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Apply for Your College Recommendation

Overview

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

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

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

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

Select Education Data System Portal from the Professional Certification webpage
http://www.k12.wa.us/Certification/e-Cert or type into your browser
https://eds.ospi.k12.wa.us/Login.aspx. First time users will need to select “Create an Account”

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

If your college or university has already created an account or if you have ever created your
own account, select “Sign In” and use the email address previously used or select “Forgot your
username or password” to order to reset your username and/or password. Creating an Account
when certificate information is already within the system may create multiple accounts and you
will need to contact Customer Support.

@ =

Help  Feedback

Create an Account
@  System Sign In

Username: ‘youremai\@urganization.com |

Password: ‘ |

Forgot your username or password?

First time users click “Create an Account” tab

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

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

To Complete Profile Information — Click Submit. You will be prompted to “Request Application
Roles”.

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


http://www.k12.wa.us/Certification/e-Cert
https://eds.ospi.k12.wa.us/Login.aspx
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m ( Create 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.

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

Required Login Information

First Name:

Last Name:
Birthdate: { format: MM/DDYYYYY )

Username:

Password:

Verify Password:

Optional Data for Linking to a Certificate

Gender: () Male C Female ® Not Specified

Certificate:

SSN (last four):

Contact Email:

You may find other educators with similar names. If none of these apply select “None of these
are me” at the bottom of the page. The optional information is necessary to avoid creating an
account that does not link to your certification information.
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My Profile
You must complete all profile information in order to create an account and access E-
Certification. Select “Create Account” at the bottom of the page.

Home Page
Select “View my applications”

Home My Applications @ Profile

This section allows you to manage your account information.

What would you like to do?

¢ View mvy applications

« View my application permissions

Edit my personal information

Change password

Search Education Directory

Search EDS Directory

s View Security Managers

Select My Applications.

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

Once you have logged into E-Certification, if your college/university has recommended you for
certification, the following link will appear on your home page. You may have to scroll down to
the bottom of your home page to find this link.
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‘*r\’ -

+1 Apply For Your College Recommendation Here
Click here to apply for your Washington coliege recommendation. You have recently completed an approved
Washington teacher education program. Your institution has electronically recommended you for a Washington
teaching credential. Click on this ink to start your application process

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

Educator Recommendation List

Callege Recammendstions Awalteng Applicatisn

Cortificate Hatn I titatios s gmmrssed AREY
Sty TRALHER [Pl diu) L ell P inf 1w § Ay LT iy Tt el
TEALSIER it Fra Compiaban of Brogra » Uity /1408 kphy Pow Credemcal
Mo Credeniial 5 4 Pre-Compinos of Prgram sies. Fen you P Bon fas nol manid you Fecomendsion compists o e Bme Fieass (0mcl 10 secommending mabiuion ion more réoemabon on whal you reed 1 90 10 Compete e
»

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

Step 1: Informational introduction to the application process.
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e Read carefully the
explanation provided in
Step 1.

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

e Click Next to continue.

Educator Recommendation Application - Step 1 of 18 e

You are applying for the certificate recommended by your institution.

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

MOTE: Once the 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 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 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 Hisfory.

= 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 wizard.

‘) Cancel - Please cancel the wizard.

Next g

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

If applicable:

e Click Next to continue.

e Enter information in required fields.

e Click on drop-down arrow and select answer.

e Use specific format for date.

e Click on one of the checkboxes.

e To terminate the application process, click Cancel, Next.
e To return to the previous screen, click Previous.
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Educator Recommendation Application - Step 6 of 18

You are applying for the certificate recommended by your institution.

Please updsate your profile information and click the Mext butbon.
File Location: W

Teacher Mumber:

S5N: -

First Mame: |

Middle Mame: |

Last Name: |

Farmer Mame: |

- -5 - — 5

Print Name: |
e
BrthDste: [ | mMmDDAYYYY -

Ethnicity: | Unknown/Mot Provided |-

[ American Indian or Alaska Mative

[ asian

[ Black or African American

[ caucasian or White

[ Mative Hewsiian or Ciher Pacific Isiander

Race:

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.

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

If applicable: Educator Recommendation Application - Step 7 of 18 9
. X You are applying for the ceriificate recommended by your institution.
e Enter information
. ) . Please update your address information and click the Next button.
in required fields.
e Click on drop- Mailing Address: | * f
down arrow and City: [Springfield F
select answer. Country: [United States vr
e Click Next to state: |lllinois vl
continue. Zip Code: [52711 :
e Toterminatethe | ..
application Once you have entered the required data click on the Next button.
R click ®) Continue - Please continue the wizard.
Cancel, Next. O Cancel - Please cancel the wizard.
e Toreturn to the
previous screen, e —
click Previous. & previous vt €9
The educator can change any contact information in Step 8.
If applicable: Educator Recommendation Application - Step 8 of 18 7 )
You are applying for the certificate recommended by your institution.
°
Fdlt any ) Please edit the contact information and click the Next button.
information.

e Use numbers for Work Phone: (I:l)l:l-l:lext_l:l
numeric fields. Home Phone: ([217])[555]- |

e To terminate the Alternate Phone: (I:l)l:l—l:l
application Fax Phone: (|:|)|:|—|:|

process, click
Email Address:
Cancel, Next.
o Toreturn to the ||

previous screen, Once you have entered the required data click on the Next button.
click Previous. (®) Save - Please save the profile information.

e Click Next to (O Cancel - Please cancel the wizard
continue.

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

Educator Recommendation Application - Step 9 of 18 9@

e Click on the checkbox.

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

e To return to the previous

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

Affidavit:

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

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

granted certification, | must notify the college/university cerification
office or the organization program director immediately.

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

(® Continue - Please continue the wizard.

(O Cancel - Please cancel the wizard.

@ Previous Next @

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

Educator Recommendiation Application - Step 10 of 18 v
e Answer questions by C|icking on You are applying 10f the Ceriicate recommended by yOUr institusion
the radio button for Yes or No. s -~ ke s N ca.

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

e To return to the previous screen,
click Previous.

e Click Next to continue.

Ao you currenlly of have you ever been the su
cort e on iry

5 (nCluding stayed)

S, yoluntary sure 5, Of YORMNCH

* of Deen dened, Or O ¢ rejeciod for cause.
uCabion centficate, credential, of icense?

Have you ever withdrawn an apphcaton for ary educaton
cerificate, Credential, of iense?

10 Have you over boen
empioyer bocause of o

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

®! Contnue - Please continue e wizard

Cancel - Please cancel the wizard

Previous Next )
€} ©

10
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Step 11 pertains to the educator’s Criminal History. The educator must answer the Yes or No

guestions by clicking on the radio buttons.

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

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

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

Section Il - 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 1,23, DO NOT inciude minor in
driving under the influence (DUI) occurring more than 5 years ago

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

Yes No Question

1. O (O Inthelast 10 years, have you ever been arrested for any crime or violation of the law? (DO NOT include minor in possession
- (MIP/minor in consumption (MIC) occurring more than 2 years ago or driving under the influence (DUI) occurring more than 5
years ago.) (Note; For “yes” responses 1o 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. C In the fast 10 years have you ever been fingerprinted as a result of any arrest for any crime or violation of the law?
3. O (O Inthe ast 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 suspended or deferred, (3) or bail forfelture.) You need not list traffic viotations or
fines for which a fine or forfeiture of less than $300 was imposed

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

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

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

o

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

@) Continue - Please continue the wizard.

Cancel - Please cancel the wizard

@ Previous Next @

11
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Step 12 requires the educator to answer fitness questions. The educator must answer each
question.

You are applying for the certficate recommended by your institution.

MMHM*““W*M
Informaton and signing the amdavit

'”“w.nmmnml“
explanation in

Yes No NA m
100 Have you ever exhided and behavior of Conduct which

Negatvely Impact 10 581ve In 3 role
mn“ﬂ”.‘“ of icense?

200 1n the past 10 years, have you ever engaged n any

12
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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

D0 you have 2 medical CondBon which In a0y way
IMmpairs O kmits you abERy 10 Serve N & Cortiicated roke
with reasonable shall and safety?

M you use Chemical Substance(s). Goes this use n any
Wity ImOar O emilt your abiity 10 Serve In 3 Coniicated
10k WEN reasonable shal and safety?

i you GsCiosed 2 “yes” answer 10 Questions S or 7
AOVe, are he Imtatons of IMparments Caused by
yOour meaCal CONABON(s) Or SuUbstance adute reduced
O amelor 3ted DOCIULe yOU reCene 0NQOINg reatment
(wilh o WOt MEACAtons ) Of DArCipate In 2
montorng program? Piase expian in e box besow
and provide he name_ address. and lelephone number
of the program

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

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

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

10. O

1.0

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 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.

12 O

13 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 supporn
order?

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

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

@ Previous

13
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Enter data in
required fields.
Click on drop-down
arrow to select
answer for State.
To terminate the
application process,
click Cancel, Next.
To return to the
previous screen, click
Previous.

Click Next to
Continue.

Educator Recommendation Application - Step 14 of 18

You are applying for the certificate recommendead by your institution,
Provide character nformation requesied balow

Section V - Character References

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

Character Reference 1

Mame
Mailing Addrass
city: |
State: | I
Zip: |

Telaphone Number: {| |

E-mail Address

Character Reference 2

Name
Mailing Address
City
State b
Zip
Telephone Mumber: |

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

Fip

Telephone Mumber

E-mail Address: L

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

® Continue - Please continue the wizard

Cancal - Please cancel the wizard

@. Previous HNexi

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

14
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Step 15 is an affidavit. By clicking on the checkbox, the educator is signing the affidavit.

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

Educator Recommendation Application - Step 15 of 18

e

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

Affidavit:

'[] ! certily (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 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 |l 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 ceriification, or in the case of a cerificate holder, reprimand,
suspension, or revocation of the renewal cerificate, credential, or
licenze.

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

(®) Continue - Please continue the wizard.

i) cancel - Please cancel the wizard.

@ Previous Next @

15
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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.
e Fill out all required

ﬂelds Please enter your payment information and click Mext.
e Click on the drop- Payment Type: [Credit Card v
down arrows to mlﬂ ns_c_::.
select applicable Credit Card # | |- o spaces or dashes
LA . Expiration Diate: |:| (Example: 08/11)
e Follow numeric _—
erification Code: I:l -
format for ente rEd Please provide the name on the credit card. You must also
numbers. provide the biling address for the credit card being usad
and this address must match the address on the credit card
) Follow date format statement (the holder of the credit card's address, not the

bank's address).

when entering date.
e To terminate the

MName on Credit Card:

. . Address Line 1: | |"
application process, | |
. Address Line 2:
click Cancel, Next.
e Toreturn to the sl |
: State: |lllinois ~|-
previous screen,
click Previous. Zip: 62711 |
. Email: -
e Click Next to meil | |
continue. Amount 56800 |

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

(®) Save - Please save the fee information.

‘. Cancel - Flease cancel the wizard.

@' Previous Next @

16
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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.

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.

Educstor Recommendation Application - Step 17 of 13 i

You are applylng for the certificate recommended by your Institution.

Pleasa raview the Informatian bedow. Once you have raviewsd the information clck
he Apply link. Sy clicking tha Apply Bnk you are elactronically igning this
application and authorizing the Washinglon State Office of Superntandant of Pubilic
Instruction to charge your credit card for the Nsted application amaunt.

= Profile (eIt
[REIES
SEM Birth Data:
Gender: Fonmer:
Arint Mamie: Ethinicity: UnknownHot Provided
Address (eIt

M3 ||F'§ Addrass:
CHy Stata. Zip: Springfiald IL, E2711

Cou niry: us
— Contaci ()
Home Phone:
Emall Addraes:
— Pamanl (EIIII:-

Cradi Card #; seeeses
Expiration Diate: 0815
CC Verication:

CC Mame:
CC Addrass Ling 1:
CC Address Ling 2:
CC Cliy:
oC Sale:
CC ZIp:
CC Emall:
Amaunt: §63.00

Omce you have reviewsd the Information click on the Apply button to submit
yaur credential appiication. After clicking submit, It may take up to cne minuwte
to approve the transaction. Do not refresh the scresn or click on any buttons
or you may be double charged.

{®) Apply - Please accapt my credential applcatian.

C-' Cancal - Pleaes cance| the wizard

{} Prawlaus Apply @

17
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Step 18 completes the process by clicking on Submit. The educator will then be navigated to
their credential screen.

Educator Recommendation Application - Step 18 of 18 @
You are applying for the certificate recommended by your institution.
e To terminate _ - .
X ) Please review the following infermation.
the application
process, click You have successfully applied for your new Washington teaching credential.
Cancel Next Your ceriificate has been routed to a cerfification specialist for review.
0 5
e Toreturnto Once the specialist has reviewed your file a detailed statement will be sent that
. outlines what tasks you need to perform to have your credential issued. Applications
the previous are reviewed in the order in which they are received. During peak periods that
screen. click reviewprocess can take up to eight weeks but typically takes a few weeks.
?
Previous. Click here to view your new credential information.
e C(lickon Review the outcome of your application and click Submit.
Submit to o _ ,
\®) Continue - Please continue the wizard.
complete the ,
i B Cancel - Please cancel the wizard.
application
process.
=
Q Previous Submit @




