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User Manual Introduction 
This manual is intended to assist users in navigating successfully, step-by-step through the Professional Education and Certification electronic certification information application.  As well as context-specific help during your interaction with the application, this manual can be printed in its entirety as a desk reference manual.    

These instructions are limited to the “how-to’s” and navigation of this application.  

General Layout of User Manual

The manual has graphic and written instructions by Role (Example), Screen, Page or Tab pertaining to the process, User (if applicable), General Descriptions of the screen being used, a screen shot and Steps needed to correctly use the page.  Special instructions are in italics.   Example:

EDS Home All users will see this screen

This screen shows a list of options available for the user.

 Steps:
· Click View my applications
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print Friendly & Logout >

This section allows you to manage your account infarmation,

What would you like to do?

o View my applications
o View my application permissions
o Edit my personal information

o Change password
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TECHNICAL ASSISTANCE

For login access, please contact your District Security Manager.  

For technical help using the on-line system (can’t log on to the system, can’t access dropdown menus, etc.) contact OSPI customer support at CustomerSupport@ospi.wednet.edu or 1-800-725-4311.

This information is also available on the agency Web site at the following address: http//www.k12.wa.us/bulletinsmemos.
Roles– an important concept

ROLES:  Directions are provided based on the role of the user, and will be noted if specific to that role: SCHOOL DISTRICT, ESD, OSPI.   The options you view will be expanded or limited based on your role.  

ALSO, depending on which security rights you are granted for your business role, additional options will be expanded/limited.  

If no role or user type is indicated, screen or page interface and steps are the same for all roles/users
How-To

Login

This page is the entry point to the Electronic Data System (EDS) Applications at OSPI.  The School Apportionment and Financial Services System is one application that is available to users within this portal. 
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Please type your username and password to login.

I
Password:

Forgot your password? >>

Usernam

= Privacy Policy = Disclaimer > Custormer Support: 1.800.7254311  ©Copyright 2004 -~





Steps:
· Enter your Username

· Enter your Password

· Click Login

EDS Home
This screen shows a list of options available for the user.
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This section allows you to manage your account infarmation,

What would you like to do?

o View my applications
o View my application permissions
o Edit my personal information

o Change password
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Steps:
· Click View my applications

 

My Application List

This screen shows a list of applications at OSPI that the user is has been provided access to.
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 Home icati My Profile

print Friendly & Logout >
> Application List My Applications

> application Roles 1Y APPlication List

You have access to the applications listed below. Click on the application you want to access
If you need access to more applications, please contact your District Security Manager.

application
Education Data System
Electronic Certification

Events Manager

(Grad Requirements Email List
NBPTS Scholarship

|S4FS
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Steps:
· Click Electronic Certification
School district users do not need to review page 7 instructions.  

Certification Home 
The home screen confirms successful login by displaying the Electronic Certification home screen.  This screen will display different menu options for different users, School District, ESD or OSPI.
[image: image6.png]a ELIE

Fle E Vow Fovortes Took Hop 0

Qeck - () - (%] B | )semch ¢ Favoites SN N

e [B) s /o612 wa slpds/Dott s

‘Office of Superintendent electronic ® ]
OSPI Zisizee: o ion Y y o oo =

Info Center | Cert

ation | My Events | Admin

Fint Friendly & Logaut >
> Home Electronic Certification (eCert)

> Login/welcome

Wome | Insett  Pagelmout  References  Maiings  Review  View
_ M e Welcome
et RN AaBbC¢ AaBbCc AaBbCC AaBbCc AaBbCC B e Soriow
BT Z U - e AP~ A Headingl Heading2 Heading3 T Splats TTet  Subtle Em Change | © Application We invite you to have a look around and you don't even need to log in to access a number of our informational screens! Click the eCert Overview section and
J Format Painter = — Styles~ | Select Details its sub-sections situated in the left-side navigation bar. These pages will acquaint you with how eCert is set up and will supply you with other essential
EEm Font Parsgraph Ssyies dting o ectnieal information regarding certification. For example, when you click Application Details you will see precisely what documents are needed to apply for certification
5- 05 3 3 yE - Notes
d 05 [A- Q& F] & Click on the Info Center tab at the top of the screen and visit our extensive linked library. Once in the Info Center you are provided with links to other Web
o . FRRET ERRNRRRE TR RS TR T TRRRERRL SERNRRRI XRRYRRRL sites for mare facts about certification as wel as information about professional practices, teacher tools and other professional development resources to help

> My Messages o, achieve your professional goals

> My Personal
Info

> Contact OSPI

> Contact your
ESD

Certification Home
“The home screen confims successfulloginby displayingthe School Appartionment home screen.
This screen il display difterent menu options for aferent users, School Disrct, ESD or OSP

5 [ inoret

“ond

Fage:7ot14 | Words it | B U )

Aistan] | & (o () () | - Inbox - Microsaft Outook |55 & htps://eds.ospiK12.... & Cettfication - Microsoft In. | ) CERT o Ta0PM

557 FileMaker Pro 4] et User manwal [Comp.. | Wednesday





NOTE for ESD user: To access electronic certification information, select ‘Admin’ Tab.
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Search Tab function:  The search tab can be used to search all other tabs (person, test scores, fingerprints, etc).  If you enter an individual’s first and last name, it will search the other tabs using that criterion.  If you enter a certificate number, you will only receive results where the certificate number is used in that record.  Applications, Test Scores, and Fingerprints do not use a certificate number as part of the record.  

NOTE: SSNs will all be displayed ***1234
NOTE FOR SCHOOL DISTRICT USER:  School districts can also request information regarding certification and occupation for employees in their district or in a particular building using the district/school search.  
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Once a search is initiated by name, certificate number, district or school, the results for certification information and assignment will display at the bottom of the search tab:
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35 personnel records found.

ANN ARLENE ANDERSON

ANN BEATRICE
ANDERSON

ANN CATHERINE
ANDERSON

ANN COLLEEN ANDERSON

ANN ELIZABETH
ANDERSON

ANN F ANDERSON

ANN KAREN ANDERSON

ANN L ANDERSON

ANN MARLENE ANDERSON

ANN T ANDERSON

&1 Done

CHAN 11/22/1931
BRENDE 9/2/1915
ENDE
RLSON 3/16/1935
WARD 3/16/1936
D

11/6/1961
EKEL 9/14/1946
GREKEL
HENRICKSEN  8/15/1949
DINGLE 7/30/1942
NGLE

7/29/1947

1019976

001236R

109838C

2072110

0012376

415897H

186748]

315930H

133506F

214491C

1068

-t

9405

Meridian Elementary School

Thunder Mountain Middle Schoal
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To view individual certificate information for a particular person, select ‘view’ next to their name.
NOTE: ESD users will be taken to the Person tab to view only certification information.  School District users will be taken to the Occupation tab which shows certification and employment information (if employed).
Test Scores Tab: Once a name search has been initiated, the test scores tab and fingerprints tab will indicate the number of results found based on name.  Selecting the test score tab or fingerprints tab will display the results found.
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To view individual certificate information for a particular person, select ‘view’ next to their name.

NOTE: ESD users will be taken to the Person tab to view only certification information. School
District users will be taken to the Occupation tab which shows certification and employment
<! information (if employed).

€]Done
Test Scores Tab: Once a name search has been initiated, the test scores tab and fingerprints tab will
indicate the number of results found based on name.
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184 personnel records found.

AARON J ANDERSON 10/5/1969 3334188 ***8861
- ABBIE JANE ANDERSON  SEN 9/27/1938 1647888
- ADA CHARLOTTE 001191F
ANDERSON
- ADAM ALLEN ANDERSON 7/9/1984 4557628
- ADELAIDE ANDERSON LAN 0011938
- ADELAIDE NOREEN MEN 7/1/1905 0011841
ANDERSON
- ADELE 1 ANDERSON 11/1/1980  414548H  ***5506
- ADELINE MELBA 0011956
ANDERSON
- ADRIENNE L ANDERSON 8/13/1961 2581321  ***1319
- ADRIENNE MARIE 5/8/1967 2029111 ***giil

ANDERSON

Ocosta Elementary School
Ocosta Junior - Senior High
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National Board Teacher Certificate Tab:  This tab will show an individual’s name, DOB, NBCT certificate area and NBCT validity/expiration date.
Highly Qualified Teacher Tab:   This information will show districts HQT data as it relates to certification endorsements for an individual in the core academic subject areas.  More and more information will be shown as it becomes available.
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