate, credential, or license?

g () (O Have you ever withdrawn an application for any education
certificate, credential, or icense?

7. O (O Have you ever practiced in any educational position In a
public school for which you did not hold the appropriate valid
educational certificate, credential, or license for that
position?

a OO (O Haveyou ever been dismissed, discharged, or fired from
B any employment position involving children or dependent
adults? (Do not infude RIFs)

9. OO (O Haveyou ever resigned from or otherwise left any
employment (e.g. settlement agreement) while allegations of
misconduct were pending?

10. O (O Have you ever been disciplined by 3 past or present
' employer because of allegations of misconduct?

11. O (O Aseyou currently or have you ever been the subject of any
Investigation or inquiry by an employer because of
allegations of misconduct?

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

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

c Previous Next @
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Step 13 pertains to criminal history. If any question is answered with a “yes”, the educator
must provide the information listed in blue print. Once all questions have been answered, click

Next to continue.

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

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

e To return to the previous
screen, click Previous.

e Click Next to continue.

Renew Educator Certificate - Step 13 of 20 9

You are renewing an educator Certificate.

Please ¢ the 9 carefully and ¢ before p g information and signing the affidavit

Section Il - Criminal History

= A. In the explanation box below state the following:

a.A g what 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 1,2,3, 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.

) years, have you ever been arrested for any crime or vi law? (DO possession
~  (MIP/minor in consumption (MIC) occurring more than 2 years ago or driving under the influence (DUI) occurring more than 5
years 3g0.) (Note; For “yes" responses 10 1,2.3, even if your case was dismissed or your record was sealed you must
answer this question in the affimative.) You need not list traffic violations for which a fine or forfeiture of less than $300 was

Imposed

2 O (O Inthe 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 Inthelast 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 plea of guilty or nolo contendere is the basis of conviction, (2) all
proceedings in which a sentence has been or , (3) or bail ) You need not list traffic viotations or

fines for which a fine or forfeiture of less than $300 was imposed
4 O (O Have you ever been convicted of any felony crime?

LR Do you currently have any outstanding criminal charges or warrants of arrest pending against you? This would include
= Washington State, any other state, province, territory, and/or country

6. (O (O Have you ever been or are you presently under in any for criminal charges? If your answer
© 7 Is"yes identify agency and location (street address, city, state) and the circumstances or details refating to the investigation
in the explanation box below.

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

(@ Continue - Please continue the wizard
© Cancel - Please cancel the wizard

g Previous Next @
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The first part of Step 14 asks questions
in regards to the educator’s conduct.

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

Renew Educator Certificate - Step 14 of 20

9

You are renewing an educator Certificate.

Please complete the following questions carefully and compietely before providing
information and signing the affidavit

If you answer "yes™ to any question (Section V), provide a written
explanation in the box below.

Yes No N/A

B R PR N R R R

1.0 O

20 O

3.0 O

¢ O O

50 O

8 O O

7.0 O O

720 O O

8 O O
9.0 O
2a 0O O O

Question

Have you ever exhibited and behavior or conduct which

might negatively impact your ability to serve in a role
which requires a certificate, credential, or icense?

in the past 10 years, have you ever engaged in any
conduct which resuited in the damage or destruction of
property? (For purposes of questions 2 and 3, property
includes both real and personal property owned by you
or another. Do not list damages done as the result of an
automobile accident.)

In the las! 10 years have you ever threatened to
damage or destroy property?

Have you ever engaged in any conduct which resulted
in the physical injury or harm of any person(s)? (Do not
st inury or harm caused as the result of duties
performed due to a job assignment such as police
officer, armed forces member, or athlete.)

Have you ever threatened to do physical injury or harm
to any person(s)? (Do not list inury or harm caused as
the result of duties performed due to a job assignment
such as police officer, armed forces member, of
athlete )

Do you have a medical condition which in any way
impairs or limits you ability to serve in a certificated role
with reasonable skill and safety?

If you use chemical substance(s), does this use in any
way impair or imit your ability to serve in a certificated
role with reasonable skill and safety?

If you disclosed a “"yes” answer o questions S or 7
above, are the imitations or impairments caused by
your medical condition(s) or substance abuse reduced
or ameliorated because you receive ongoing ireatment
(with or without medications) or participate in a
montoring program? Please explain in the box below
and provide the name, address, and lelephone number
of the program.

Do you currently use ilegal drugs?
Have you used illegal drugs in the last year?

If you disclosed a "yes" answer to question 9 above,
have you successfully completed or are you
participating in a supervised rehabiitation program?
Please axplain in the box below and provide the name,
address, and telephone number of the program.
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The second part of pertains to abuse and financial responsibility. Please note the information
requested if the educator answers “yes” to any of the questions 10-13. Click Next to continue.

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

e Toreturn to the previous
screen, click Previous.

e Click Next to continue.

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

0.0 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 or
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.

120 O

13. 0 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.

() cancel - Please cancel the wizard.

o=y i
@ Previous

MNext
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Step 15 allows the educator to upload any applicable forms/documents. The documentation
must be provided in PDF. There is a link, Add Attachment, to upload any information the

educator wishes to submit

e Click on the link, Add

Attachment.
o Select file.
e Click Open.

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

e Toreturn to the previous
screen, click Previous.

e Click Next to continue.

Renew Educator Certificate - Step 15 of 20

@

You are renewing an educator Certificate.

The online application wizard will lead you through the Washington application
process. Please answer the following questions as the wizard guides you to the
appropriate online application.

Please provide any documentation as an Adobe Portable Document Format
(PDF) file needed to support your answers to the previous questions.

View Description Page Count Create Info

Mo Records Found

Add Attachment

Once you have uploaded all documents click on the Next button.

(®) Continue - Please continue the wizard.

() Cancel - Please cancel the wizard.

= i
@ Previous Mext

The Add Educator Image window is launched. The educator enters a description of the
attached document. By clicking on the Browse button, the educator can attach the specific
document. Once document is selected, click on Submit.

Add Educator Image - Step 1 of 1

e

Add Educator Image
Please enter the image information and press the Submit button.

Educator: *

Description:

Document: Browse...

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

® Save - Please save the image.

_) Cancel - Please cancel the wizard.

Submit @
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Step 16 requests 3 character references. Complete all required information and click Next to
continue.

Renew Educator Certificate - Step 16 of 20 9

You are renewing an educator Certificate.

. . . Prowide character information requested below.
e Enter data in required fields.

. Section V - Character References
e C(lick on drop-down arrow to

Select answer for State. :-gi.?;rﬂggzgif‘dwmm's‘ not related to you, who will serve as character
e To terminate the application Character Reference 1
process, click Cancel, Next. Name:| |
e Toreturn to the previous Mailing Address: | s
screen, click Previous. City: | §
e Click Next to Continue. State: | vl
Zip: | I
Telephone Number: [D}I:l‘: -
E-mail Address: | |

Character Reference 2

Name: | |

Mailing Address: | I
City: | I

State: | ~

20 |~

Telephone Number: ([ |)[ |- E

E-mail Address: | |

Character Reference 3
Name: | |
Mailing Address I
City: |
State: | W
Zip: ' |

Telephone Number: {I:l j: I:l .

E-mail Address: |

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

®) Continue - Flease continue the wizard
() Cancel - Please cancel the wizard

| Previous Next |
€ )
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Step 17 is an electronic signature. By clicking on the checkbox, you are signing the affidavit.
Please read carefully. Once the checkbox is marked, click Next to continue.

e Click on checkbox.

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

e To return to the previous
screen, click Previous.

e Click Next to continue.

Renew Educator Certificate - Step 17 of 20

e

You are renewing an educator Certificate.
Please review and electronically sign the below affidavit.

Affidavit:

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

If the information provided or answer(s) to any question on the
application or character and fitness supplement changes prior to my
being granted cerification, | 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 cerification, or in the case of a certificate holder, reprimand,
suspension, or revocation of the renewal cerfificate, credential, or
license.

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

{®) Continue - Please continue the wizard.

i) cancel - Please cancel the wizard.

@ Previous Next @
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Step 18 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.

Fill out all required fields.
Click on the drop-down
arrows to select applicable
answer.

Follow numeric format for
entered numbers.

Follow date format when
entering date.

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

Renew Educator Ce

rtificate - Step 18 of 20

You are renewing an

educator Certificate.

Pleaze enter your payment information and click Mext.

Payment Type

Credit Card #

Expiration Date:

Werification Code:

Mame on Credit Card:

Address Line 1

Address Line 2:

City
State
Ap

Email:

Amount

-

: | Credit Card W
I:I * (Example: 08/11)

I

Please provide the name on the credit card. You must also
provide the billing address for the credit card being used
and this address must match the address on the credit card

statement (the holder of the credit card’s address, not the
bank’s address).

| #
L

* no spaces or dashes

- (123 Main St. |*
| |
: |Springﬂeld |*

- |lllinois Nk

| |*

- |$63.00 |*

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

(® zave - Please sav

e the fee information.

() Cancel - Please cancel the wizard.

G Previous

Mext @
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Step 19 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.

Renew Educator Cenrtificate - Step 19 of 20

9

You are renewing an educator Certificate.

Please review the informatien below. Once you have reviewed the information click
the Apply link. By clicking the Apply link you are elecironically signing this
application and authorizing the Washington State Office of Supernintendent of Public
Instruction to charge your credit card for the listed application amount.

= Profile (edit)
Name:
S5M: Birth Date:
Gender: Male Former:
Print Hame: Ethnicity: Unknown/Not Provided
— Address (edit)
Mailing Address: 123 Main 5¢
City State, Zip: Springfield IL, 62711
Couniry: US
— Contact (edit)
Home Phone:
Email Address:
= Payment (edit)

Credit Card & =g
Expirafion Date: 09/M5
CC Verification: 235
CC Mame: .
CC Address Line 1:
CC Address Line 2-
CC City: Springfield
CC State: IL
CC Zip: 62711
CC Email:
Amount: $63.00

Once you have reviewed the information click on the Apply button to submit
your credential application. After clicking submit, it may take up to one minute
to approve the transaction. Do not refregh the screen or click on any buttons

or you may be double charged.

O] Apply - Please accept my credential application.

() Cancel - Please cancel the wizard.

'Q' Previous

Apply '@'
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Step 20 confirms the application is pending review. Click Submit to complete the application
process.

Renew Educator Certificate - Step 20 of 20 o

e To terminate the

application process,
click Cancel, Next. Please review the following information.

You are renewing an educator Certificate.

e To return to the our online renewal application has been processed and your new cerlificate is now
. . pending review by a cerificaticn specialist. Applications are processed in the order
previous screen, click fhey are received. Processing fime during busy periods may take up to eight weeks.

Previous.
. . Review the outcome of your application and click Submit.
e Click on Submit to
complete the ®) Continue - Please continue the wizard.
application process. Cancel - Please cancel the wizard.

@ Previous Submit @
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Educator Menu
On the Credentials screen, there are three tabs. Home will take the educator back to the home

page, My Credentials will take the user to their Credentials screen and Educator will launch a
menu with information pertinent to the educator’s data.

# Home | B My Credentials B Educator =

5% Educator =

Applications (12)

Fees (3)

Print History (4)

Education History
Work History
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Applications

To view the educator’s applications, the educator clicks on the link, Applications.

E' Educator =

Applications (12)

Fees (3)

Print History (4)

Education History
Work History

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

. The educator can

SPEN

asm

0511872014

CC-81 00

Shcre AR Applications

| Cheekist ] Doument Desaription [stanus Barth Sourie Received Pay lnfo Balance
Checklist [ EEHE Teacher Certification CLOSED e osel 02/21/2014

Cheehlist oG P Conversion oFEN he a5k 03/12/2014

Cheaiefis w0 s Res, Teschar Reiscos QLOSED e 0P 03/18/2014 CC-33.00 0.00
Charclist e L Aesident Teacher Renewsl Ne

Qoa
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Fees

The educator can view fees for applications. By clicking on the Fees link, the Fees table is

launched.

E' Educator =
Applications (12)

Fees (3)

Print History (4)

Professional Development

Education History
Work History

The educator can view the fee information on this screen. The educator cannot edit or delete
fees. This is a view only screen.

Fees

Note: You cannot edit or delete fees that are iated with a certi or
You cannet retumn fees that have not been batched

or have been batched.

D Method AppID App Auth Batch Return Reason Amount Balance Returned?
116 cc RESRENEW2 907690 4035 63.00 0.00 No
114 cc 907689 4031R 33.00 0.00 No
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Print History

By clicking on the link, Print History, the educator can view as well as print a non-official copy of
their certificate or any letters pertaining to the certificate.

E' Educator =
Applications (12)
Fees (3)

Print History (4)

History

Professional Development

Education History
Work History

This action will launch the Print History Information screen. The educator can view their
information as see what has been printed.

Print History Information

Certificate Print History

[view  [wa certs Educator Centificate Certificate Status Queued Date Printed Date Address
View KIOOEX XA BENRK RESIDENCY TEACHER (FIRST ISSUE) Expired 2/21/2014 7:29:08 AM 2/21/2014 1:40:05 PM
View HEQODSK RN RN REK RESIDENCY TEACHER Issued 3/18/2014 1:47:29 PM

Deficiency/Letter Print History

[view  [wa certt Educator Certificate [certificate status Queued Date Printed Date Address
View XIOOLEX JSEHD IOEN X RESIDENCY TEACHER (FIRST ISSUE) Deficient 3/14/2014 9:10:59 AM 3/14/2014 9:10:56 AM
View RXDOEEN p=liate sl 3 RESIDENCY TEACHER (FIRST ISSUE) Deficient 3/14/2014 9:11:28 AM
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By clicking on the View link, the educator can print a non-official copy.

EDUCATION CERTIFICATE

CERTIFICATE TYPE: RESIDENCY TEACHER (FIRST ISSUE)
ISSUE DATE: 02/21/2014
EXPIRATION DATE:

ENDORSEMENTS: ELEMENTARY EDUCATION

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

History houses the educator’s personal information such as Name, Address and Contact
Information.

E' Educator =

Applications (12)

Print History (4)

Expertise

Professional Development
HQT

Education History

Work History

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

Edwsator History
Hame Address  Cosisct Informsiion

[Prefis [rient Ie2 Last [maigen setin ]

Eduestas Histery
Name  Addiess  Contsct Inlemmation

| Incomect Addeess | ddress source Addressi Addeessd | Address Prepsicaa [ ciey [state  [7ip Code | country [Won Us state
N ecen 123 Main 5t 123 Main 5t Seinghield n 2711 Unied States
Na aCart 135 Migin 5t 125 Mpin 5t Lp'lnlf.lu "w &2 United 32t

Edusator History
Kams  Address  Coslact Information

Hame Fhane [wor Phme [Atemate Prone Fan Fhepes [Emmai Address [wetaice ]
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Communication Log

Communication log table will display any notes made by OSPI. By clicking on the Comm Log

link, the Communication Logs table is displayed.

Any notes pertaining to the educator, if applicable, will be shown in this table.

E' Educator =
Applications (12)

Fees (3)

Print History (4)

Pro ional Development

Education History

Work History

Communication Logs

Edit

Date

Type Description

Created By

Delete

No Records Found
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Expertise
This table documents the educator’s area of expertise.

E' Educator =

Applications (12)

Print History (4)

Professional Development

Education History
Work History

By clicking on the Expertise link, the Expertise Information table is launched.

Expertise Information
Source Status Endorsement
ASHA

Issued

Grade
Speech - Language Pathology
NSPC

Expires
3/3/2020
3/31/2014

Kthru 12
Issued NSPC Level 1 Residential

Kthru 12
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Professional Development

By clicking on the Professional Development link, the educator can view their professional
development credits. In addition, the educator can add, edit and delete professional

development information.

E' Educator =

Applications (12)

Fees (3)

Print History (4)

Expertise

Professional Development

HQT
Education History
Work History

Add Professional Development

To add professional development hours, click the link, Click Here to Add Professional
Development Hours.

By Certificate  All

Educator Professional Development Educati
| Edit | Institution/Approved Provider Class/School District Credit Type Clock Hours Completed? Begin Date End Date Delete
Edit WA - Central Washington University Phys Ed Semester Hours 60.00 True 1/1/2014 3/21/2014 Delete
Edit | Association Of Washington School Principals (AWSP) Principals on the Go Clock Hours 6.00 True 2/7/2014 2/10/2014 Delete
Edit Aberdeen School District Test Clock Hours 2.00 True 3/6/2014 3/7/2014 Delete
Edit | Aberdzen School District Mathematics Clock Hours 2000 True 9/23/2013 9/30/2013 Delete
Edit | WA - Centralia College Computer Science Semester Hours 30.00 True 7/1/2013 8/15/2013 Delete
Edit | WA - Antioch University Seattle Philasophy Semester Hours £0.00 True 5/1/2013 5/22/2013 Delete
Click Here to Add Professional Development Hours
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This action will launch the Educator Professional Development Hours wizard. The educator will
enter all required information. The required information is symbolized with a red asterisk.
Once all information is entered, click Submit.

Educator Professional Development Hours - Step 1 of 1 9]

. . . You are adding Educator Professional Development Hours.
e Enter information in all

required fields. Educator Certificate |D:

e Click on drop-down arrow to Credit Type: | e
select applicable answer. Class: |

e Use the specified format for Credit Type Hours: [ |
entering dates. Clock Hours

e To terminate the application Begin Date: | |
process, click Cancel. =l '

e To save Professional Completed: []
Development hours, click Type of Study. | V-
Submit. Comments:

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

(®) Continue - Please continue to save

() Cancel - Please cancel the wizard

Submit @
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To edit an existing entry, click the Edit link. Once information has been changed, click Submit.
The educator can also delete an entry. By clicking on the Delete link, the entry will be removed

from the system.

By Certificate  All

Educator Professional Development Education

Click Here to Add Professional Development Hours

Edit | Institution/Approved Provider [ Class/School District [ Credit Type Clock Hours Completed? [Begin Date [End Date [Delete |
Edit  |WA - Central Washington University Phys Ed Semester Hours 60.00 True 1/1/2014 3/21/2014 IDelem I
Edit Asscciation Of Washington School Principals (AWSP) Principals on the Go Clock Hours 6.00 True 2/7/2014 2/10/2014 Delete
Edit Aberdeen School District Test Clock Hours 2.00 True 3/6/2014 3/7/2014 Delete
Edit Aberdeen School District Mathematics Clock Hours 20.00 True 9/23/2013 9/30/2013 Delete
Edit | WA - Centralia College Computer Science Semester Hours 30.00 True 7/1/2013 8/15/2013 Delete
Edit | WA - Antioch University Seattle Philasophy Semester Hours £0.00 True 5/1/2013 5/22/2013 Delete

Edit Educator Professional Development Hours

By clicking on the Edit link, the Educator Professional Development Hours wizard is launched.

If Applicable,

e Make changes to already
entered data.

e To terminate the application
process, click Cancel.

e To save Professional

Development hours, click
Submit.

Educator Professional Development Hours - Step 1 of 1

You are Editing Pr Dewv

Hours

Educator Certificate ID: 0

Credit Type: [Clock Hours ~]

e

Approved Providers ‘ Academic Institute

Class ‘km

Clock Hours: |15.00 |*
Begin Date: |02/11/2014 = MM/DD/YYYY
End Date: |06/01/2014 |* MMW/DD/YYYY

Completed
Type of Study \Associate (Associate) V\‘

Comments

Created:
Updated: Update Info

@® Continue - Please continue to save

() Cancel - Please cancel he wizard

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

Submit @
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Delete Educator Professional Development Hours

By clicking on the Delete link, the Educator Professional Development Hours wizard is launched.

Review information to verify
deletion.

To terminate the application
process, click Cancel.

To delete Professional
Development Hours, click
Submit.

Educator Professional Development Hours - Step 1 of 1

7]

You are deleting Educator Professional Development Hours

Educator Certificate 1D:
Credit Type:

Class:

Begin Date:
End Date:
Completed:

Type of Study:

Comments:

Created:

Updated:

0
Clock Hours v

km

02/11/2014 | * MM/DDYYYY
06/01/2014 | * MM/DD/YYYY
o

Associate (Associate) W

Update Info

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

® Delete - | want to delete this professional development entry.

() Cancel - Please cancel the wizard

Submit @
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HQT

The HQT table shows the content area in which the educator is deemed highly qualified.

E' Educator =

Applications (12)

Professional Development

Education History

Work History

By clicking on the link, HQT, the HQT Information table is launched. The first tab shows the

Content Area, Route, Effective Date and Grade Levels.

HQT Information

iWashinngn Courses

Content Area Route Date Effective

Grade Levels

English/Language Arts Endorsement 04/01/1999

Middle, High
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The second tab, Washington Courses displays the courses taken by the educator to qualify
them as highly qualified.

HQT |Washinglbn Courses |

HQT Information

[content area Route Date Effective Grade Levels
English/Language Arts Endorsement 04/01/1999 Middle, High

FRENCH

CourseCode CourseName MatchTypeName Datestamp Note

06121 French 106121 Primary

06122 French 11 06122 Primary

06123 French 11l 06123 Primary

06124 French IV 06124 Primary

06125 French V 06125 Primary

06126 French for Native Speakers 06126 Primary

06127 French Field Experience 06127 Primary

06128 French Conversation and Culture 06128 Primary

06129 French Literature 06129 Primary

06130 18 Language A (non-English)French 06130 Primary

06131 IB Languags BFrench 06131 Primary

06132 AP French Languags 06132 Primary

06133 AP French Literature 06133 Primary
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Education History

The educator can view his or her education history E-Certification has documented in the
system. The educator can view, add, edit or delete education information.

E Educator =

Applications (12)

HQT

Education History

Work History

By clicking on the Education History link, the Education History screen is launched. The
educator can add, edit and delete history information on this table.

Education History

[Edit[instituti Begin Date End Date Degree | Credits Earned [Post Grad. credits Eamed e Created [Detete |

niversity of lllinois 5/1/2009 5/22/2013 ] 60.00 [petete |

| Click Here to Add Education History |
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Add Education History

To add education information, click on the link, Click Here to Add Education History. To edit an
existing education history, click on the Edit link. To delete an existing education history, click on

the Delete link. The Edit and Delete wizards are similar to what has previously been

demonstrated.

e Enter required information.

e Use specified format for dates.

e To terminate the application
process, click Cancel.

e To add Education History, click
Submit.

Add Education History - Step 1 of 1

You are adding education history

Institufion Name: |

BeginDate [ |MMDDAYYY
EndDate: | [MMDDIYVYYY
Creditzs Eamed: l:l
Post Grad. Crediis Eamed: l:l

L <

Comments:

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

® Save - Please save the certificate

() Gancel - Please cance! the wizard

Submit @
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Work History
Work History screen shows the educator’s professional education experience and other
employment experience documented in eCerts. The educator can view, add, edit and delete

this information.

E' Educator =

Applications (12)

Print History (4)

Professional Development

Education History

Waork History

By clicking on the Work History link, the Professional Education Experience screen and the
Other Employment screen are launched.

Professional Education Experience

[edit [eraves  [Beginate [Ena Date District ity [state [no. of Daysiif Less Than Fun- Created Delete

Click Here to Add Professional Education Experience

Other Employment Experience

Edit [9-12 1/9/2012 5/18/2012 Springfield Springfield I Delete

[dit_Tempioyer [BeginDate  [End Date [Paid ours Position [Duties [Telephane Number Immediate Supervisor Test Created |

Delete |

Edit | Springfield School District 1/3/2011 1/31/2011 B0 Substitute Teacher Mathematics (217) 555-6666

Springfield, IL 62704

Click Here to Add Other Employment Experience

Delete
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Add Professional Education Experience

To add Professional Education Experience, click on the link, Click Here to Add Professional

Education Experience. The educator can also edit and delete the posted experience. The Edit

and Delete wizards are similar to what has previously been demonstrated.

Professional Education Experience

[Edit [ Grades

[Begin Date.

[End Date

District

City

[state

[o. of Days if Less Than Full-Time Employment

Created

Delete |

1/9/2012

5/18/2012

Springfield

Springfield

L

I Click Here to Add Professional Education Experience I

By clicking on the Click Here to Add Professional Education Experience link, a wizard is launched

allowing the educator enter the professional education experience. Once information is

entered, click on Submit.
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Enter required information.
Use specified format for dates.
Click on drop-down arrows to
select applicable answer.

To terminate the application
process, click Cancel.

To add Education Experience,
click Submit.

Add Professional Education Experience - Step 1 of 1 o

You are adding professional education experience

Grades: | f‘

BegnDate: [  [MmmDDNYYYY
EndDate: [ |MmmDmyYy
District: | §
ciy: | i
State: | w

Mo. of Days if Less

Than Full-Time
Employment

Once you have edited the desired data click on the Submit button.
@) Save - Please save the work history

() Cancel - Please cancel the wizard

Submit @
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Add Other Employment Experience

To add Other Employment Experience, click on the link, Click Here to Add Other Employment
Experience. The educator can also edit and delete the posted experience. The Edit and Delete
wizards are similar to what has previously been demonstrated.

Other Employment Experience

[EndDate  [paidHours [Position [Duties

[Tetephone Number [ immediate supervisor Test Created

[Detete |

1/31/2011 80 Substitute Teacher

Edit_| Employer [Begin Date
Edit || Springfield School District 1/3/2011

Mathematics

(217) 555-6666

Springfield, IL 62704

| Click Here to Add Other Employment Experience |

IDelele |

By clicking on the Click Here to Add Other Employment Experience link, a wizard is launched
allowing the educator enter the employment experience. Once information is entered, click on

Submit.

e Enter required information.

e Use specified format for dates.

e To terminate the application process,
click Cancel.

e To add Employment Experience, click
Submit.

Add Other Employment Experience - Step 1 of 1

You are adding other employment experience

9

Employer: |

Begin Date: |:| MM/DDIYYYY
EndDate: [ |MMDDNYYYY

Total Number of Paid Hours: |

I required for CTE

Position: |

Duties: |

‘* required for CTE

Telephone Number: (l:l }l:l = l:l*

Name and Address of
Immediate Supervisor:

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

(®) Save - Please save the work history

O cancel - Please cancal the wizard

Submit @
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	Welcome  
	 
	Welcome to the Washington State Educator Electronic Certification System (E-Certification).  This user guide will help you navigate through E-Certification.  Once logged into the system, you will be able to edit your profile, view your credentials, in addition to many other functions. 
	 
	To Begin - Log in to:  
	To Begin - Log in to:  
	https://eds.ospi.k12.wa.us
	https://eds.ospi.k12.wa.us

	 

	 
	Returning users click “Sign In” Tab 
	 
	 
	Figure
	First time user click “Create an Account” Tab 
	 
	 
	Figure
	 
	 
	Home Page 
	 
	Once an educator has logged into E-Certification, their Home Page is launched.  On the top of the home page are two tabs, Home and My Credentials.  Home will navigate the educator to the home screen and My Credentials will take the educator to his or her credential screen.   
	 
	 
	Figure
	 
	Welcome Educator 
	 
	Under the Welcome Educator heading, there may be system messages posted for the educator’s view.   
	 
	 
	Figure
	 
	View Your Credentials Here 
	 
	The educator will find this link on their home page and it will navigate the user to his or her credential screen, same function as the My Credentials tab.  This will be shown in detail in the next few pages. 
	 
	 
	Figure
	 
	 
	  
	On the Educator’s home page are links that are applicable to the educator’s statuses.  For example if it is time for an educator to renew their certificate, a notice will appear on their home page with a link navigating them to a wizard which will help complete the necessary process.   
	 
	While there are several different scenarios and a number of certificates, this user guide will focus on some of the primary ones.  
	 
	Each application corresponds with a wizard.  A wizard is a step by step guide helping the educator through processing the application.  The wizard is intuitive and the educator will notice some steps are the same in different wizards.   
	 
	 
	 
	Wizards throughout the system basically follow the same format.  There are drop-down arrows in some fields, numeric answers only in some fields, while most fields are required.  If any Educator does not fill out a required field (marked with a red asterisk), an error message will be displayed instructing the educator what is needed to complete the application. 
	Wizards throughout the system basically follow the same format.  There are drop-down arrows in some fields, numeric answers only in some fields, while most fields are required.  If any Educator does not fill out a required field (marked with a red asterisk), an error message will be displayed instructing the educator what is needed to complete the application. 
	 
	Wizards will direct the user if it is a multiple step wizard by showing buttons at the bottom, such as Next. 
	 
	Each wizard will also allow the educator to cancel the application process by clicking on the Cancel radio button at the bottom of the wizard.   
	Figure

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	  
	View Your Credentials Here 
	 
	By clicking on this link, the educator can view their current and prior certification information. 
	 
	 
	Figure
	 
	Once the educator clicks on the View Your Credentials Here link, he or she is navigated to the Credentials screen.  The top part of the screen houses the educator’s primary, contact and miscellaneous information. 
	 
	The tabs in the heading across the top of Credentials will be addressed later in the user guide. 
	 
	 
	Figure
	 
	 
	 
	 
	  
	Edit Educator Information 
	 
	An educator can change their information by clicking on the Click Here to Edit Educator link.  A three step wizard is launched navigating the educator through each step. 
	 
	Step 1 allows the educator to change any profile information.  For purposes of privacy, most information in the field boxes has been removed.  Note the red asterisks on some of the fields.  There are also drop-down arrows which when clicked on displays a list from which the educator can select the applicable answer.  Once changes have been made, the educator clicks on Next. 
	 
	 
	 
	Figure
	 
	 
	 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 date format when entering date. 
	 Follow date format when entering date. 

	 Click on checkbox to select applicable answer. 
	 Click on checkbox to select applicable answer. 

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

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


	 
	 
	 
	 
	 
	 
	 
	  
	Step 2 allows the educator to make changes to their address if applicable.  Once changes have been made, the educator clicks on Next. 
	 
	 
	 
	Figure
	 
	 
	 
	 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. 

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

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


	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	  
	Step 3 allows the educator to change any contact information.  Once changes have been made, the educator clicks on Submit. 
	 
	 
	Figure
	 
	 
	 Follow numeric format when entering phone numbers. 
	 Follow numeric format when entering phone numbers. 
	 Follow numeric format when entering phone numbers. 

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

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

	 Click Submit. 
	 Click Submit. 


	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	  
	The second part of the Credentials screen shows the educator’s Applications, Certificates and Endorsements for Selected Certificates. 
	 
	Note:  By clicking on Select under Certificates, the associated endorsements will be displayed in the section, Endorsements for Selected Certificate. 
	 
	 
	Figure
	 
	 
	The Checklist link will show the educator all the information on file for the application process.  This is a view only screen. 
	 
	Figure
	 
	 
	 
	Figure
	 
	  
	Request Duplicate Certificate 
	 
	Housed in the Certificates table is a link to request a duplicate certificate.  By clicking on the link, Request Duplicate, a 7 step wizard is launched. 
	 
	Figure
	 
	Step 1 of the Online Duplicate Request Application asks the educator to update their profile.  Once that has been updated, if applicable, click Next. 
	 
	 
	Figure
	 
	 
	 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 date format when entering date. 
	 Follow date format when entering date. 

	 Click on checkbox to select applicable answer. 
	 Click on checkbox to select applicable answer. 

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

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


	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	  
	Step 2 and 3 asks the educator to update their address and contact information respectively.  Once information has been updated, if applicable, click Next to continue. 
	 
	 
	Figure
	 
	 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.  

	 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
	 
	 Follow numeric format when entering phone numbers. 
	 Follow numeric format when entering phone numbers. 
	 Follow numeric format when entering phone numbers. 

	 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 4 asks the educator to enter the number of duplicates he or she is requesting.  Once that has been entered, click Next. 
	 
	 
	Figure
	 Enter number of requested duplicates. 
	 Enter number of requested duplicates. 
	 Enter number of requested duplicates. 

	 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 5 requests payment information.  The amount is displayed at the bottom of the wizard.  The educator enters credit card information and clicks Next to continue. 
	 
	 
	Figure
	 
	 
	 
	 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. 


	 
	 
	 
	 
	 
	 
	  
	Step 6 requests the educator reviews information before applying with credit card.  The Edit links to the right of each section allows the educator to make changes if necessary.  When all information is reviewed, the educator clicks Apply.  Step 8 will be launched verifying the transaction. 
	 
	Figure
	 
	 
	 
	 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. 


	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	  
	Below are examples of links that could be found on an educator’s home page.  This user guide will take the educator through each link listed below to demonstrate how the application process works via wizards.  These examples will show the educator how to go through any application process no matter what they are applying for. 
	 
	 
	 
	Figure
	 
	 
	Figure
	 
	 
	Figure
	 
	 
	Figure
	 
	 
	Figure
	 
	 
	  
	Apply for Your College Recommendation 
	 
	If applicable, the following link will appear on the Educator’s home page. 
	 
	 
	Figure
	 
	To apply for college recommendation, the Educator clicks on the link, Click here to apply for your Washington college recommendation….. 
	 
	This action will launch the Educator Recommendation List table.  By clicking on the link, Apply for Credential, the educator can proceed with application.  Note if the Status is not in Completed Program, the educator should contact their institution.   
	 
	 
	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 be skipped and the Educator will be navigated to the next applicable step. 
	 
	  
	Step 1 of the Educator Recommendation Application is an informational introduction to the application process.   
	 
	Figure
	 
	 
	 Carefully read the explanation provided in Step 1. 
	 Carefully read the explanation provided in Step 1. 
	 Carefully read 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. 
	 
	 
	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. 

	 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. 


	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	  
	Step 7 is part of the profile update.  The educator can change any information if necessary. 
	 
	 
	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. 
	 
	 
	 
	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. 
	 
	 
	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.   
	 
	 
	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. 
	 
	 
	 
	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 12 requires the educator to answer fitness questions.  The educator must answer each question. 
	 
	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. 


	 
	 
	 
	  
	 
	Figure
	 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. 
	 
	 
	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. 
	 
	 
	 
	Figure
	 
	 
	 
	 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. 
	 
	Figure
	 
	 
	 
	 
	 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. 


	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	  
	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. 
	 
	 
	Figure
	 
	 
	 
	 
	 
	 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. 


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


	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	  
	Apply for Your District Request Here 
	 
	If a district electronically requests a teaching credential for an educator, a link will be displayed on the educator’s home page.   
	 
	 
	Figure
	 
	To start the process, the educator clicks on the link, Click here to apply for your Washington District Request.  This action will launch the District Request Application List table.  The educator clicks on the Begin link for the selected application. 
	 
	 
	Figure
	 
	By clicking on the Begin link, an 18 step wizard is launched.  The educator will go through each step for complete the application process. 
	 
	  
	Step 1 is both an informational and instructional explanation of the application process.  Once the Educator has read the explanation, he or she clicks on Next to continue.  
	 
	 
	 
	Figure
	 
	 
	 
	 Carefully read the explanation provided in Step 1. 
	 Carefully read the explanation provided in Step 1. 
	 Carefully read 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. 


	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	  
	Step 2 asks the educator to verify his or her Washington State Certificate number.  Once verification is made, the educator clicks Next to continue. 
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	 Verify certificate number. 
	 Verify certificate number. 
	 Verify certificate number. 

	 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 3 display’s the educator’s Education Experience.  If this is not correct, the educator clicks on “No, the information is not correct” and the educator will be directed to a screen that will allow him or her to update or edit their education experience.  This will cause the educator to restart the application process.  By clicking Yes, the educator is verifying their Education Experience.  Once verified, the educator clicks on Next. 
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	 If information is incorrect, click No. 
	 If information is incorrect, click No. 
	 If information is incorrect, click 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. 

	 If information is correct, click Yes, then click Next to continue. 
	 If information is correct, click Yes, then click Next to continue. 


	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	  
	Step 4 requires the educator to enter the school year and program area or courses.  Once information has been entered, the educator clicks on Next to continue. 
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	 Enter required information. 
	 Enter required information. 
	 Enter required information. 

	 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. 


	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	  
	Educators are asked to list all states in which they hold or have held an educational certificate in Step 5. 
	 
	 
	Figure
	 
	 
	 If applicable, in the text box, list states. 
	 If applicable, in the text box, list states. 
	 If applicable, in the text box, list states. 

	 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 6 the educator can change any profile information as necessary. 
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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 date format when entering date. 
	 Follow date format when entering date. 

	 Click on checkbox to select applicable answer. 
	 Click on checkbox to select applicable answer. 

	 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 7 is part of the profile update.  The educator can change any information if necessary. 
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	If applicable: 
	 
	 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. 

	 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. 


	 
	 
	 
	 
	 
	 
	The educator can change any contact information in Step 8. 
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	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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	 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.   
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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. 


	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	  
	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. 


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


	 
	 
	 
	 
	 
	 
	 
	  
	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. 
	 
	 
	 
	Figure
	 
	 
	 
	 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. 


	 
	 
	 
	  
	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. 


	 
	 
	  
	Apply for a Washington Credential 
	 
	This link will be displayed on the educator’s home page when they are qualified to apply for a Washington Teacher Certificate.   By clicking on the link, the educator will be navigated to the Educator Application List where available applications are displayed. 
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	To begin the process of applying for a Washington Credential, the educator clicks on the link, Apply for Credential.  This particular credential the user guide is demonstrating is an administrative certificate. 
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	Step 1 of the Administrative Certificate wizard is an informational introduction to the application process.   
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	 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. 


	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	  
	Step 2 asks the educator to verify his or her Washington State Certificate number.  Once verification is made, the educator clicks Next to continue. 
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	 Verify certificate number. 
	 Verify certificate number. 
	 Verify certificate number. 

	 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 3 display’s the educator’s Education Experience.  If this is not correct, the educator clicks on “No, the information is not correct” and the educator will be directed to a screen that will allow him or her to update or edit their education experience.  This will cause the educator to restart the application process.  By clicking Yes, the educator is verifying their Education Experience.  Once verified, the educator clicks on Next. 
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	 If information is incorrect, click No. 
	 If information is incorrect, click No. 
	 If information is incorrect, click 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. 

	 If information is correct, click Yes, then click Next to continue. 
	 If information is correct, click Yes, then click Next to continue. 


	 
	 
	 
	 
	 
	 
	 
	 
	  
	Step 4 requires the educator to enter the school year and program area or courses.  Once information has been entered, the educator clicks on Next to continue. 
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	 Enter required information. 
	 Enter required information. 
	 Enter required information. 

	 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. 


	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	Educators are asked to list all states in which they hold or have held an educational certificate in Step 5. 
	Figure
	 
	 
	 
	 
	 If applicable, in the text box, list states. 
	 If applicable, in the text box, list states. 
	 If applicable, in the text box, list states. 

	 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 6, the educator is asked to select the certificate and the level of certificate he or she is requesting.  In some cases not all choices may be available to the educator.  If this is the case, the option will be disabled. 
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	 Click on the checkbox to select the requested certificate. 
	 Click on the checkbox to select the requested certificate. 
	 Click on the checkbox to select the requested certificate. 

	 Click on the radio button to select level of certificate. 
	 Click on the radio button to select level of certificate. 

	 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 7 allows the educator to upload any applicable forms/documents.  The documentation must be provided in PDF.  There is a link, Add Attachment, to upload any information the educator wishes to submit.  Provided on the wizard is OSPI’s address in the event the educator is unable to upload documentation. 
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	 Click on the link, Add Attachment. 
	 Click on the link, Add Attachment. 
	 Click on the link, Add Attachment. 

	 Select file. 
	 Select file. 

	 Click Open. 
	 Click Open. 

	 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. 


	 
	 
	 
	 
	 
	 
	 
	The Add Educator Image window is launched.  The educator enters a description of the attached document.  By clicking on the Browse button, the educator can attach the specific document.  Once document is selected, click on Submit.   
	 
	  
	Figure
	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. 


	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	  
	Step 9 is part of the profile update.  The educator can change any 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. 

	 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 10. 
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	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 11 is an affidavit.  By clicking on the checkbox, the educator is electronically signing the affidavit. 
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	 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 12 is a continuance of the affidavit.  The educator must answer all the questions.   
	 
	 
	 
	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 13 pertains to the educator’s Criminal History.  The educator must answer the Yes or No questions by clicking on the radio buttons. 
	 
	 
	 
	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 14 requires the educator to answer fitness questions.  The educator must answer each question. 
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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. 


	 
	 
	 
	 
	  
	 
	Figure
	 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 16 the educator is asked to provide 3 references.  Once the information is entered, the educator clicks on Next to continue. 
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	 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 17 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 18 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. 
	 
	 
	Figure
	 
	 
	 
	 
	 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. 


	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	  
	Step 19 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. 
	 
	 
	 
	Figure
	 
	 
	 
	 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. 


	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	  
	Step 20 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. 


	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	  
	Reissue Credentials 
	 
	An educator can apply to reissue their Washington Credential by clicking on the link displayed below.  If applicable, this link will be displayed on the Educator’s Home Page. 
	 
	 
	Figure
	 
	By clicking on the link, Apply to Reissue Your Washington Credential Here, the user is navigated to the Educator Reissue List screen.  The credential(s) available for reissue will be listed.  The educator clicks on the link, Apply for Credential to begin the application process. 
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	Step 1 of the Reissue Certificate wizard is an informational introduction to the application process.   
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	 Carefully read the explanation provided in Step 1. 
	 Carefully read the explanation provided in Step 1. 
	 Carefully read 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. 


	 
	 
	 
	 
	 
	 
	  
	Step 2 asks the educator to verify his or her Washington State Certificate number.  Once verification is made, the educator clicks Next to continue. 
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	 Verify certificate number. 
	 Verify certificate number. 
	 Verify certificate number. 

	 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 3 is an affidavit.  Select the appropriate response.  Click Next to continue. 
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	 Click the applicable checkbox. 
	 Click the applicable checkbox. 
	 Click the applicable checkbox. 

	 Enter answer in textbox. 
	 Enter answer in textbox. 

	 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 4 houses the educator’s profile information.  If any changes are applicable, the educator can make the changes and click Next to continue. 
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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. 


	 
	 
	  
	Steps 5 and 6 contain address and contact information.  The educator can make changes if necessary and then click Next to continue. 
	 
	 
	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. 
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	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 7 is an affidavit.  By clicking the checkbox the educator is electronically signing the affidavit.  Once the educator has read the information, clicks on the checkbox, he or she can continue by clicking Next. 
	 
	 
	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 8 asks the educator to answer each question carefully before answering.  Click Next to continue. 
	 
	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 9 pertains to criminal history.  If any question is answered with a “yes”, the educator must provide the information listed in blue print.  Once all questions have been answered, click Next to continue. 
	 
	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. 


	 
	 
	 
	 
	 
	 
	 
	 
	  
	The first part of Step 10 asks questions in regards to the educator’s conduct.   
	 
	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. 


	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	  
	The second part of pertains to abuse and financial responsibility.  Please note the information requested if the educator answers “yes” to any of the questions 10-13.  Click Next to continue. 
	 
	 
	Figure
	 
	 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. 


	 
	 
	 
	 
	 
	 
	 
	 
	 
	  
	Step 11 provides the ability to add attached documents to the application. To add a document click on the link, Add Attachment. 
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	The Add Educator Image window is launched.  The educator enters a description of the attached document.  By clicking on the Browse button, the educator can attach the specific document.  Once document is selected, click on Submit.   
	 
	  
	Figure
	Step 12 requests 3 character references.  Complete all required information and click Next to continue. 
	 
	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 13 is an electronic signature.  By clicking on the checkbox, you are signing the affidavit.  Please read carefully.  Once the checkbox is marked, click Next to continue. 
	 
	 
	Figure
	 
	 
	 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 14 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. 
	 
	Figure
	 
	 
	 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. 


	 
	 
	 
	 
	 
	 
	 
	 
	 
	  
	Step 15 allows the educator to review his or her information.  To make any changes, the educator clicks on the (edit) link located to the right.  Once all information has been verified, click Apply. 
	 
	Figure
	 
	 
	 
	 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. 


	 
	 
	 
	  
	Step 16 confirms the application is pending review.  Click Submit to complete the application process. 
	 
	Figure
	 
	 
	 
	 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. 


	 
	 
	 
	 
	 
	 
	 
	 
	  
	Renew Credentials 
	 
	An educator can apply to renew their Washington Credential by clicking on the link displayed below.  If applicable, this link will be displayed on the Educator’s Home Page. 
	 
	 
	Figure
	 
	By clicking on the link, Renew Your Credentials Here, the user is navigated to the Educator Certificate Renewal List screen.  The credential(s) available for renewal will be listed.  The educator clicks on the link, Renew to begin the application process. 
	 
	 
	Figure
	 
	  
	Step 1 of the Renew Educator Certificate Application is an informational introduction to the application process.   
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	 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. 


	 
	 
	 
	 
	 
	  
	Step 2 asks the educator to verify his or her Washington State Certificate number.  Once verification is made, the educator clicks Next to continue. 
	 
	 
	Figure
	 
	 Verify certificate number. 
	 Verify certificate number. 
	 Verify certificate number. 

	 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 3 display’s the educator’s Employment Experience.  If this is not correct, the educator clicks on “No, the information is not correct” and the educator will be directed to a screen that will allow him or her to update or edit their employment experience.  This will cause the educator to restart the application process.  By clicking Yes, the educator is verifying their Employment Experience.  Once verified, the educator clicks on Next. 
	 
	Figure
	 
	 
	 If information is incorrect, click No. 
	 If information is incorrect, click No. 
	 If information is incorrect, click 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. 

	 If information is correct, click Yes, then click Next to continue. 
	 If information is correct, click Yes, then click Next to continue. 


	 
	 
	 
	  
	Step 4 display’s the educator’s Education Experience.  If this is not correct, the educator clicks on “No, the information is not correct” and the educator will be directed to a screen that will allow him or her to update or edit their education experience.  This will cause the educator to restart the application process.  By clicking Yes, the educator is verifying their Education Experience.  Once verified, the educator clicks on Next. 
	 
	 
	Figure
	 
	 If information is incorrect, click No. 
	 If information is incorrect, click No. 
	 If information is incorrect, click 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. 

	 If information is correct, click Yes, then click Next to continue. 
	 If information is correct, click Yes, then click Next to continue. 


	 
	  
	Step 7 instructs the educator to attest his or her intention to register for the ProTeach external assessment if they are applying for the 2 year residency renewal. 
	 
	If yes, click the checkbox and enter the date.   
	 
	 
	Figure
	 
	 Click the checkbox. 
	 Click the checkbox. 
	 Click the checkbox. 

	 Enter the date. 
	 Enter the 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. 

	 If information is correct, click Yes, then click Next to continue. 
	 If information is correct, click Yes, then click Next to continue. 


	 
	 
	 
	 
	 
	  
	Step 8 houses the educator’s profile information.  If any changes are applicable, the educator can make the changes and click Next to continue. 
	 
	 
	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. 

	 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. 


	 
	 
	  
	Steps 9 and 10 contain address and contact information.  The educator can make changes if necessary and then click Next to continue. 
	 
	 
	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. 


	 
	 
	 
	 
	 
	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 11 is an affidavit.  By clicking the checkbox the educator is electronically signing the affidavit.  Once the educator has read the information, clicks on the checkbox, he or she can continue by clicking Next. 
	 
	 
	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 12 asks the educator to answer each question carefully before answering.  Click Next to continue. 
	 
	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 13 pertains to criminal history.  If any question is answered with a “yes”, the educator must provide the information listed in blue print.  Once all questions have been answered, click Next to continue. 
	 
	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. 


	 
	 
	  
	The first part of Step 14 asks questions in regards to the educator’s conduct.   
	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. 


	 
	 
	 
	 
	 
	  
	The second part of pertains to abuse and financial responsibility.  Please note the information requested if the educator answers “yes” to any of the questions 10-13.  Click Next to continue. 
	 
	 
	Figure
	 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. 


	 
	 
	  
	Step 15 allows the educator to upload any applicable forms/documents.  The documentation must be provided in PDF.  There is a link, Add Attachment, to upload any information the educator wishes to submit 
	 
	Figure
	 
	 Click on the link, Add Attachment. 
	 Click on the link, Add Attachment. 
	 Click on the link, Add Attachment. 

	 Select file. 
	 Select file. 

	 Click Open. 
	 Click Open. 

	 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. 


	 
	 
	 
	 
	 
	 
	The Add Educator Image window is launched.  The educator enters a description of the attached document.  By clicking on the Browse button, the educator can attach the specific document.  Once document is selected, click on Submit.   
	 
	 
	Figure
	  
	Step 16 requests 3 character references.  Complete all required information and click Next to continue. 
	 
	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 17 is an electronic signature.  By clicking on the checkbox, you are signing the affidavit.  Please read carefully.  Once the checkbox is marked, click Next to continue. 
	 
	 
	Figure
	 
	 
	 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 18 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. 
	 
	Figure
	 
	 
	 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. 


	 
	 
	  
	Step 19 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. 
	 
	Figure
	 
	 
	 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. 


	 
	  
	Step 20 confirms the application is pending review.  Click Submit to complete the application process. 
	 
	 
	Figure
	 
	 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. 


	 
	 
	 
	 
	 
	  
	Educator Menu 
	 
	On the Credentials screen, there are three tabs.  Home will take the educator back to the home page, My Credentials will take the user to their Credentials screen and Educator will launch a menu with information pertinent to the educator’s data.   
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	Applications 
	 
	To view the educator’s applications, the educator clicks on the link, Applications. 
	 
	 
	Figure
	 
	This action will launch the Applications section from the Credentials screen.  The educator can view the checklist for each applicable application. 
	 
	 
	Figure
	 
	 
	  
	Fees 
	 
	The educator can view fees for applications. By clicking on the Fees link, the Fees table is launched. 
	 
	 
	Figure
	 
	 
	The educator can view the fee information on this screen.  The educator cannot edit or delete fees.  This is a view only screen. 
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	Print History 
	 
	By clicking on the link, Print History, the educator can view as well as print a non-official copy of their certificate or any letters pertaining to the certificate. 
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	This action will launch the Print History Information screen.  The educator can view their information as see what has been printed. 
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	By clicking on the View link, the educator can print a non-official copy. 
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	History 
	 
	History houses the educator’s personal information such as Name, Address and Contact Information.   
	 
	 
	Figure
	 
	 
	By clicking on the History link, the Educator History screen is launched.  (Personal information has been removed for privacy purposes.)   
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	Communication Log 
	 
	Communication log table will display any notes made by OSPI.  By clicking on the Comm Log link, the Communication Logs table is displayed. 
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	Any notes pertaining to the educator, if applicable, will be shown in this table. 
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	Expertise 
	 
	This table documents the educator’s area of expertise.   
	 
	 
	Figure
	 
	 
	By clicking on the Expertise link, the Expertise Information table is launched. 
	 
	 
	Figure
	 
	  
	Professional Development 
	 
	By clicking on the Professional Development link, the educator can view their professional development credits.  In addition, the educator can add, edit and delete professional development information. 
	 
	 
	Figure
	 
	 
	Add Professional Development 
	 
	To add professional development hours, click the link, Click Here to Add Professional Development Hours.   
	 
	 
	Figure
	 
	 
	  
	This action will launch the Educator Professional Development Hours wizard.  The educator will enter all required information.  The required information is symbolized with a red asterisk.  Once all information is entered, click Submit. 
	 
	 
	Figure
	 
	 
	 Enter information in all required fields. 
	 Enter information in all required fields. 
	 Enter information in all required fields. 

	 Click on drop-down arrow to select applicable answer. 
	 Click on drop-down arrow to select applicable answer. 

	 Use the specified format for entering dates. 
	 Use the specified format for entering dates. 

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

	 To save Professional Development hours, click Submit. 
	 To save Professional Development hours, click Submit. 


	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	  
	To edit an existing entry, click the Edit link.  Once information has been changed, click Submit.  The educator can also delete an entry.  By clicking on the Delete link, the entry will be removed from the system. 
	 
	 
	Figure
	 
	 
	Edit Educator Professional Development Hours 
	 
	By clicking on the Edit link, the Educator Professional Development Hours wizard is launched. 
	 
	 
	Figure
	 
	If Applicable, 
	 
	 Make changes to already entered data. 
	 Make changes to already entered data. 
	 Make changes to already entered data. 

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

	 To save Professional Development hours, click Submit. 
	 To save Professional Development hours, click Submit. 


	 
	 
	 
	  
	Delete Educator Professional Development Hours 
	 
	By clicking on the Delete link, the Educator Professional Development Hours wizard is launched. 
	 
	 
	Figure
	 Review information to verify deletion. 
	 Review information to verify deletion. 
	 Review information to verify deletion. 

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

	 To delete Professional Development Hours, click Submit. 
	 To delete Professional Development Hours, click Submit. 


	 
	 
	 
	 
	 
	 
	  
	HQT 
	 
	The HQT table shows the content area in which the educator is deemed highly qualified.   
	 
	 
	Figure
	 
	By clicking on the link, HQT, the HQT Information table is launched.  The first tab shows the Content Area, Route, Effective Date and Grade Levels. 
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	The second tab, Washington Courses displays the courses taken by the educator to qualify them as highly qualified. 
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	Education History 
	 
	The educator can view his or her education history E-Certification has documented in the system.  The educator can view, add, edit or delete education information. 
	 
	 
	Figure
	 
	 
	 
	By clicking on the Education History link, the Education History screen is launched.  The educator can add, edit and delete history information on this table. 
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	Add Education History 
	 
	To add education information, click on the link, Click Here to Add Education History.  To edit an existing education history, click on the Edit link.  To delete an existing education history, click on the Delete link.  The Edit and Delete wizards are similar to what has previously been demonstrated. 
	 
	Figure
	 
	 
	 
	 Enter required information. 
	 Enter required information. 
	 Enter required information. 

	 Use specified format for dates. 
	 Use specified format for dates. 

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

	 To add Education History, click Submit. 
	 To add Education History, click Submit. 


	 
	  
	Work History 
	 
	Work History screen shows the educator’s professional education experience and other employment experience documented in eCerts.  The educator can view, add, edit and delete this information. 
	 
	 
	Figure
	 
	By clicking on the Work History link, the Professional Education Experience screen and the Other Employment screen are launched. 
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	Add Professional Education Experience 
	 
	To add Professional Education Experience, click on the link, Click Here to Add Professional Education Experience.  The educator can also edit and delete the posted experience.  The Edit and Delete wizards are similar to what has previously been demonstrated. 
	 
	 
	 
	Figure
	 
	By clicking on the Click Here to Add Professional Education Experience link, a wizard is launched allowing the educator enter the professional education experience.  Once information is entered, click on Submit. 
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	 Enter required information. 
	 Enter required information. 
	 Enter required information. 

	 Use specified format for dates. 
	 Use specified format for dates. 

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

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

	 To add Education Experience, click Submit. 
	 To add Education Experience, click Submit. 


	 
	 
	 
	  
	Add Other Employment Experience 
	 
	To add Other Employment Experience, click on the link, Click Here to Add Other Employment Experience.  The educator can also edit and delete the posted experience.  The Edit and Delete wizards are similar to what has previously been demonstrated. 
	 
	 
	 
	Figure
	 
	By clicking on the Click Here to Add Other Employment Experience link, a wizard is launched allowing the educator enter the employment experience.  Once information is entered, click on Submit. 
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	 Enter required information. 
	 Enter required information. 

	 Use specified format for dates. 
	 Use specified format for dates. 

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

	 To add Employment Experience, click Submit. 
	 To add Employment Experience, click Submit. 


	 
	 
	 
	 



