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Powering Educator Credentialing

LEA Dashboard User Guide

This user guide will provide an overview of the functionality contained within the LEA Dashboard.

%8 DEEDS 3.0
Delaware Department of Education L

Welcome to the LEA Dashboard

‘Welcome to DEEDS 3.0. This newly revised system is a comprahensive entryway into your LEA's ata and the that you need. Once an educator has an account in DEEDS 3.0, then from this point,
inform the DDOE about your educaters, initiate applications for the educator's approval, upload files, and input LEA approval where necessary.

pne— i usae

The LEA Dashboard consists of a number of sections, namely Header, Main Menu, Bulletin Board, Useful
Links and Navigational Site Map. The sections and their contents will be described in this user guide.

Sections:

e Header
e Main Menu
o LEA Dashboard
o Find Educator
= Search Results Panel
= Status Section
= Single Educator Search
=  Multiple Educator Search
e Allow Fuzzy Search On
e Allow Fuzzy Search Off
e Change Sort Order
=  Educator Data Tabs
e Application Data

e Correspondence

e Coursework
e Credentials

DDOE Licensure & Certification 26-Jul-21



e Documents
e Experience
e National/Professional Certificates
e Other
e Personal Info
o Personal Info Section
o Address Contact Details Section
o Aliases Section
o Military Section
e Student Teaching
e Transcripts
e DIEEC (EL
e PD Training (EL
e (Class Schedule
e Clock Hours

e Emergency/COE
e Employment History
e Evaluations

e Financial

e Grad Salary Increments
e Mentoring

e QOS Credentials

e Stipends

e Tests

e Document Generation

o ReviewQ
o Emergencies & COEs
=  Emergency Recommendations
=  Emergency Extensions
=  Emergency Upgrades
= 91 Day Application
o LEA Mentoring Center
= Mentor Forms

e Bulletin Board

e  Useful Links

e Navigational Site Map

e General Instructions
o Associate Document
o Upload Document

DEEDS 3.0 Access
To access DEEDS 3.0, you must have an EdAccess account.

If you do not have an EdAccess account, then you will need to Register an EdAccess Account.
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https://ssoapply.doe.k12.de.us/#home

If you already have an EdAccess Account, Login to EdAccess Account

Via the EdAccess dashboard, click the DEEDS 3.0 icon.

User is directed to LEA Dashboard.

Header

Delaware 1 DEEDS 3.0
Delaware Department of Education T

Figure DDB-HDR-01: LEA Dashboard Header Information

The header information appears at the top of the page and contains elements inactive, meaning that
they do not have any action and are not clickable. These header items include titles and logos that are
informational in nature and do not offer any action. Inactive items in the header include the Delaware
Department of Education logo, Delaware Department of Education header text, LEA Dashboard header
text and DEEDS 3.0 logo. To confirm that an item is inactive, move the mouse over the item and the
pointer remains unchanged.

Depending upon your role, there may also be a dropdown list on the right-hand side of the page for
selection of the district or charter. This control is only available to users that are permitted to view
information across districts.

Main Menu

I LEA Dashboard BllR=0T=160 ReviewQ Emergencies & COEs LEA Mentoring Center Reports
Figure DDB-MNU-01: LEA Dashboard Main Menu

The blue bar that spans the page just below the headers is the Main Menu. The menu bar represents the
high-level categories of functionality contained within DEEDS for the District or Charter user.

To select a main menu option, click on the menu title. The menu option that is selected will appear as a
white tab to indicate that it has been selected. There are two types of menus offered: single menu and
dropdown menu. A brief description of each menu type follows.

Single menu items: There are three single menu items (LEA Dashboard, Find Educator, ReviewQ) and a
simple click will load a page for performing the selected function.

Dropdown menu items: The remaining main menu items (Emergencies & COEs, LEA Mentoring Center,
Reports) offer a dropdown list of options, or sub-menu options. When the menu option on the blue bar
is clicked, there is a dropdown list with sub-menus to choose from. A sub-menu option must be selected
in order to load a page for performing the selected function.

An overview of each of the menus and sub-menus follows along with links to specific user guides, if
applicable.

LEA Dashboard

l (NTYCHINLELM Find Educator  ReviewQ  Emergencies & COEs LEA Mentoring Center Reports

Figure DDB-HOM-01: LEA Dashboard Menu Option
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https://launchpad.classlink.com/ddoe

LEA Dashboard is a single menu option that represents the landing or home page for the District or
Charter school user and is arguably the most important button on the dashboard. Whenever the user
wishes to get back “home”, selecting the LEA Dashboard menu will bring them back to the home page.

Find Educator

Find Educator is a single menu option used for searching educators within the system. With this option,
the District or Charter user is not restricted to educators within their district or charter. The Find
Educator function enables a search across all DEEDS users. However, data associated with educators
from other districts or charters are read-only and cannot be edited. A detailed description of the Find
Educator search functionality follows.

Select the Find Educator main menu option.

LEA Dashboard EZIRFIMSVSE ReviewQ  Emergencies & COEs LEA Mentoring Center  Reports

Baiiow Fuzzy Search

Licenses License Type: | - Select -
SSN Date of Birtn

Person Id Email

Figure DDB-FEI-01: Find Educator Search Form

Find Educator page is loaded to enter search terms for finding educators.

None of the fields are mandatory, as the user may enter either specific or general search criteria to find
an educator, or educators that match the search criteria. The search terms are not case sensitive, so
there is no need to enter capitalized letters to find educators. Enter search terms in the entry fields.

LEA Dashboard QZTFRLTIERTIN ReviewQ Emergencies & COEs  LEA Mentoring Center Reports

Biow Fuzzy Search

Figure DDB-FEI-02: Find Educator Search Criteria Entered

Click Search button.
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LEA Dashboard [IUPTNMSYSll ReviewQ  Emergencies & COES LEA Mentoring Center  Reports

I e ocee |

Search Results

= Q68 9 @

Embers Anna 235815 O+ Stat A+

AopiicatonData  Corfespondence Coursework Credentials Documents Experience  Nal/Pro. Cedicates Other  Personalinfo  StudentTeaching  Transcrigls DIEEC PDTrainng  Class Schedule  Clock Howrs  Emergency/COE
Employmant Hstory  Evakations  Financial  Mentorng | 008 Credentals  Grad Saaryincrements  Stpends  Tests (i)

: . : . z
Application Type Submitted Date View PDF
i - 0 . n Saiary Incremen ers Degree 06291202 e Apgication
$SO ‘Apphcation. Intake ‘Quaity Review ‘Analyst Review FingAze
Empioye
| Compieted Compileted Completed Completed Completed
& Open
1), Ne nt Registration  Registration R
a

oproved

Figure DDB-FEI-03: Find Educator Search Results

Search Results are displayed on the page for the educator or educators that match the search criteria
entered. The page can also be configured in many ways as described in the details that follow. Initially,
the Search Results page is divided into two major sections: Search Results panel on the left-hand side
and Status section in the middle. These two sections are described in detail below.

Search Results Panel

On the left side of the page is a panel where high level details of the educator are displayed. At the top
of the panel, Last Name, First Name and License# are shown in table format. Directly below the header
information is a section labeled At a Glance that displays data including Demographics, Open
Applications, Test Scores, Transcripts, Employment and Out of State (OOS) records.

The At a Glance section within the Search Results panel includes a scroll bar in the event that all the
information does not fit within the panel. To expand the Search Results so that the data can be viewed
more clearly, click the arrow pointing right (indicated with a red arrow below) in the upper right-hand
corner of the panel:

LEADashboard DTS ReviewQ  Emergencies & COEs LEAMentoring Center  Reports

e N, g
Last Name First Name Licenses

Embers Anna 235815 + Status 2+

= Q &8 o @

Application Dasts ~ Comespondence Coursework  Credentials  Documents  Experience  Nat/Pro. Cerficstes  Other Personal info  Student Teaching  Transcripts  DIEEC PO Training  Class Schedule  Clock Hours  Emergency/COE
Employment History  Evaluations  Financial Mantoring  0OS Credentials  Grad Salary Increments  Stipends  Tests [DIGRELEEEER

©- Demographics

Figure DDB-FER-01: Find Educator Search Results Expand Button

The information is expanded horizontally to include additional fields across the top and the Search
Results panel overlays the Status section of the page as:
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LEA Dashboard [ETUPI-PUPSOSCN  ReviewQ — Emergencies & COES LEA Mentoring Center  Reports

Search Results - = a8 o 7
person Employes  $50 Expiration
Suffix License®  License Type L] SSN a o License Status. Date Address ‘ +
Embers  Anna 235815 Advanced Licen 211104  JOOGXX-27 Application Pend  06/29/2026 scdT12@mailinator. 712 West S, Millsbaro, DE.
ing com

eniTesching Transcipls DIEEC PDTraining Cless Scheduls  Clock Howss  EmergencyiCOE.
At a Glance '

I 40

©- Demographics
{ Personld 211104 -
{ Legal Name: Amna Embers
{ Email sca712g@maiinator com
| s ooneara for Masters Degree: 05202021 View Applcation
i Do 07M2M982
| Genger F
i sso
i Employeeid
©- Open Applications - (4)

). New Appicant Registration : Registration Requested
 2). Emergancy Application for 91 Day appication - Withdrawn
$3). New Appiication for Licansa andor Cerlficate - Aproved

| 4). Satary Increment for Maslers Degree - Approved

Figure DDB-FER-02: Find Educator — Search Results Panel Expanded

The arrow that was previously pointing right in the upper right-hand corner of the Search Results panel
has rotated and is now pointing left. To collapse the section back, click the same arrow pointing left
(indicated with a red arrow above). The Search Results panel is restored to its original size:

LEADashboard DRSS ReviewQ  Emergencies & COEs LEA Mentoring Center  Reports

Search Resuits 5 oS %= Q88 @

LastName  FurstMame  Licensed
Embers Anna 235815 O+ Status ‘ +
- At a Glance Appécation Dats  Comespondence Coursework Credentials Documents Experience Nat/Pro. Cefbficates Other Personalinfo  Student Teaching Transcripts DIEEC PDTraining  Class Schedule  Clock Hours  Emergency/COE
== Employment History  Evaluatons  Financal  Menloring  OOS Credentials  Grad Salary increments  Stoends  Tests [ alt ]
©- Demographics

Person g 211104
Legal Name: Anna Embers Application Data -
Usemame: scd712@mailinator com

Email scd712@masinator.com

SSN. X00KXX-2712 Application Type Submitted Date View PDF
DOB: 07/12/1982 Satary Increment for Masters Degree 062012021 View Application
Gender F

'
ss0
Employeeid

©- Open Applications - (4)
1). New Applicant Registration : Registration Re.

quested
2). Emergency Application for 91 Day appicatio
n: Withdramn

Deficiency Name

3) New Appiication for License andlor Certiscat

Figure DDB-FER-03: Find Educator — Search Results Panel Collapsed

The At a Glance section (indicated with a red arrow above) can also be collapsed and expanded. Click
the — button in the At a Glance header to collapse the data. When the = button is clicked, the data is
collapsed and a + button appears in its place. The At a Glance section, when collapsed, appears as:

LEA Dashboard JETFRRIRSCSSE  ReviewQ  Emergencies & COEs  LEA Mentoring Center  Reports

,» TN = Qe e

Search Results

LastName  FirstNamo  Liconsed

Embers Ama 235815 + Status A+

Aopication Data  Corespondence Coursework Cradentia Documents Experience  Nal/Pro. Certficates Other  Personalnfo  StudentTeaching Transcripls DIEEC PDTranng Class Schedule ClockHours  Emergency/COE
EmpoymentHstory  Evalations  Fnancal  Menlomng | 00S Crodentals  Grag Salary Incemants _ stpencs  Tosts (TR

Application Data =

1 2 ; . s
Appiication Type Submitted Date View POF
Salry Icremant o Miasters Degiee e View Agpicaton
Comvied ] [ Comived ] [-comvisd_] [Combied ] [-Comived ]

Figure DDB-FER-04: Find Educator - At A Glance Panel Collapsed

Click the + button to expand the educator information again.
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1). New Applicant Registration . Registration Re

"

LEA Dashboard IUPEMSISYE  ReviewQ  Emergencies & COEs LEA Mentoring Center  Reports

Search Results >, TS = Qaee®

LastName  FurstName  License#

Embers Anna 238815 o+ Status A+
t 2 Glanc

e N Appiication Data  Cormespondence Cowrsework  Credentials Documents Experience  Nab/Pro. Cerlicates Other Personalinfo  StudentTeaching Transcripts  DIEEC PDTraining  Class Schedule  Clock Hours  Emergency/COE

Employment Hstory  Evaluations  Financal  Mentorng  0OS Credentisls  Grad Salary increments  Stpends  Tests [ ae i)

Person I¢ 211104
Legal Name: Anna Embers

Application Data -
Usemame: scd712@maiinator. com
Email. sca712@mainator com 1 2

Application Typo Submitted Dato View PDF

Salary Increment for Masters Degree 061292021 View Appication

quested
2) Emergency Application for 91 Day applicatio [ —
n: Withdrawn

3) New Appacation for License and/or Certicat Onficioncy hews Notes Date

Figure DDB-FER-05: Find Educator - At A Glance Panel Expanded

In addition to expanding and collapsing the entire At a Glance section, parts of the data can be collapsed
as well. Click the individual - buttons (indicated with red arrows above) to the left of the Demographics,
Open Applications, Test Scores, Transcripts, Employment and OOS headers to collapse the data, as
desired. To expand the data again, click the corresponding + button. The individual sections collapsed
within the At a Glance panel appears as:

[ITIMSI@l ReviewQ  Emergencies & COEs LEA Mentoring Center  Reports

Search Results 5 S L S
LastName  FirstMame  License#
Embers. Anna 235815 O+ Status ‘ +

A8 e Appication Data  Comespondence Coursework  Credentials Documents  Experience  NatPro, Cerliicates Ofher Personalinfo  StudentTeaching Transcripts DIEEC PDTraining Class Schecule  Clock Hours  Emergency/COE

- Employment History  Evaluaions Fmancial Mentorng 00S Cradentls  Grad Salary increments  Stpends  Tests [ ]
G- Demographics
G~ Open Appiications - (4)
@ Test Scores - (0)
@ Transcripts - 2)

& Empioymen

: 1 2 3 . s
o o051 : [r— Submited Date View PO
Salary Increment for Masters Degree 06/29/2021 View Application
T || T | @ | @I | @5
Detaits.

Deficiency

Data -

Deficiency Name Notes Date

Figure DDB-FER-06: Find Educator - At A Glance Panel Sub-Sections Collapsed

Lastly the entire Search Result panel can be hidden completely by clicking the arrow pointing right
(indicated with a red arrow above) in the middle of the left side of the panel. When this arrow is clicked,
the entire Search Result panel is hidden and the Status section expands to fit the whole page. The entire
Search Results panel hidden appears as:
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LEA Dashboard EETEYXWSISYE ReviewQ  Emergencies & COEs  LEA Mentoring Center  Reports
Mchive  Dololo

= Q& 9 @

Status

A+

Appicalion Data  Comespandence Coursewsrk  Credentials Documenls Experlence NaliPro, Cerlficates Ofher Persorallfo  Stusent Teaching  Transcrpls  DIEEC  PDTraning  Class Schedule  Clock Hours  EmergencylCOE  Employment History  Evalualions  Financial
Mentoring  OOS Cradentiaks  Grad Salary Incraments  Stipands mls

Application Data

1 2 3 4 5
Fr——— Submitted Date
\ ‘Salary Increment for Masters Dagree. 08202021 View Application
.

Figure DDB-FER-07: Find Educator — Search Panel Hidden

The arrow that was previously pointing right has rotated as is now pointing left. To restore the Search

Result panel, click the same arrow pointing left (indicated with the red arrow above). The Search Results
panel is restored to the left side of the page and appears as:

LEADashboard ERPPIS ReviewQ  Emergencies & COEs LEA Mentoring Center  Reports

Archive Dateta

S . T e
e

Embers Anna 235815 O+

Status 2+

Appication Data  Cortespondence Coursework  Credentials Documents Experience Nal/Pro Certficates Ommer Personalinfo Student Teaching Transcripte DIEEC PDTraning  Class Schedule  Clock Hours  Emergency/COE
Employment History  Evaluations  Financisl Mentonng  OOS Credentials  Grad Salary Increments  Stipends  Tests

At a Glance =
ol Document Generation
G- Demographics

G~ Open Applications - (4)

G- Test Scores - (0)

Application Data =
@ Transcripts - (2)
©- Employment B 2 s R s
& 005- Appiication Typo Submified Date View PDF
Satary Incroment for Masters Degree 06202021 View Appiicaton
B
[ concieed ] [ Comeied ] [ concited ] [ comvioed_]
Dehciency Detaits.
Deficiency Name otes

Figure DDB-FER-08: Find Educator — Search Panel Restored

Status Section

In the middle side of the page is a section labeled Status: where all the data for the selected educator is
made available.

Status : A +

Credentials Documents  Experience Nat/Pro. Certificates  Other Personalinfo  Student Teaching Transcripts DIEEC PDTraining Class Schedule  Clock Hours  Emergency/COE
Employment History ~ Evaluations ~ Financial ~Mentoring OOS Credentials ~ Grad Salary Increments ~ Stipends  Tests [@ol0T el il ]

T S = D =
} Completed l} Completed l} Completed l} Completed l} Completed l

Figure DDB-FES-01: Find Educator Status Section

pplication Data | G C

Application Data

Application Type Submitted Date View PDF

Salary Increment for Masters Degree 06/20/2021 View Application

Since there is a vast amount of information stored for each educator in the system, the data is broken
into categories. These data categories appear as tabs across the top of the Status section and are
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broken into three major categories that are color coded for ease of access. The green tabs represent
data that is common to both K-12 and Early Learning users; the orange tabs represent data specific to
Early Learning users only; the blue tabs represent data specific to K-12 users only. Within the categories,
the data tabs are sorted in alphabetical order.

The Application Data tab is selected by default, showing applications that are associated with the
selected educator. Note that the Application Data tab appears as a lighter shade of green, to indicate
that this tab is selected. To change the data view, click on another tab. In this example, the Employment
History tab is selected.

Status : L2+

pplication Data  Ci C Credentials Documents Experience Nat/Pro. Certificates Other Personalinfo  Student Teaching Transcripts DIEEC PD Training  Class Schedule  Clock Hours  Emergency/COE

Employment History | Evaluations ~ Financial ~Mentoring ~OOS Credentials = Grad Salary Increments ~ Stipends  Tests [ty S Tee ]

Employment History -—
Select an Application: -- Select - v

Showing 1 to 1 of 1 records.

Used
Employment Full or
Type Years District School Grade Tv; v Action FTE Effective | Loaded PartTime | 10Ward Accepted | Verified Actions
Application
100 F

BRANDYWINE  Hanby Teacher,
2020- Middle DEM-
Manua e SCHOOL Middle Severtn | e Current o
DISTRICT School nysies e
Science

Figure DDB-FES-02: Find Educator — Employment History Tab Selected

To note, the Employment History tab is a blue tab, which means that the data is specific to K-12 users
only and the tab appears as a lighter shade of blue to indicate that the tab is selected. The data view has
changed to display Employment History information for the selected educator.

The tabs allow the District or Charter user to view or edit data, as needed, for an educator. Educator
data may only be edited for those within your District or Charter. Information for educators outside your
District or Charter is read-only and cannot be edited. Refer to the Educator Data Tabs section for a
detailed description of each of the educator tabs.

Single Educator Search
Select the Find Educator main menu option to reset the search, if necessary.

To find a specific educator, enter search terms such as First Name and Last Name, or Social Security
Number (SSN) as a unique identifier. The search terms are not case sensitive, so there is no need to
enter capitalized letters to find educators.

LEA Dashboard CPFRNIMISA ReviewQ  Emergencies & COEs LEA Mentoring Center  Reports
Baiow Fuzzy Search

Search By Name:

FistName:  |noah LastName:  [embery

License# License Type - Select - v
SSN Date of Birth

Person Id. Email

m Cancel

Figure DDB-FESS-01: Find Educator — Single Search Criteria

Click the Search button.
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LEA Dashboard [ERRR-MWPSYSS ReviewQ Emergencies & COEs LEA Mentoring Center  Reports

Search Results N ¥ Q&8 9 @

LastName  FirstName  License#

Embers Noan 234691 o+ Status A+

At a Gl -
= anee Application Data  Correspondence  Coursework ~ Credentials Documenis Experience  Nat/Pro, Cerlficates  Other PersonalInfo  Student Teaching Transcripls DIEEC PDTraining Class Schedule  Clock Hours
- Emergency/COE  EmploymentHistory  Evaluations  Financial | Mentoring ~OOS Credentials ~Grad Salary Increments  Stipends  Tests [l L]
©- Demographics
i1 Personid- 211448
Legal Name: Noah Embers

Application Data -
Usemame: scd904@mailinator. com
Email: sco904@mailinator.com 1 2 3 2 5
SN XHKKX4904 Appiication Type Submitted Date View PDF
DOB: 0910411874 i - ° . n Advanced License 0712012021 View Application
, Gender: M
sso Application Intake. Qualty Review Analyst Review Finalize
Employeeld:
Completed Completed Completed Completed Completed

Open Applications - (4)

). New Appiicant Registration - Registration Re

Figure DDB-FESS-02: Find Educator — Single Search Results

Search Results are displayed on the page for the educator that matches the search criteria entered.
Note that the first and last name search fields exactly match the search results returned.

Multiple Educator Search
Select the Find Educator main menu option to reset the search, if necessary.

To find a group of educators that match certain search criteria, enter search terms such as just Last
Name or License Type. For this example, Last Name is specified as embers. Note that the search terms
are not case sensitive, so there is no need to enter capitalized letters to find educators.

LEA Dashboard JUGPINCSSN ReviewQ  Emergencies & COEs  LEA Mentoring Center  Reports
o Fuzzy Search

Search By Name.

First Name: Last Name: embers
License# License Type: | - Select ~ v
SSN. Date of Birth: DD/YYYY
Person Id: Email:

m S

Figure DDB-FEMS-01: Find Educator — Multiple Search Criteria
Click Search button.

LEA Dashboard SEEF=SINEICIE ReviewQ  Emergencies & COES LEA Mentoring Center  Reports

Search Results 5 zqQee®

LastName  FirstName  License#t

Embers Ancrew 24712 o+ SETE A+
AL a Glance Application Data  Cortespondence  Coursework  Credentials Documents  Experience  Nat/Pro. Cerlficates  Other  Personalinfo  Student Teaching Transcripls DIEEC FDTraining | Class Schedule  Clock Hours
- Emergency/iCOE  Employment History  Evaluafions  Financial Mentoring  OOS Credentials  Grad Salary Increments  Stipends  Tests
©- Demographics
i1 Personic: 211455
Legal Name: Andrew Embers Application Data =
Userame: scdo09@mailinator.com
Emai: scdg0s@mailinator.com 4 2 N 4 5
SSN: XKK XX 0000 Application Type Submitted Date View PDF
DOB: 0810911979 i { o a lal Paraeducator Permit Renewal o7R12021 View Applcation
Gender M [
550 Application Intake Qually Review ~ Analyst Review Finalize
i1 Employeeld
| Completed In Progress Not Started Not Started Not Started
©- Open Applications - (3
| {4). New Appiicant Registration : Registration Requ
i lested
| 2). New Appiication for Paraeducator Permt andlor | ) S B 5
| | Certficate  Approved Application Type Submitted Date View PDF
i 13). Renewal : Submitted i ' ° . n Paraeducator Permit 070212021 View Appication
©- Test Scores - (0)
i {Norecords Application Intake Qualty Review ~ Analyst Review Finaize.
©- Transcripts - (1)
' Completed Completed Completed Completed Completed

| 1), UNIVERSITY OF DELAWARE : B
©- Employment

i | Norecords

Figure DDB-FEMS-02: Find Educator — Multiple Search Showing First Record
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Search Results are displayed on the page for the educator(s) that matched the search criterion entered.
The view defaults to Application Data, showing the educator’s applications. Complete data is listed for
the first educator that meets the search criteria, in this case Andrew Embers. Click the plus icon
(indicated with a red arrow above) in the top row of the Search Results panel table.

Search Results N G | === a8 o
LostName  FirstName  Licensef
Embers Andrew 234712 > S5 2+
Embers Ele 234728
- o s Appiication Data | Cortespondence | Gourseviork  Credentials Documents | Experience | Nat/Pro. Certiicates  Other  Personal Info  Student Teaching Transcripls  DIEEC  PD Training  Giass Schedule | Clock Hours
cmbere omms s Emergency/COE  Employment History ~ Evaluations | Financial Mentoring  OOS Credentials Grad Salary Increments ~ Stipends  Tests
Embers Hannah 234721
Embers Jackson 234701 Application Data =
Embers James 234705
Embers Jocyn 234728 ° ! 2 ° ! ° Application Type Submitted Date View PDF
Embers Lauren BM O i Il Q a [ 1] Paraeducator Permit Renewa 07212021 View Application
, Embers Madison o =l
f— Vadicon sz O Applcation Intake Qually Review  Analyst Review Finalize
Embers Matihew o Completed In Progress Not Started Not Started Not Started
Embers Noan 234501
Embers Samantha C
Embers Victoria Bz O 1 2 3 4 5 .
Aplication Type Submitted Date

i ° . n Paraeducator Permit 07212021

Application Intake Qualty Review ~ Analyst Review Finalize

Completed Completed Completed Completed Completed

Figure DDB-FEMS-03: Find Educator — Multiple Search Showing Multiple Records

The Search Results table view is expanded to show the entire list of educators that meet the search
criteria. By default, the data is listed in alphabetical order by Last Name and then First Name. For details
on how to change the sort order, refer to the Multiple Educator Search — Change Sort Order section.

The top row is highlighted blue to indicate the record is selected, and the data in the Status section
shows information for the selected educator. Click the record in the top row (indicated with a red arrow
above) of the Search Results panel table again.

LEA Dashboard ESEEF=ILEICIE ReviewQ  Emergencies & COEs LEA Mentoring Center  Reports

search Results 5 SRS ¥ Qe o @

LastName  FirstName  License#f

Embers Andrew 234712 o+ Status 2+

At a Glance -
Applcation Data ~ Correspondencs ~ Coursework ~Credentials Documents  Experience  Nat/Pro. Certficales  Other Personallnfo  Student Teaching Transcripis DIEEC ~PD Training ~ Class Schedule  Clock Hours

Emergency/COE  Employment History ~ Evaluations Financial Mentoring ~ 0OS Credentials ~ Grad Salary Increments  Stipends  Tests [IETL S TR
©- Demographics

Person Id: 211455
Legal Name: Andrew Embers Application Data -
Username: scag09@mailinator.com
Email: scag09@mailinator.com 1 2 3 4 5
SSN: X00X0-9909 Application Type Submitted Date View PDF
DOB: 0910911979 ll (1,11 Paraeducator Permit Reneuat 0712112021 View Application
Gender M i (]
550 Application Intake Quality Review Analyst Review Finalize
i} Employesia
i Completed In Progress Not Started Not Started Not Started
©- Open Applications - (3)
| 11). New Applicant Registation - Registraion Requ
ested
| 2). New Appication for Paraeducator Permit andor | ) S B 5
| | Centfcate - Approved Application Type Submitted Date View PDF
! 131 Reneua submites i ° . m po—— P p—
©- Test Scores - (0) I
| | Norecords Application Intake Quallty Review  Analyst Review Finalize
©- Transcripts - (1)
Completed Completed Completed Completed Complsted

; ‘1 UNIVERSITY OF DELAWARE - B
©- Employment
| INorecords

Figure DDB-FEMS-04: Find Educator — Multiple Search Toggle Back to First Record

The view reverts back to the previous view, hiding the entire list of educators and focusing on the
selected educator in the At a Glance section. Clicking on the educator record acts as a toggle to move
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between views in the Search Results panel. Click the plus icon or the top row (indicated with a red arrow
above) again to return to view of educator list.

LEADashboard [ICRPR-NWSUSSN RoviewQ  Emergencies & COES LEAMentoring Center  Repol
Search Results s z Qe o@
tName First Name nse#
Embers Andrew 234712 o) Sz & 2+
Embers Ele 224728
- . s Appiication Data | Correspondence | Courseviork  Credentials Documents  Experience | Nat/Pro. Certiicates  Other  Personal Info  Student Teaching Transcripls  DIEEC  PD Training  Class Schedule  Clock Hours
mbers ic
i f— . Emergency/COE  Employment History  Evaluations | Financial  Mentoring OO Credentials Grad Salary Increments | Stpends | Teste [t ]
Embers Hamnah 224721
Embers Jackson 224701 Application Data =
Embers James 224705
1 2 5 4 5
Embers Jochn 234728 Application Type Submitted Date View PDF
Embers Lauren 234724 i n 0 ial Paraeducator Permit Renewal 0712112021 View Application
, Embers Madison

f— adicon . Application Intake Quality Review  Analyst Review Finalize
Embers Mathew Completed In Progress Not Started Not Started Not Started
Embers Noah 234691
Embers Samantha
Embers Victoria w22 O 1 2 3 4 5 — .

n . ° . n Paraeducator Permit 0772112021

Anpiication Intake Qually Review  Analyst Review Finalize

Completed Completed Completed Completed Completed

Figure DDB-FEMS-05: Find Educator — Multiple Search Toggle Back to Multiple Records

To view data for another educator, click on the desired row (indicated with a red arrow above).

LEADashboard RBRINLEILIE ReviewQ  Er

Archi Delete
Search Results > = Qb 9@

s & COEs LEA Mentoring Genter  Reports

LastName  FirstName Liconsed
i ]
Embers James 234705 o+ SEIT - *
At a Glance
Application Data | Cortespondence | Courseviork  Credentials Documents | Experience | Nat/Pro. Certficates  Other  Personalinfo  Student Teaching | Transcripls DIEEC  PD Training  Ciass Schedule | Clock Hours

- Emergency/COE  Employment History _ Evaluations | Financial | Mentoring | 0OS Credentials | Grad Salary Increments | Stioends | Tests [t ]
©- Demographics

Person Id: 211449

Legal Name: James Embers Application Data =

Usemame: scdo0s@mailinator.com
Email: scdg05@mailinator.com

1 2 3

SSN: XXX-XX-5905 Application Type. ‘Submitted Date View PDF

DOB: 09/05/1975 License AND School Psychologist 0712112021 View Application

Gender: M
Application Intake.

4 5

350 Quality Review Analyst Review Finaiize
Employesid Requirements for License Received Accepted Evidence
- Completed Completed Completed Completed Completed
pen Applications - 0 you hold a Bachelor's degree or higher in any area from a regionally accredite
©- Open Applications - (8) Do you hold a Bachelors d high L i died . ¢ o
1). New Applicant Registration : Registration Re college or university? 4 o
quested Have you completed the Delaware student teaching requirement or a specialty area
2). New Application for Paraeducator Permit an altemative (i.e., School Counselor, School Nurse, School Library Media, School ) (V] %)

Worker)?
dior Certficate - Approved Psychologist or School Social Worker)’

Figure DDB-FEMS-06: Find Educator — Multiple Search Showing Selected Record Details

The display changes to data specific to the newly selected educator, in this case James Embers. Click the
plus icon or the record in the top row (indicated with a red arrow) of the Search Results panel table to
see the entire list of educators again.
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(RN 5L LEIGE Find Educator ReviewQ Emergencies & COEs LEA Mentoring Center Reports
R S

LastName  FirstName Licensed
Embers Andrew 234712 o S 8 A+
Embers Elle 234728 o
- . it ~ Application Data  Correspondence  Coursework  Credentials  Documents  Experience  Nat/Pro. Cerliicates  Other  PersonalInfo  StudentTeaching Transcripts  DIEEC  PD Training  Ciass Schedule  Clock Hours
mbers ic o
f— Gemma . 5 Emergency/COE  EmploymentHistory  Evaluations Fencial Mentoring 0OS Credentials  Grad Salary Increments ~ Stipends  Tests [ sl ]
Embers Hannah 234721 o
Embers Jackson 234701 o Application Data -
Embers James 234705 o
o 1 2 3 4 5
Embers Jociyn 234725 © Application Type Submitted Date View PDF
Embers Lauren 234724 © i - n License AND School Psychologist 0712172021 View Appiication
, Embers Madison 234683 o
f— adison o Application Intake Qualty Review  Analyst Review Finalize
Requirements for License Received Accepted Evidence
Empers Mathew o Completed Completed Completed Completed Completed
Do you hoid a Bachelors degres or higher in any area from a regionally accredited ®
Embers Noah 234691 o] college or university? < &9
Embers Samantha o Have you completed the Delavare student teaching requirement or a specialty area
— altemative (i, Senool Counseor, School Nurse, School Library Media, School 9 (V] 2}
Embers Victoria 234723 o

Psychologist or School Social Worker)?

Figure DDB-FEMS-07: Find Educator — Multiple Search Revert Back to Multiple Records

Note that the information shown on the right is still specific to the selected educator; however, the view
has changed to show the entire list again. As described in the previous steps, the Find Educator search
results page is highly configurable to allow the user to view data as desired. The next sections will detail
the nuances of entering search terms to get the desired list of results.

Multiple Educator Search — Allow Fuzzy Search On
Select Find Educator main menu option to reset the search, if necessary.

To find a group of educators that match certain search criteria, enter search terms such as just Last
Name or License Type. For this example, the Allow Fuzzy Search checkbox is checked and Last Name is
specified as embers. Note that the search terms are not case sensitive, so there is no need to enter
capitalized letters to find educators.

LEADashboard CUEPEWSISSN ReviewQ  Emergencies & COEs  LEA Mentoring Center  Reports
Eriiow Fuzzy Search

Search By Name

First Name LastName:  embers
License# Ligense Type: - Select — v
ssh Date of Birth
Person Id Email

Figure DDB-FEZN-01: Find Educator - Fuzzy Search Criteria
Click Search button.

LEA Dashboard [INPRFISSMN ReviewQ  Emergencies & COEs LEA Mentoring Center  Reports

Search Results 5 = Q8o

LastName  FirstName  License

o
Embers Andrew 234712 o+ Status : a t
At a Glance =
Application Data  Correspondence Coursswork Credentials Documents Experience NatPro. Cerfficates Other Personallnfe  StudentTeaching  Transcripts DIEEC PD Training  Class Schedule  Clock Hours

- Emergency/COE  Employment History _ Evaluations  Financial Mentoring ~OOS Credentials Grad Salary Increments  Stipends  Tests [(loite ]
©- Demographics
i1 Person i 211455

Legal Name: Andrew Embers Application Data =

Usemname: scd909@mailinator.com
Email: scdg09@mailnator.com

SEN: XHX XX 0900 ' : ’ ‘ ° Application Type Submitted Date View PDF
DOB: 081021979 i o a iﬂ' Paraeducator Pemit Renewal 0712172021 View Application
, Gender: b
sso Application Intake. Quality Review  Analyst Review Finalize
Employesid
Completed In Progress Not Started Not Started Not Started

Open Applications - (3)
i 1), New Applicant Registration : Registration Requ
| lested

Figure DDB-FEZN-02: Find Educator — Fuzzy Search Showing First Record
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Search Results are displayed on the page for the educator(s) that matched the search criterion entered.
Complete data is listed for the first educator that meets the criteria, in this case Andrew Embers. Click
the plus icon (indicated with a red arrow above) or the record in the top row of the Search Results panel
table, which is shaded blue.

LEA Dashboard RERNWPCIS ReviewQ  Emergencies & COEs LEA Mentoring Center  Reports

Search Results N LD | b ¥ Q&8 9o @

LastName  FirstName  Licensest
Embers Andrew 234712 (e} Status L2+

Embers Elle 224728

. o g Application Data ~ Corespondence  Coursework Credentials Documents Experience Nat/Fro. Cerificates Other Fersonalinfo  StudentTeaching Transcripts  DIEEC PD Training  Class Schedule  Clock Hours
mbers. ric 34717

. Emergency/COE  Employment History  Evaluations ~ Financial Mentoring OOS Credentials ~Grad Salary Increments ~ Stipends  Tests STt e iTE
Embers Gemma 234719

Embers Hannah 234721

Embers Jackson 234701 Application Data =

Embers James 234705

1 5

Embers Jockyn 234726 Appiication Type Submitted Date View PDF

- 2 3 4
Embers Lauren 234724 © i Il Q I“l Paragducator Permit Renewal 0712172021 View Appiication
Embers Madison naes3 O (1]

Embere Madison Application Intake Quality Review Analyst Review Finalze

Embers Matthew o CGompleted In Progress Not Started Not Started Not Started
Embers Noah 234691
Embers Samantha

Embers Victoria 234723 o] 1 2
Application Type. Submitted Date View PDF

3 4 5
Emberson Amanda o]

Paraeducator Permit 0712112021 View Appiication
Lemberst Grayson o]

Figure DDB-FEZN-03: Find Educator — Fuzzy Search Showing Multiple Records

The entire list of educators that meet the search criteria are shown in the Search Results table. The top
row is highlighted blue to indicate the record is selected, and the data in the Status section shows
information for the selected educator.

Look closely at the search results that were returned for educators with Last Name = Embers. The last
two educators in the list have Last Name = Emberson and Last Name = Lemberst. These educators were
returned in the search because the Allow Fuzzy Search checkbox was checked. The Allow Fuzzy Search
checkbox tells the system to include results that contain the search terms entered. The search term
‘embers’ is contained in both of the last names, even though the Last Name did not meet the search
term exactly. This is a handy option to use if you don’t know the exact spelling of a name.

Multiple Educator Search — Allow Fuzzy Search Off
Select Find Educator main menu option to reset search.

To find a group of educators that match certain search criteria, enter search terms such as just Last
Name or License Type. For this example, the goal is to get the list of all educators with the Last Name of
Embers. The Allow Fuzzy Search checkbox (indicated with a red arrow below) is unchecked and the Last
Name is specified as embers. Note that the search terms are not case sensitive, so there is no need to
enter capitalized letters to find educators.

LEADashboard EUCTLMSIG ReviewQ  Emergencies & COEs LEA Mentoring Center  Reports
Clatiow Fuzzy Search

Search By Name
First Name: LastName:  embers
License# License Type — Select — v
SSN Date of Birth

Person Id Email

Figure DDB-FEZF-01: Find Educator — Specific Search Criteria
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Click Search button.

LEA Dashboard ESEEF=ILEICIE ReviewQ  Emergencies & COEs LEA Mentoring Center  Reports

search Results 5 SRS ¥ Qe o @

LastName  FirstName  License#f

£ ]
Embers Andrew 24712 o+ SETS - t
AtaGl =
@ clance Application Data  Correspondence  Coursework  Credentials Documents Experience  Nat/Pro. Cerlficates  Other Personalinfo  Student Teaching Transcripls DIEEC PDTraining  Class Schedule  Clock Hours
- Emergency/COE  Employment History  Evalustions  Financial Mentoring ~ 0OS Credentials Grad Salary Increments  Stipends Tests ([l )

©- Demographics

Person Id: 211455
Legal Name: Andrew Embers Application Data -
Username: scag09@mailinator.com
Email: scag09@mailinator.com 1 2 3 4 5
SSN: X00X0-9909 Application Type Submitted Date View PDF
DOB: 0910911979 ll (1,11 Paraeducator Permit Reneuat 0712112021 View Application
Gender M i (]

550 Application Intake Quality Review Analyst Review Finalize

i} Employesia

i Completed In Progress Not Started Not Started Not Started

©- Open Applications - (3)

| 11). New Applicant Registation - Registraion Requ

ested

| 2). New Appication for Paraeducator Permit andor | ) S B 5

| | Centfcate - Approved Application Type Submitted Date View PDF

! 131 Reneua submites i ° . m po—— P p—

©- Test Scores - (0) I

| | Norecords Application Intake Quallty Review  Analyst Review Finalize

©- Transcripts - (1)

1 Completed Completed Completed Completed Complsted

| |1). UNIVERSITY OF DELAWARE - B

Employment
| INorecords

Figure DDB-FEZF-02: Find Educator — Specific Search Showing First Record

Search Results are displayed on the page for the educator(s) that match the search criterion entered.
Complete data is listed for the first educator that meets the criterion, in this case Andrew Embers. Click
the plus icon (indicated with a red arrow above) or the record in the top row of the Search Results panel
table, which is shaded blue.

LEADashboard WSRRFINIEISN ReviewQ  Emergencies & COEs LEA Mentoring Center  Reports

Achive  Delete
Search Results N = Q8o
LastName  FirstName Licenseit

Embers Andrew 234712 o) SEiE 2+
Embers Elle 23728

Appication Data  Cofrespondence ~ Coursework ~ Credentials  Documents  Experience  Nat/Pro. Certiicates  Ofher  Personal Info  Student Teaching  Transcripts DIEEC  FDTraining  Class Schedule  Clock Hours

Embere Enic 234717
Embere Gemma 23710 Emergency/COE  Employment History  Evaluations  Financial | Mentoring OOS Credentials Grad Salary Increments  Stpends  Tests [0t at e e
Embere Hannah 234721
Embers Jackson 234701 ] A B -
Embers James 234705
34725 o 1 2 3 4 5
Embers Jocyn 234725 © Application Type Submitted Date View PDF
Embers Lauren 234724 o i ll Iml Paraeducator Permit Renewial 0702172021 View Application
, Embers Madison 234883 o) [ 1}
mbere Miacicon i~ Application Intake Quallty Revie Analyst Review Finalize
Embers Mathew o Completed In Progress Not Started Not Started Not Started
Embers Noah 224691
Embers Samantha
Embers Victoria 234723 o) 1 2 3 4 5
Application Type Submitted Date View PDF

Figure DDB-FEZF-03: Find Educator — Specific Search Showing Multiple Records

The entire list of educators that meet the search criteria are shown in the Search Results table. Look
closely at the search results. All of the educators have Last Name = Embers. The search returns results
that exactly match the search terms entered because the Allow Fuzzy Search checkbox is unchecked. By
deselecting the Allow Fuzzy Search checkbox, the system is directed to only include results that match
the search terms exactly.

Multiple Educator Search - Change Sort Order
Select Find Educator main menu option to reset the search, if necessary.

To find a group of educators that match certain search criteria, enter search terms such as just Last
Name or License Type. For this example, the goal is to get the list of all educators with the Last Name of
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Embers. The Allow Fuzzy Search checkbox is unchecked and Last Name is specified as embers. The
search terms are not case sensitive, so capitalized letters are unnecessary.

LEADashboard EUEPINERIENN ReviewQ  Emergencies & COEs  LEA Mentoring Center  Reports
Clatow Fuzzy search

Search By Name:

First Name: Last Name: embers
License# license Typs: | — Select — v
SSN: Date of Birth: DDIYYYY
Person Id: Email:

m Cancel

Figure DDB-FESO-01: Find Educator Search Criteria
Click Search button.

LEA Dashboard ESEEF=ILEICIE ReviewQ  Emergencies & COEs LEA Mentoring Center  Reports

search Resuts s = a8 e@

LastName  FirstName  License#f

Embers Andrew 24712 o+ S ¢ A+
At aGlance - Application Data  Correspondence  Coursework  Credentials Documents Experience  Nat/Pro. Cerlficates  Other Personalinfo  Student Teaching Transcripls DIEEC PDTraining  Class Schedule  Clock Hours
- Emergency/COE  Employment History  Evaluations  Financial Mentoring  OOS Credentials  Grad Salary Increments  Stipends  Tests
©- Demographics
i1 Personid: 211485
Legal Name: Andrew Embers Application Data =
Usemname: scdo09@malinator.com
Emai: scdg08@mailinator.com 4 2 N 4 5
SSN: XXX XX 0000 Application Type Submitted Date View PDF
DOB: 0810211979 i ° a lﬂ! Paraeducator Permit Renewal 0772112021 View Application
Gender: M
550 Appliation Intake Qually Review ~ Analyst Review Finalize
i Empioyesta
i Completed In Progress Not Started Not Started Not Started
©- Open Applications - (3
{1 1). New Applicant Registration : Regisiration Requ
ested
| 2). New Appication for Paraeducator Permit andor | ) S B 5
| | Certficate - Approved ‘Application Type Submitted Date View PDF
{3 Renewal : Submitted i - o . n Parzeducator Permit 0712112021 View Appliication
©- Test Scores - ()
| | Norecords Application Intake Quallty Review  Analyst Review Finalize
©- Transcripts - (1)
' Completed Completed Completed Completed Compieted

H H] UNIVERSITY OF DELAWARE - B
©- Employment
| INorecords

Figure DDB-FESO-02: Find Educator Search Results Showing First Record

Search Results are displayed on the page for the educator(s) that match the search criterion entered.
Complete data is listed for the first educator that meets the criterion, in this case Andrew Embers. Click
the plus icon (indicated with a red arrow above) or the record in the top row of the Search Results panel
table, which is shaded blue.

LEADashboard [ECRRR-MIS ReviewQ  Emergencies & COEs LEA Mentoring Center  Reports

Archive  Delele.

search Results 5 = Q89 @
LastName  FirstName  License#

Embers Andrew 234712 o SEE A+
Embers Ele 234728

oo e i Applcation Data | Correspondence | Goursework  Gredentials | Documents | Experience Nat/Pro. Certicates Other  PersonalInfo  Student Teaching | Transcripts  DIEEC  PD Training | Glass Schedule | Glock Hours

i f— . EmergencyiCOE Employmentisioy Evalusions  Fnancial Mentorng | 0OS Crecentials  Grad SaaryInciements  stpencs Tests ([ uiemer )

Embers Haman 234721

Embers Jackson 234701 Application Data =
Embers James 234705 o

Embers Jocyn 234728 o ! : ° ‘ ° Aplication Type Submitted Date View PDF

Embers Lauren 234724 o i 9 E iﬂ! Paraeducator Permit Renewal 072172021 View Application

, Embers Madison 234683 o

f— sthen o Application Intake Qualty Review ~ Analyst Review Finalize

Embers Noah 231501 o Completed In Progress Not Started Not Started Not Started

Embers Samantha

Embers Victoria 234723

Figure DDB-FESO-03: Find Educator Search Results Showing Multiple Records

The entire list of educators with Last Name = Embers is shown in the Search Results table. The Search
Results table view is expanded to show the entire list of educators that meet the search criteria. By
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default, the data is listed in alphabetical order by Last Name and then First Name. The information in the
Status section is associated with the selected educator, which is shaded blue in the Search Results table.
Click the arrow pointing right (indicated with a red arrow above) in the upper right-hand corner of the
Search Results panel to expand the Search Results table view.

LEA Dashboard ESUFF=CNLEUCIE ReviewQ  Emergencies & COES LEA Mentoring Center  Reports

search Results - ZE Qe e @
Last  First  Middie Person Employee S50 Expiration
Name Name  Name  Suffix License# License Type d SSN id W License Status Date Email Address 2+
Embers  Andrew 234712 Paraeducator Pe 211455  XXX-XX-9 Pending Approv  09/12/2026  scd909@mailinato 909 Gray St. Milsboro, DE, 19966 O
908 al r.com
entTeaching Transeripts DIEEC PDTraining  Class Schedule  Clock Hours
Embers  Elle 234728 Inital License 211468 XX0CXXT Iesued 071252025 sco917@maiinato 917 Baker St, Middetown, DE, 19 O
Embers  Enc 24717 Advancad Licen 211462 XO0CXX2 Pending Approv 092212031 sca913@mailinato 913 Sands Ln, Renoboth Beach, O
S 913 a .com DE, 10971
Embers  Gemma 234710 Initial License 211461 XXXXXA Issued 071222025 scddti@mailinato 911 Market St, Lewes, DE, 10858 O -
911 r.com
Embers  Hannah 234721 Initial License 211465 XXX-XX-2 Iesued 0712212025 scagi2@maiinato 912 Washington St, Milshore, DE, O [——— View PDF
912 r.com 19956
_ Renewal 0712112021 View Appiication
Embers  Jackson 234701 Initial License 211453 J00CXXCT Issued 0712112025 sca907@maiinato 907 Bermuda Circle, Gerogetown, O
907 r.com DE, 19947
Embers  James 234705 Initial License 211448 XO0GKX5 Issued 07/21/2025  sco905@maiinato 905 Baker St, Newark, DE, 19711 O
905 r.com

Figure DDB-FESO-04: Find Educator Search Results Panel Expanded

The Search Results table is expanded horizontally, revealing more columns of data for the educators
listed. Similar to other spreadsheets, data can be sorted by clicking on the column name. Click on
License# header text (indicated with a red arrow above) to sort the educator data by License#.

LEA Dashboard [ESMEXMSWSSll ReviewQ  Emergencies & COEs LEA Mentoring Center  Reports

Search Results « = Qa9
[E First Middle License Person Employee  $SO License Expiration
Name Name Name Suffix Licenset# Type a SSN a L] Status Date Email Address A +
Embers. Matthew 211457 XXX-XX-09 scAg10@mailinator 910 Line Rd, Hockessin, DE. 1 O
com

entTeaching Transcripts DIEEC  PD Training  Class Schedule  Clock Hours.

©- Demographics
i Personid: 211487

egal Name: Matthew Embers
semame: scd910@mailinator.com
mail: scdd10@mailinator.com

SN: XXX-XX-0910

0B: 09/10/1980

Figure DDB-FESO-05: Find Educator - Sort by Ascending License# Showing First Record

The data is sorted, and the view reverts back to the At a Glance view. Click the plus icon (indicated with
a red arrow above) or the top row highlighted in blue to view the entire list of educators.

LEADashboard [ICPPI-NMSUSdl ReviewQ  Emergencies & COEs LEA Mentoring Centsr  Reports

Archi Delete
Search Resuts » = Qa8 e@

Last Name FirstName  Licensed

Embers Mathew e} SEES A+
Embers samantha o}

i ndson Sy o Application Data ~ Correspondence  Coursework  Credentials Documents Experience Nal/Fro. Certificaes  Ofher Personal info  Student Teaching  Tramscripts DIEEC PDTraining  Class Schedule  Clock Hours

mpere Noan 2591 o Emergency/COE  Employment History  Evaluaions  Financial Mentoring  OOS Credentials ~ Grad Salary Increments ~ Stipends Tss's

Embers Jackson 234701 o

Embers James 234705 o Application Data =
Embere Andrew 234712 o

Embers Eric 234717 o}

Embers Gemma 234719 o} ,
, Embers Hannah 234721 o

Embers Victoria 234723 o

Embers Lauren 234724 o

Embers Jociyn 234726 o}

Embers Elle 234728 o

Figure DDB-FESO-06: Find Educator - Sort by Ascending License# Showing Multiple Records

The educator data is now sorted by License# in ascending order, by default. Note that the educator at
the top of the list has no License#, meaning that there are no credentials. Additionally, the Application
Data section on the right side (indicated with a red arrow above) is blank to indicate that no applications
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have been submitted for this educator. To change the sort to License# in descending order, simply click
the License# column header again.

LEA Dashboard SRFRMMPSISN ReviewQ  Emergencies & COES LEA Mentoring Center  Reports

Archive  Delete

Search Results N = Qa8 9o @
LastName  FirstName Liconsef
Embers Elle 234728 o+ SEiD A+

Ata Gl
2 Glance Application Data  Correspondence  Coursework  Credentisls Documents  Experience  Nat/Pro. Cerlificates  Other  Personallnfo  StudentTeaching Transcripis DIEEC  PD Training  Class Schedule  Clock Hours.

- Emergency/COE  Employment History  Evaluations  Financial Mentoring QO Credentials  Grad Salary Increments ~ Stpends  Tests (e Ao m )
©- Demographics
Person Id: 211468
Legal Name: Elle Embers Application Data =
Username: scdg17@mailinator.com
Ema: 5cd917@mailinator.com 1 2 B 4 5
SN XHXIOTIT Application Type Submitted Date: View PDF
DOB: 091171877 License AND Middle Level Mathematics Teacher (Grades 6-8) 0712512021 View Application
. Genger: F
ss0 Application Intake Qualty Review Analyet Review Finalize
Employesia Requirements for License Received Accepted Evidence
- Completed Completed Completed Completed Completed
©- Open Applications - (2) Do you hold a Bachelors degree or higher in any area from a regionally accredited “ ‘ o
1). New Applicant Registration : Registration Requ college or university? &< &<
ested Have you completed the Delaware Student teaching requirement or a specialty area
2). New Application for License and/or Certficate altemative (i.e., School Counselor, School Nurse, School Library Media, School [) [©] 2]
Aomroved Psychologist or School Social Worker)?

Figure DDB-FESO-07: Find Educator - Sort by Ascending License# Showing First Record

The data is sorted, and the view reverts back to the At a Glance view. The educator with the most
recent license is shown at the top of the list, along with the associated data. In this case, since there is a
License# associated with the educator, then there is information in the Application Data section on the
right. Click the plus icon (indicated with a red arrow above) or the top row highlighted in blue to view
the entire list of educators.

LEA Dashboard WSRNR=LTIEETNT ReviewQ Emergencies & COEs  LEA Mentoring Center Reports

Archive  Delele.

search Results 5 = Q89 =

LastName  FirstName  Licensed
Embers Elle 234728 fe] SES ¢ A+
Embers Jociyn 234725
. . i Application Data | Correspondence  Coursework  Gredentials Documents  Experience | Nat/Pro. Certificates  Ofher | Personallnfo | Student Teaching  Transcripts  DIEEG  PDTraming Class Schedule ~ Clock Hours

mbers auren
f— tone - Emergency/COE  Employment History  Evaluations Finencial Mentoring  OOS Credentials Grad Salary Increments  Stipends  Tests [I0e i ibe ]
Embers Hamnah 234721
Embers Gemma 234719 o Application Data =
Embers Eric 234717
" o 1 2 3 4 5
Embers Andrew 2712 © Application Type Submitted Date  View PDF
Embers James 234705 © i u u License AND Middle Level Mathematics Teacher (Grades 6-8) 071252021 View Application
) Embers Jackson 234701 o
5 Application Intake Qualty Review  Analyst Review Finalize
Embers Noan 234601 o
moer - Requirements for License Received Accepted Evidence
Embers Madison 234883 o Completed Completed Completed Completed Completed
Doou hold a Bachelors degree or higher in any area from a regionally accredited . ®
Embers Matherw [¢) college or unersty? (V] V]
Embers Samantha I} Have you completed the Delaware student teaching recuirement or a spacialy area
altemativ (12, School Counseler, School Nurse, School Library Media, Schoal ) ) )

Figure DDB-FESO-08: Find Educator - Sort by Descending License# Showing Multiple Records
The educator data is now sorted by License# in descending order.

As evidenced in the previous sections, there are many ways to find educators and sort the data to find
desired information. Once an educator record is located, all the information associated with the
educator can be viewed and/or edited, depending on the data. The next section will describe all of the
data that is stored in DEEDS for an individual educator.

Educator Data Tabs

To view educator data that is stored in DEEDS, the Find Educator function is used. The resultant search
results contain a section labeled Status and this is where all the data for an educator is made available.

pplication Data ~ Ci G Credentials Documenis Experience Nal/Pro. Ceriificales Other Personal Info ~ Student Teaching  Transcripis DIEEC  PD Training  Class Schedule  Clock Hours

Emergency/COE  Employment History ~ Evaluations ~ Financial ~Mentoring ~OOS Credentials ~ Grad Salary Increments ~ Stipends  Tests ELLTLL felBeib]

Figure DDB-ET-01: Educator Tabs
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Since there is a vast amount of information stored for each educator in the system, the data is broken
into categories. These data categories appear as tabs across the top of the Status section. These data
tabs are further divided into three major groupings and are color coded to easily distinguish their
purpose. The educator data groupings and corresponding colors are:

e Data shared by K-12 and Early Learning - green
e Data specific to K-12 Educators only - blue
e Data specific to Early Learning Educators only — orange

Within each major grouping, the tabs are also sorted in alphabetic order for ease of use. The following
sections will detail each of these categories, or Educator Data Tabs, that appear in the Status section.

Application Data

The Application Data tab displays information and status related to applications that have been
submitted by the educator. Upon entry the page defaults to the Application Data tab.

If not already selected, click the Application Data tab on the Find Educator search results page.

Status : 2+

Application Data  Correspondence  Coursework  Credentials Documents Experience  Nat/Pro. Cerlificales Other Personal Info  Student Teaching Transcripis DIEEC PD Training Class Schedule  Clock Hours ~ Emergency/COE

Employment History ~ Evaluations ~ Financial ~Mentoring ~ OOS Credentials ~ Grad Salary Increments ~ Stipends  Tests

Application Data -

1
Application Type ‘Submitted Date View PDF

2 3 . ;
i !! ‘ b a IEI Paraeducator Permit 0612712021 View Application

Application Intake Quality Review Analyst Review Finalize

Completed Completed Completed Completed Completed

Figure DDB-TAD-01: Educator Application Data Tab

The Application Data tab shows information for each of the applications associated with the educator.
For each application, there is an Application Tracker. The Application Tracker is comprised of five
banners: Application, Intake, Quality Review, Analyst Review, and Finalize. These banners are used to
represent the various stages that an application may go through. Not all application types will be
required to go through each of the stages, but all of the banners will always be present for
completeness. It is important to note that the progression will always move from left to right and will
never move backwards. The status of any specific educator application can be monitored via this tab.

The Application trackers are sorted in descending chronological order, with the most recent entry at the
top. In the example above, the educator has applied for and been issued a Paraeducator Permit. All of
the banners are green to indicate that each of the application stages have been successfully completed.

The information on this tab is read-only and data cannot be added, edited or deleted. However, the
information can be viewed. Note that there is also a View Application link in the View PDF column of
each table and this can be used to view the application that was submitted by the educator. To
download the application to the Downloads folder of the computer, click the View Application link.

Correspondence
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The Correspondence tab contains all correspondence that has been sent to the educator from the
DEEDS system.

Click the Correspondence tab on the Find Educator search results page.

ppl Data C Ci Credentials Documents  Experience  Nat/Pro. Cerlificates  Other  Personal Info  Student Teaching  Transcripts DIEEC  PD Training  Class Schedule  Clock Hours
CE History ~ Evaluatic Financial ~Mentering OOS Credentials ~ Grad Salary Increments ~ Stipends ~ Tests [LLTLE Reiril]
Correspondence -
Date Sent Subject Email Action
07/25/2021
Application Status Update - Action Taken
10:19:49 AM o paate A @
74251
?Dzi 322:\1 DDOE - Deficiencies in Application @®
70251
?ng g??v\ DE Dept of Education - Important Application Information @®
70251
072512021 Your Salary Stipend has been approved @&

04314 AM

Figure DDB-TCR-01: Educator Correspondence Tab

The Correspondence data lists emails that have been sent to the educator from the DEEDS system.
Although the information on this tab is read-only and cannot be modified, it can be searched for specific
activity. The Correspondence data can be beneficial in finding when a certain email was sent, which can
be indicative of a particular action.

To search for a particular activity, enter a search term in the Search field. The Search field is not case
sensitive, so capitalization is unnecessary. Enter emergency in the Search field (indicated with a red
arrow below) on the right-hand side of the tab directly above the Correspondence table. As the letters
are being typed in the Search field, the system is dynamically searching on the search term entered.

ppl Data Ci Ci Credentials Documenis Experience  Nat/Pro. Cerlificates  Other  Personal Info  Student Teaching  Transcripis DIEEC  PD Training  Class Schedule  Clock Hours

Emergency/COE  Employment History ~ Evaluations  Financial Mentoring QOS Credenfials ~ Grad Salary Increments  Stipends  Tests [eller =0 KelETE L |

Correspondence -—

Date Sent Subject Email Action

07/2412021

DE Department of Education - Recommendation for Emergency/Certificate of Eligibility Certification @
10.06:58 AM

07/2412021

:57-34 AN DE Department of Education - Recommendation for Emergency/Cerificate of Eligibility Certification @

Figure DDB-TCR-02: Educator Correspondence Tab Search Results

The filtered table shows any emails that were sent to the educator where emergency appears in the
Subject. To view an email that was sent, click the eye icon in the Action column.

The email contents are inserted in the Correspondence section. From here, the email can be resent to
the educator using the Resend button. If no action is required, click the Cancel button to close the email
that is being displayed. To clear the search, simply delete the contents of the Search field.

Coursework
The Coursework tab displays coursework that has been added for the educator.

Click the Coursework tab on the Find Educator search results page.
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Application Data ~ Correspondence  Coursework  Credentials ~ Documenis  Experience  Nat/Pro. Cerfificales  Other  Personalnfo  Student Teaching Transcripis DIEEC  PDTraining  Class Schedule  Clock Hours

OE History i Financial ~Mentoring OOS Credentials ~ Grad Salary Increments ~ Stipends  Tests WG ReEUEE L)

Coursework -

Select an Application -- Select -- -

Coursework Instructions:
Entering Coursework information is optional; however, any data that can be entered as proof of Coursework that is relevant to the application is encouraged and will support any subsequent review and approval process.

o Click Add New Coursework to enter information that is relevant to the application request. Click Save Coursework to save the changes.

o The new Coursework data will appear in the Coursework record table below. If the information in the table is incorrect or incomplete, click the pencil icon in the Actiens column to edit the information, as appropriate.
o Click Save & Next to continue.

Course Number Title Credils Institution e Received T Accepted Verified
Completed Application
3 A

UNIVERSITY OF
MAT359 Calculus DELAWARE

12/2020 0771412021

Figure DDB-TCW-01: Educator Coursework Tab

If any coursework data has been added for the educator, it will appear in the Coursework table at the
bottom of this tab; otherwise, the table will be blank.

Credentials
The Credentials tab details the credentials that the educator has been issued or has applied for.
Click the Credentials tab on the Find Educator search results page.

Application Data ~ Correspondence  Coursework Credentials  Documents Experience  Nat/Pro. Certificates  Other Personalinfo  Student Teaching  Transcripts  DIEEC  PD Training  Class Schedule  Clock Hours  Emergency/COE

Employment History ~ Evaluations ~ Financial Mentoring QOS Credentials ~ Grad Salary Increments ~ Stipends  Tests JMNETUELRelAEE L]

Credentials -—

K-12 - .

K-12 Licenses

[ show an
Credential Definition Credential No First Issuance Date Effective Date Expiration Date PA Due Date Credential Status
Initial License 234683 07119/2021 0711972021 0719/2025 Issued
K-12 Certificates - ,
D App. Complete? When Status Area Class Issued Effective Expires Replaced
Middle Level
264449 Yes 071912021 Issued Mathematics Teacher  Standard 0719/2021 071912021 No
(Grades 6-8)

Figure DDB-TCR-01: Educator Credentials Tab

The information on the Credentials tab consists of all the academic or educational qualifications of the
educator. These credentials include qualifications that are complete or incomplete, as reflected in the
status. For example, once an application has been submitted, the credential will appear here with a
status of Pending and the progression can be monitored here through to completion, ultimately
showing a status of Issued. If the educator has any pending or issued credentials, they will be listed in
the Credentials table; otherwise, the table will be blank.

The Credentials tab consists of two major sections K-12 and Early Learning. There are also subsections
within each of these major sections and the structure for the Credentials information follows:

o K-12
o K-12 Licenses
o DPAS
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o

O
O

Paraeducator Permits
Other Permits
Administrative Certificates

e Early Learning

o

O
O
O

Certificates

Career Lattice
Specialized Training
STARS Credentials

Note the minus icon in the upper right-hand corner of each section and subsection (indicated with red
arrows above). This allows the section to be collapsed. When the minus icon is clicked, the section is
collapsed and a plus icon appears in its place, allowing the section to be expanded. For example, if all
the major sections are collapsed the view will appear as:

Application Dala ~ Correspondence — Coursewerk Credentials ~Documents Experience  Nal/Pro. Certificales Other Personallnfo  StudentTeaching Transcripls DIEEC ~PDTraining  Class Schedule  Clock Hours  Emergency/COE

Employment History  Evaluations ~ Financial Mentoring  0OS Credentials ~ Grad Salary Increments  Stipends  Tests [LEETUSL TR REE]

Credent]

K-12

ials

Early Learning

Figure DDB-TCR-02: Educator Credentials Tab with Sections Collapsed

Simply click the plus icon to expand the desired section. Likewise, the detailed information within a
subsection can be collapsed. For the K-12 Certificates section (expand button indicated with a red arrow
above), the expanded section appears as:

Application Data  Correspondence  Coursework  Credentials Documents Experience  Nat./Pro. Certificales  Other Personalinfo  Student Teaching Transcripis DIEEC PD Training  Class Schedule  Clock Hours  Emergency/COE

Employment History  Evaluations ~ Financial Mentoring ~OOS Credentials  Grad Salary Increments ~ Stpends  Tests [l e i)

K-12 Licenses

[ show an
Credential Definition

Initial License

264449 Yes

Credenti.

K-12

Credential No First Issuance Date

234683 07/19/2021

071192021 Issued

Area

Middie Level
Mathematics Teacher
(Grades 6-8)

als

Effective Date

07/19/2021

Class

Standard

Expiration Date

0711972025

Issued

0711912021

Figure DDB-TCR-03: Educator Credentials Tab with K-12 Certificates Sub-Section Expanded

Effective

07/19/2021

PA Due Date

Expires

Credential Status

Issued

K-12 Certificates - ,

D App. Complete? When Status

Replaced

No

Note that there is a minus icon in the K-12 Certificates header bar (indicated with a red arrow above). By
clicking the minus icon, the K-12 Certificates subsection can be collapsed, so the view appears as:
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Application Data ~ Correspondence  Coursework — Credentials ~ Documents  Experience  Nat/Pro. Certificates  Other Personalinfo  Student Teaching Transeripts  DIEEC ~PDTraining  Class Schedule  Clock Hours  Emergency/COE

Employment History ~ Evaluations ~ Financial Mentoring OQOS Credentials ~ Grad Salary Increments ~ Stipends  Tests WWLETUEL e ENEE 0]

Credentials -
K-12 -
K-12 Licenses
[ show Al
Credential Definition Credential No First Issuance Date Effective Date Expiration Date PA Due Date Credential Status
Initial License 234683 07/19/2021 07/19/2021 07/1912025 Issued

K-12 Certificates +

Figure DDB-TCR-04: Educator Credentials Tab with K-12 Certificates Sub-Section Collapsed

This allows the user to customize their view if only interested in seeing certain sections. The information
on this tab is read-only and data cannot be added, edited or deleted.

Documents
The Documents tab contains all documents that have been uploaded for the educator

Click the Documents tab on the Find Educator search results page.

ppl Data Ci Ci Credentials  Documents  Experience Nat/Pro. Certificates  Other Personal Info  Student Teaching  Transcripts DIEEC  PD Training  Class Schedule  Clock Hours
E OE EI History ~ Evaluati Financial ~Mentoring ~ OOS Credentials ~ Grad Salary Increments ~ Stipends  Tests WSLGTGEL e EE )
Document -

Load Deleted:[_]  Search:

Document Name Document Type Name Date Link Action
14l
07142021091015211094--3849-NewApplication pdf 371 ;‘2';?‘2':‘ Document Details ﬂ =
14/
ARTC Welcome Lefter.pdf Updated ARTC Welcome Letier 0_7 1412021 Document Details o =
9:08:17 AM
14l
College Transcript pdf College Transcript (HR & DOE Only) Orrdizo Document Details o =
9:07.25 AM
Document Type :* | -Select DocumentTy v
Document - *

Drop file here to upload or click here to browse and select file(s) to upload.

Figure DDB-TDC-01: Educator Document Tab

The Documents tab is divided into two sections labeled Document and Legacy Document. The top
section, labeled Document, is for K-12 purposes; the bottom section, labeled Legacy Document, is for
Early Learning purposes. This user guide will focus only on the top section, labeled Document.

If any documents have been uploaded for the educator, they will appear here; otherwise, the table will
be blank. The documents are pdf or image files that have been uploaded as required documentation.
Existing documents on this page can be deleted (if applicable) or emailed. New documents may be
added using the document upload section directly below the Documents table.

To add a new document, first select the desired document type from the Document Type dropdown list.

Optionally, a document identifier or descriptor can be entered in the File Description entry field. The
next step is to provide the document in pdf or image format.
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Select the file to be uploaded in one of two ways:
e Drag the file from your computer to the middle of the area designated with the text: Drop
file here to upload or click here to browse and select file to upload.
e Click inside the box designated with the text: Drop file here to upload or click here to
browse and select file to upload.
o File Explorer is opened to allow document to be selected from computer files.
o Select the desired file and Click Open.

As soon as the file is selected, the Click here to complete Upload button is enabled. The file name is
displayed along with a trash bin icon on the right. If the file selected is not the correct file, click on the
trash icon bin to delete it.

File Description : | UD Transcript Document Type :* | Education - College

Document - *

College Transcript.pdf i

Click here to complete Upload Cancel

Figure DDB-TDC-02: Educator Document Tab — Add New Document Form Completed

Click the Click here to complete Upload button to upload the document or click Cancel to dismiss the
changes without saving. If the Cancel button is clicked, the document upload section is reset, removing
the data and cancelling the operation. If the Click here to complete Upload button is clicked, the new
document (indicated with a red arrow below) is added to the Documents table.

Document Name Document Type Name Date Link Action

UD Transeript College Transeript (HR & DOE Only) 3’2;91 ngZM Document Details o = ,

Educator 1D Drivers License Avalid driver’s license ;’1119052351 Document Details

High School Transcript High School Transcript or! 19"?']2 Document Details
210:33 PM

6 =5 s
]

]

07192021134352211442—-83043-NewApplication pdf G”wfﬂ' Document Details
1:43:53 PM

Figure DDB-TDC-03: Educator Document Tab — Document Table

To delete a record, click the trashcan icon in the Actions column of the Documents table. A confirmation
message box is displayed: Are you sure you want to delete this document? Click OK button to confirm
deletion of the record, or click Cancel button to deny deletion of the record.

To email a document, click the letter icon in the Actions column of the Documents table.

To:* scd330@mailinator.com

Template -* Select Template v

m Cancel

Figure DDB-TDC-04: Educator Documents Tab — Email Selected Document Form

An email entry form is inserted in the Documents section directly above the Documents table, putting
the user in edit mode. The To: field defaults to the educator’s primary email address, but this email
address can be changed to send to another email recipient. Select SecureMessage (email) from the
Template dropdown list. Click the Send button to send the document to the desired recipient or click
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the Cancel button to cancel the operation. Either option will exit edit mode and the email entry form is
hidden.

Experience

The Experience tab displays experience data that has been added for the educator. This experience may
include teaching or non-teaching experience.

The following forms may be used to verify Experience:
e Form E - Verification of Teaching Experience
e Form T - Verification of Student Teaching Program
Form E/NT - Verification of Non-Teaching Experience
Form C - Verification of School Counseling Clinical Experience

Click the Experience tab on the Find Educator search results page.

Application Data ~ Correspondence  Coursework  Credenfials Documenis  Experience  Nal/Pro. Cerlificales  Other Personal Infe  Student Teaching  Transcripts DIEEC PO Training  Glass Schedule  Clock Hours — Emergency/COE

Employment History  Evaluations ~ Financial Mentoring ~ OOS Credentials  Grad Salary Increments  Stipends  Tests [t S TS TS

Experience =
Select an Application — select .

Licensure and Certification

Experience Instructions:

o click Add Experience to enter information that is relevant to your background and the Certificate requested. Click Save to save changes.
o The new Experience data will appear in the Experience record table below. If the information in the table is incorrect or incomplete, click the pencil icon in the Actions column to edit the information, as appropriate.
o Document submission:
o Educator Only
= If you submitted the documents previously and wish to use them for this application, check the box under “Use Toward Application”.
= All newly submitted documents must be an official, original copy submitted directly to your HR department or to Licensure & Certification and then uploaded. You may expedite this process by
choosing the appropriate form from the list in Special Notes and forwarding it to the appropriate organization.
o District or Charter School Only
= If you submitted the documents previously and wish to use them for this application, check the box under “Use Toward Application”.
- Alternately, you can upload a new Experience document. Select the desired Document Type from the dropdown list and click inside the document upload area to select a file from your computer.
o Click Save & Next to continue.

Special Notes:
The fellowing forms may be used to verify Experience:

o Form E - Verification of Teaching Experience

o Form E/NT - Verification of Non-Teaching Experience Form

o Form T - Verification of Student Teaching Program

o Form C - Verification of School Counseling_Clinical Experience

Figure DDB-TEX-01: Educator Experience Tab

If any experience data has been added for the educator, it will appear in the Experience table at the
bottom of this tab. The Experience tab is divided into two major sections: Licensure and Certification
and Early Learning. Guidance will be provided for the Licensure and Certification section only.

To add new Experience data, click the Add Experience button.
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https://www.doe.k12.de.us/cms/lib/DE01922744/Centricity/Domain/512/FormE.pdf
https://www.doe.k12.de.us/cms/lib/DE01922744/Centricity/Domain/512/FormT.pdf
https://www.doe.k12.de.us/cms/lib/DE01922744/Centricity/Domain/512/FormENT.pdf
https://www.doe.k12.de.us/cms/lib/DE01922744/Centricity/Domain/512/FORM%20C%20__School%20Counselor%20Clinical%20Hours%20Verification%20Form%20fillable%20060820.pdf

Work Type -~ -Select Employment Type- v

School Type -Select School Type- v Place =
State - -Select State- v City =
Begin Date =~ End Date -~

Years Months :

Grade and Subjects Full Time ©

Satisfactory Evals [m] Comments

m il

Figure DDB-TEX-02: Educator Experience Tab — Add New Record Form

An entry form is form is inserted in the Experience section for addition of a new experience record.

Complete the required fields specific to work Experience. The required fields are designated with a red
* and include: Work Type, Place, City, State, Begin Date and End Date. The date fields require
MM/DD/YYYY format. When the cursor is in a date field, a calendar is presented for selection or entry
of the specific date. Dropdown lists are provided for specification of Work Type, School Type and State.

Click Save button to save new experience information or click Cancel button to dismiss any changes.
Either option will exit edit mode. If data is saved, a new record is added to the Experience table at the
bottom of the tab. If data is not entered for required fields, then an error message is displayed in a red
banner across the top of the section. The error can be dismissed by clicking the x in the upper right-hand
corner of the red banner.

Received ) Grade and Satisfactory | Used toward
foxnee Scteottyee “ seambete FeOete M Subjects Fume Application
Yes No &S m

Supervised

Private DE Tatnal Hockessin 090172018 06012020 2
Internship

Figure DDB-TEX-03: Educator Experience Tab — Experience Table

To edit existing information, click the pencil icon in the Actions column.

Work Type -* Supervised Internship v

School Type Private v Place -~ Tatnall
State - Delaware v City == Hockessin
Begin Date -~ 09/01/2018 End Date - = 06/01/2020
Years 2 Months
Grade and Subjects Full Time

Satisfactory Evals O Comments

m Canee!

Figure DDB-TEX-04: Educator Experience Tab — Edit Existing Record

An entry form is inserted in the Experience section, populated with the current record data. Make
changes as required and click Save button to save changes or click Cancel button to dismiss changes.
Either option will exit edit mode. The entry form is hidden when edit mode is exited.

To delete a record, click the trashcan icon in the Actions column of the Experience table. A confirmation
message box is displayed: Are you sure you want to delete this record? Click OK button to confirm
deletion of the record, or click Cancel button to deny deletion of the record.
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Nat./Pro. Certificates

The Nat./Pro. Certificates tab displays National or Professional Certificates data that has been added for
the educator.

Click the Nat./Pro. Certificates tab on the Find Educator search results page.

Application Data  Correspondence  Coursework  Credentials Documents Experience  Nat./Pro. Certificaies  Other Personalinfo  Student Teaching  Transcripts DIEEC  PDTraining  Class Schedule  Clock Hours  Emergency/COE

Employment History ~ Evaluations ~ Financial ~Mentoring QOS Credentials ~ Grad Salary Increments ~ Stipends  Tests ELETUELRelAEE L]

Nat./Pro. Certificates -—

Select an Application — Select —

National/Pr i Certificate

o Click Add New Nat/Pro Certificate button to enter your certification information and upload your new National Board Certificate or letter.
o Documents that are uploaded need to be in pdf or image format.
o Click Save to save the changes.

Special Notes:

o Only official transeripts may be submitted for credentialing.
o You may provide official documents directly to the DDOE, or to your HR department or HR office and they can upload them for you.

Add New Nat/Pro Certificate

Figure DDB-TNP-01: Educator Nat/Pro Certificates Tab

National or Professional Certificates are uploaded as proof of national certification status. If National or
Professional Certificate data has been added to the system for the educator, it will appear here;
otherwise, the table will be blank.

To add a new national or professional certificate, click Add New Nat/Pro Certification button.

Received Date:

Type:* -- Select v
Content Area -- Select — v
State: -- Select - ~
Effective Date:* Expiration Date:*
Description
Status:* -- Select v
File Description Document Type Date Link Action

No Record Found

File Description Document Type :* | -Select DocumeniType- w
Document :* .
If a document has already been uploaded, then there is no reason to upload it
again. In this case, the proper action is to Associate the document, meaning
that the pre-loaded document will be referenced. To Associate a document
click the Associate Document button.

Save Nat/Pro Certificate Cancel

Figure DDB-TNP-02: Educator Nat/Pro Certificates Tab — Add New Record Form

A new Nat./Pro. Certificate entry form is inserted in the Nat./Pro. Certificate section for addition of
national or professional data. The top section is for entering information specific to the National or
Professional Certificate and the bottom section is for uploading supporting documentation.

Complete the top section by entering the certificate information in the entry fields. The required fields

are designated with a red * and include: Type, Content Area, State, Effective Date, Expiration Date,
Status, Document Type and Document. The date fields require MM/DD/YYYY format. When the cursor
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is in a date field, a calendar is presented for selection/specification of the specific date requested.
Dropdown lists are provided for specification of Type, Content Area and State.

Complete the bottom section by providing supporting documentation in the form of a pdf or image file.
Please ensure that the certification is current and valid prior to adding new certificate information.
Select Nat./Pro. Certificate from the Document Type dropdown list. When a document needs to be
provided, the document can either be uploaded or associated. If the document has already been loaded
in DEEDS, then the correct action is to associate the document. If the document has not been loaded in
DEEDS, then the document is uploaded.

There may be instances where National/Professional Certification documents have already been
uploaded to the system. If a document has already been uploaded, then there is no reason to upload it
again. In this case, the proper action is to Associate the document, meaning that the pre-loaded
document will be used.

To Associate a document, click the Associate Existing Documents button. An Associate Documents
popup window is displayed for selection of the document to be associated. The documents shown are
those that have been added to the system for the educator. Select the document by clicking inside the
checkbox associated with the desired entry. A check will appear in the checkbox to indicate that the
document is selected. Click the Select Documents to Associate button to save the information or the
Cancel button to exit the operation without saving data. If necessary, refer to the Associate Document
section for a detailed description of the how to associate a document.

If the National/Professional Certificate document has not been associated, then follow the next steps
to upload the certification document.

Select the file to be uploaded in one of two ways:
e Drag the file from your computer to the middle of the area designated with the text: Drop
file here to upload or click here to browse and select file to upload.
e C(Click inside the area designated with the text: Drop file here to upload or click here to
browse and select file to upload.
o File Explorer is opened to allow document to be selected from computer files.
o Select the desired file and Click Open.

File name is displayed along with a trash bin icon on the right. If the file selected is not the correct file,
click on the trash icon bin to delete it.

Click Save Nat/Pro Certificate button to upload document and save certification data.

National Board

Certified Teacher Mathematics/Adolescence
(NBCT) Certificate and Young Adulthood
(stipend eligible}

Figure DDB-TNP-03: Educator Nat/Pro Certificates Tab — Nat/Pro Certificates Table

DE 01/01/2020 12/30/2024 Eligible for Stipend Download & M

New National/Professional Certificate information entered is displayed in the window.

To edit existing information, click the pencil icon in the Actions column.
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Received Date:

Type:” National Board Certified Teacher (NBCT) Certificate (stipend eligible) v
Content Area Mathematics/Adolescence and Young Adulthood v
State: Delaware v
Effective Date:* 01/01/2020 Expiration Date: * 12/30/2024
Description:
Status:* Eligible for Stipend -
File Description Document Type Date Link Action
National Board Certification Certificate Nat fPro. Certificats freraz Download il
ational Board Certification Certificate at Pro. Certificate 5540 P ownloa: i
File Description Document Type :* | -Select DocumentType- v
Document - )
o Ifa document has already been uploaded, then there is na reason to upload it
Drop file here to upload or click here to browse and select file(s) to upload

again. In this case, the proper action is to Assoeiate the document, meaning
that the pre-loaded document will be referenced. To Associate a document,
click the Associate Document button.

Save Nat/Pro Certificate Cancel

Figure DDB-TNP-04: Educator Nat/Pro Certificates Tab — Edit Existing Record

An entry form is inserted in the Nat./Pro. Certificate section, populated with the current record data.
Make changes as required and click Save button to save changes or click Cancel button to dismiss
changes, either option will exit edit mode. The entry form is hidden when edit mode is exited.

To delete a record, click the trashcan icon in the Actions column of the Nat./Pro. Certificates table. A
confirmation message box is displayed: Are you sure you want to delete this entry? Click OK button to
confirm deletion of the record, or click Cancel button to deny deletion of the record.

Other
The Other tab displays educator data that does not fit into one of the other categories.

Click the Other tab on the Find Educator search results page.

Application Data ~ Correspondence  Coursework — Credentials —Documents Experience  Nat/Pro. Certificates  Other Personallnfo  Student Teaching Transeripts DIEEC PDTraining  Class Schedule  Clock Hours  Emergency/COE

Employment History  Evaluations ~ Financial ~Mentoring ~OOS Credeniials Grad Salary Increments ~ Stipends  Tests [REer e B Y]

Other -

Select an Application — Select —

Other Instructions:
The Other tab contains documents and data that does not fit nicely in any of the other tab categories,

o Click Add Other to upload a document. Upload one of the document types listed in the Document Type dropdown list. Documents that are uploaded need to be in pdf or image format. Click Save to save the changes.
o The new data will appear in the Gther record table below. If the information in the table is incorrect or incomplete, dlick the pencil icon in the Actions column to ediit the information, as appropriate
o Click Save & Next to continue,

For emergency extensions and upgrades, Proof of Progress is required to demonstrate that the educator is making progress towards certification. The list of acceptable forms of Proof of Progress include,

o Praxis || Test Attempt, or Praxis Il Test Passing Score

o Performance Assessment Attempt, or Performance Assessment Passing Score

o ACTFL Test Attempt, or ACTFL Test Passing Score

o Copy of Test Registration, or Receipt of Test Registration

o Coursework - Official Transcript

o Coursework - Unofficial Transcript, ARTC Non-Credit Course Record, or ARTC Status

Showing 1 te 0 of 0 records.

Figure DDB-TOT-01: Educator Other Tab

If any Other data has been added for the educator, then it will be shown on this tab. The data
represents information that was entered on the Other bar during the application process. Each
application is comprised of application data that must be provided and for some credentials an Other
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bar is included so that the educator can upload documents that do not fit into one of the other
categories. The information on this tab is read-only and data cannot be added, edited or deleted.

Upon entry, all Other data is shown in the Other table. However, the data can be filtered using the
Select an Application: dropdown list. Click the down arrow of the Select an Application: dropdown list.

Gther Tal Instrucsons

ation - Approved
ind for the Dead™ard of Hearing - New Application - Approved

T N T T

& valed drvewr s heanse v Lisense DE 08019 o Al deivers eemse Fa-|

Smoniing 4 83 1 6F 1 recends

Figure DDB-TOT-02: Educator Other Tab — Application Dropdown List Options

A list of applications associated with the educator is displayed. Select one of the application options in
the dropdown list to filter the data. The data results will show the Other data associated with the
selected application.

Selec an Appicaton Z1DE03153615 - for Fesident Advisor in the Stalewids Programs for Autism and for the DealiHard of Hearing - New Application -+
Cifher Tab Inginsons
Shewig 1 0 o0 recends
T L = T O S """ "N

Figure DDB-TOT-03: Educator Other Tab — Data Filtered by Application

Once an application is selected, the Other table lists the data that was entered on the Other bar for the
selected application. In the example above, there is no Other data associated with the selected
application.

Personal Info
The Personal Info tab contains high-level personal data for the educator.

Click the Personal Info tab on the Find Educator search results page.

Data Ci Ci Credentials Documenis Experience  Nat/Pro. Certificates Other Personal Info  Student Teaching  Transcripis DIEEC  PD Training  Class Schedule  Clock Hours

E OE E History  Evaluati Financial Mentoring OQOS Credentials  Grad Salary Increments  Stipends  Tests LG G e Ll )

Personal Info -
Personal Info —
First Name =* Amanda Prefix: | _Select Prefix- v
Middle Name Suffix: | _Select Suffix- v
Last Name :*  Embers Professional Title : | -Select Professional Title- v
887 0000719 GeNnder: ) pale @ Female O Other
Age: 22

DOB:* | 07/19/1999

Edit

Address Contact Details — ,

Figure DDB-TPI-01: Educator Personal Information Tab
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The Personal Info tab displays personal identification and contact information specific to the educator.
The tab is divided into four (4) major sections: Personal Info, Address Contact Details, Aliases and
Military. Upon entry, all of the sections are expanded, showing all of the educator information.
However, any of the sections can be collapsed to customize the view. To collapse a section, click the
minus button (indicated with red arrows above) in the section header.

When all of the sections are collapsed, the Personal Info tab appears as:

Data Ci Ci Credentials Documents  Experience  Nat/Pro. Cerlificales Other Personal Info  Student Teaching Transcripts DIEEC  PD Training Class Schedule  Clock Hours
E 0E E History  Evaluati Financial Mentoring OOS Credentials ~ Grad Salary Increments  Stipends  Tests WG Rel B T

Personal Info -

,
Address Contact Details + ,

- dm 4
— g

Figure DDB-TPI-02: Educator Personal Information Tab with Sections Collapsed

When the minus icon is clicked, the section is collapsed and the icon changes to a plus. Likewise, the
sections can be expanded by clicking the plus icon (indicated with red arrows above) in the individual
section headers. Expand the individual sections to view the educator data. Each of the sections will be
reviewed in detail in the following sections.

Personal Info Section

Application Data  Correspondence  Coursework  Credentials  Documenis  Experience  Nat/Pro. Cerificales  Other  Personalinfo  Student Teaching  Transcripts DIEEC  PD Training  Class Schedule  Clock Hours  Emergency/COE

Employment History  Evaluations ~ Financial Mentoring ~ OOS Credentials  Grad Salary Increments  Stipends  Tests RIS BUTEIRAt Tl

Persenal Info -

Personal Info —

First Name -* | Amanda Prefix - | -Select Prefix- v
Middle Name Suffx: | -Select Suffix- v
Last Name :* ' Empers Frofessional Title - -Select Professional Title- v

85%:" | XO0-XX-0719 Gender O pale @ Female O Otner

Age: 22
DOB:* | 07/19/1999

"4

Edit

Figure DDB-TPI-03: Educator Personal Information Tab Personal Info Section

The Personal Info tab displays high level identification data for the selected educator. The required
fields are designated with a red * and include First Name, Last Name, Social Security Number (SSN) and
Date of Birth (DOB). The SSN field is masked, showing only the last four digits of the unique identifier.
The Age field is auto-calculated based on the DOB and is read-only, even when in edit mode.

If the educator is in your district or charter, then the Edit button (indicated with a red arrow above) is
enabled for modification of the data. If the educator is not in your district or chart, then the Edit button
is disabled. Click the Edit button.
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Data Cx C rk  Credenfials  Documents Experience  Nat/Pro. Cerfificates Otfher  Personalinfo  Student Teaching  Transcripts DIEEC  PD Training  Class Schedule  Clock Hours

OE History Financial Mentoring OOS Credentials  Grad Salary Increments  Stipends  Tests Well =r¥e o8 10
Personal Info -
Personal Info -
First Name :* | Samantha Prefix: | -Select Prefix- v
Middle Name Suffic: | -Select Suffix- v
Last Name * | Embers Professional Tille - | -Select Professional Title- v
S50+ | XXX-XX-3903 Gender: O pale ® Female O Other
Age: |37

DOB:* | 09/03/1983
Edit

Figure DDB-TPI-04: Educator Personal Information Tab Personal Info Section in Edit Mode

The entry fields that were previously gray (disabled) are now white (enabled) to indicate that changes
can be made to the data. Additionally, the Edit button has been replaced with two action buttons: Save
and Cancel. Make changes, as necessary, and click the Save button to save the data or click the Cancel
button to dismiss changes; either option will exit edit mode.

Collapse the Personal Info section to focus on the Address Contact Details section.

Address Contact Details Section

Application Data  Correspondence  Coursework  Credenfials  Documents  Experience  Nal/Pro. Cerlificales Other  Personal Info  Student Teaching  Transcripts DIEEC  PD Training  Class Schedule  Clock Hours  Emergency/COE

Employment History ~ Evaluations  Financial Menforing ~ OOS Credenfials  Grad Salary Increments  Stipends  Tests [JLee i Ee i

Personal Info -

Personal Info +*
Address Contact Details -

Home/Mailing Address

Attn:

Street Line 1 309 Olive Ave
Strest Line 2:
City: Rehoboth Beach State Delaware - - T
County/Parish: Sussex ~ Country. United States -
Work Phone: | (X0X0X) JOGCIOOKK Primary/User Email scd903@mailinator.com
Cell: (903) 309-9039 Secandary Email Joe@email.com

1 authorize the Delaware Department of Educalion fo send fext messages to the listed cell phone

[ show Previous Addresses

N S S = R S

Current 309 Olive Ave, Rehoboth Beach, DE 19971 scd903@mailinator.com @

Edit

Figure DDB-TPI-05: Educator Personal Information Tab Address Contact Details Section

The Address Contact Details tab displays contact information for the selected educator, including
address, phone and email data. Note that there is also a checkbox I authorize the Delaware Department
of Education to send text messages to the listed cell phone, which indicates whether the educator
wishes to receive text messages from the system or not.
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The data that appears in the upper section of the page represents the current address information for
the educator. The bottom section allows the user to view previous addresses of the educator, if
applicable. Click inside the Show Previous Addresses checkbox so that a V appears in the box.

Show Previous Addresses

____
Previous 903 Fairway Dr, Georgetown, DE 19947 scd903@mailinator.com
Current 309 Olive Ave, Rehoboth Beach DE 19371 scd903@mailinator com &

Figure DDB-TPI-06: Educator Personal Information Tab Address Contact Details Section - Show Previous Addresses View

The bottom section of the page is expanded to reveal previous addresses of the educator. Click inside
the Show Previous Addresses checkbox again so that a V disappears from the box. The table is collapsed
to show only the Current address, as previously.

If the educator is in your district or charter, then the Edit button is enabled for modification of the data.
If the educator is not in your district or chart, then the Edit button is disabled. Click the Edit button.

lication Data G © Credentials  Documents  Experience  Nal/Pro. Certificates  Ofher  Personal Info  StudentTeaching  Tramscripts DIEEC PD Training  Class Schedule  Clock Hours  Emergency/COE

Employment History ~ Evaluations ~ Financial Msnioring ~OOS Credentials ~ Grad Salary Increments  Stipends  Tests oo (e Sl

Personal Info -

Personal Info -+
Address Contact Details -

Home/Mailing Address

Attn.

Strest Line 1 309 Clive Ave
Street Line 2
City: Rehoboth Beach State Delaware v 70 19971
County/Parish: | Sussex v Country: | United States =

Work Phone: Primary/User Email scd903@mailinator.com

cer (903 309-9039 Secondary Emai. |joe@email.com
(1 authorize the Delaware Depariment of Education to send text messages to the listed cell phone.
Save/Update
[ show Previous Addresses
___—
Current 308 Olive Ave, Rehoboth Beach. DE 19871 scd903@mailinator com

3

Cancel

Figure DDB-TPI-07: Educator Personal Information Tab Address Contact Details Section in Edit Mode

The entry fields that were previously gray (disabled) are now white (enabled) to indicate that changes
can be made to the data. The Edit button disappears and is replaced by Save/Update and Cancel
buttons. In the Address table below, there are icons in the Actions column to edit (pencil), mark
previous (box) or delete (trashcan).

Dropdown lists are available for the State, County/Parish and Country fields, providing a list of options
to choose from. The Attn:, Street Line 1, Street Line 2, City and Zip are free form entry fields, allowing
the user to enter data, as appropriate. The Work Phone and Cell fields are restricted to numeric data
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and will not accept any other characters. Make changes, as necessary, and click the Save/Update button
to save the data or click the Cancel button to dismiss changes; either option will exit edit mode.

Collapse the Address Contact Details section to focus on the Aliases section.

Aliases Section

Data  Cor C Credentials Documents Experience  Nat/Pro. Cerlificates Other Personal Info  Student Teaching Transcripts DIEEC  PD Training  Class Schedule  Clock Hours

OE History Financial Mentoring OOS Credenfials  Grad Salary Increments  Stipends  Tests ELTLES KelTE D]

Personal Info -

Personal Info

Address Contact Details

The Aliases tab displays aliases associated with the selected educator. If there are any aliases for the educator, they will be listed in the Aliases table; otherwise, the table will be blank. Aliases may include other names used by the
educator in legal documents,
Click the Add Aliases button to add a new Alias.

Required fields are designated with a red *. Fill in the information and click Save to save the data or Cancel to dismiss changes; either option will exit edit mode.

Add Aliases

Figure DDB-TPI-08: Educator Personal Information Tab Aliases Section

The Aliases tab displays aliases associated with the selected educator. If there are any aliases for the
educator, they will be listed in the Aliases table. If the educator is in your district or charter, then alias
data can be added, edited or deleted.

To add a new record, click the Add Aliases button.

First Name - * Last Name :*
Middle Name :
Type = -Select Type- v Status = -Select Status- v
Effective Date :* 071202021 End Date : MMDDIYYY
Prafix - -Select Prefix- v SUffix © -Select Suffix- v

m S

Figure DDB-TPI-09: Educator Personal Information Tab Aliases Section — Add New Alias Form

A new entry form is inserted in the Aliases section for addition of a new alias record. Required fields are
indicated with a red * and include First Name, Last Name, Type, Status and Effective Date. Type and
Status are dropdown lists, offering a defined list of valid options. Effective Date defaults to the current
date. Make changes as required and click Save button to save changes and exit edit mode, or Cancel
button to dismiss changes and exit edit mode. The entry form is hidden when edit mode is exited.

If data is saved, then a new record is added to the Aliases table.

Samantna Gray Maiden Previous 0610112015 &S 1

Figure DDB-TPI-10: Educator Personal Information Tab Aliases Section Aliases Table

To edit an existing record, click the pencil icon in the Actions column of the Aliases table. To delete an
existing record, click the trashcan icon in the Actions column of the Aliases table.
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Collapse the Aliases section to focus on the Military section

Military Section

Data  Cf C Credentials Documents Experience  Nat/Pro. Certificates  Other Personalinfo  Student Teaching Transcripts DIEEC  PD Training  Class Schedule  Clock Hours
& 0E E History ~ Evaluati Financial Mentoring ~OOS Credentials = Grad Salary Increments ~ Stipends  Tests [Ty e e T
Personal Info -

Personal Info

Address Contact Details

Aliases

Military

Military Service Information

Have you ever served in the military? : © (O Yes (O No

Are you currently in active service?: = () Yes @ No

Figure DDB-TPI-11: Figure DDB-TPI-08: Educator Personal Information Tab Military Section

If military service information has entered for the educator, it will be listed in the Military table;
otherwise, the table will be blank. The information on this tab is read-only and data cannot be added,
edited or deleted.

Student Teaching
The Student Teaching tab displays student teaching that has been added for the educator.
Click the Student Teaching tab on the Find Educator search results page.

Application Data  Correspondence  Coursework  Credentials  Documenis  Experience  Nat/Pro. Certificaies  Other PersonalInfo  Student Teaching  Transcripts DIEEC  PD Training  Class Schedule  Clock Hours  Emergency/COE

Employment History ~ Evaluations ~ Financial Mentoring OOS Credentials ~ Grad Salary Increments  Stipends  Tests [M0LET L E e EE W)

Student Teaching -
Select an Application: — Select -

Licensure and Certification

Student Teaching Instructions:
Entering information in this step is optional; however, any data that can be entered as proof of Student Teaching is encouraged and will support the subsequent review and appreval process.
If your student teaching does not appear on your transcript, you must download Form T and have your University complete and submit it to the Department of Education.

o Click Add Student Teaching to enter information that is relevant to the Certificate request. Click Save to save the changes.
= The new Student Teaching data will appear in the Student Teaching record table below.
o Click Save & Next to continue.

Add Student Teaching

Showing 1 to 0 of 0 records.

Figure DDB-TST-01: Educator Student Teaching Tab

If any student teaching information has been added for the educator, it will appear in the Student
Teaching table at the bottom of this tab. The Student Teaching tab is divided into two major sections:
Licensure and Certification and Early Learning. Guidance will be provided for the Licensure and
Certification section only.

To add new student teaching data, click the Add Student Teaching button.
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Subject - * Cooperating Teachers : *

Grade : — Select - v

District - — Select — v Institution :

ﬁ el

Figure DDB-TST-02: Educator Student Teaching Tab — Add New Record Form

An entry form is form is inserted in the Student Teaching section for addition of student teaching that
has been completed by the educator.

Complete the required fields specific to student teaching. The required fields are designated with a red
* and include: Subject, Cooperating Teachers and District. The District control is a dropdown list,
offering valid options for selection of school district. If data is not entered for required fields, then an
error message is displayed in a red banner across the top of the section. The error can be dismissed by
clicking the x in the upper right-hand corner of the red banner.

Click Save button to save new student teaching information or click Cancel button to dismiss any
changes. Either option will exit edit mode. If data is saved, new student teaching information is added to
the Student Teaching table at the bottom of the tab.

Trigonometry CAPE HENLOPEN SCHOOL Seventh f E-J

DISTRICT

Figure DDB-TST-03: Educator Student Teaching Tab — Student Teaching Table

To edit existing information, click the pencil icon in the Actions column.

Subject -* Trigonometry Cooperating Teachers

Grade Seventh -

District : * CAPE HENLOPEN SCHOOL DISTRICT v Institution

ﬁ i

Figure DDB-TST-04: Educator Student Teaching Tab — Edit Existing Record

An entry form is inserted in the Student Teaching section, populated with the current record data. Make
changes as required and click Save button to save changes or click Cancel button to dismiss changes.
Either option will exit edit mode. The entry form is hidden when edit mode is exited.

To delete the record, click the trashcan icon in the Actions column of the Student Teaching table. A
confirmation message box is displayed: Are you sure you want to delete this record? Click OK button to
confirm deletion of the record, or click Cancel button to deny deletion of the record.

Transcripts
The Transcripts tab displays transcript information that has been added for the educator.

Click the Transcripts tab on the Find Educator search results page.
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Application Data ~ Correspondence  Coursework  Credentials ~Documents Experience  Nat/Pro. Certificates  Other Personalinfo  StudentTeaching Transcripts DIEEC PDTraining  Class Schedule  Clock Hours — Emergency/COE

Employment History ~ Evaluations ~ Financial Mentoring OOS Credentials ~ Grad Salary Increments ~ Stipends  Tests WLEFUELReBr )

Transcripts

Select an Application - Select

Education Instructions:

o Click Add Education to enter your high school and/or college education. Click Save to save the changes.
o The new Education data will appear in the Education record table below. If the information in the table is incorrect o incomplete, click the pencil icon in the Actions column to edit the information, as appropriate.
o If you submitted the documents previously and wish to use them for this application, check the box under “Use Toward Application”
o Only official transcripts may be submitted for credentialing.
o Document submission:
o Early Learning
= If entering high school, you must upload a high school diploma or high school student transeript.

» Early Learning must submit their official college transcripts either electronically or via mail directly from the institution to the Department of Education. College transcripts uploaded into the application are
not considered official and will not be accepted toward certification.
o K-12 Educators

= K-12 Educators must submit their official transcript through their HR office, or send it directly to Licensure & Certification.
o Click Save & Next to continue.

Showing 1o 1 of 1 records.

Used
:;“’“’"" Schoolld | City State Degree StartDate | EndDate Minor Graduated Program Documents | toward Accepted | Verified Actions
€ Application
oF s811 DE &

UNIVERSITY

Newark Bachelor 2016 2020
DELAWARE

Figure DDB-TXS-01: Educator Transcripts Tab

Official transcripts are normally submitted through the HR office. Uploading the transcript data to
DEEDS will be done via this Transcripts tab. If any educational transcripts (high school, college) have
been added for the educator, they will be shown on this tab.

To add new transcript data, click the Add Education button.

Received Date -~

Institution -~

School Id
City=* State * -Select State- -
Degree -~ -Select Degree- v
Start Date = End Date
Major Minor
Graduated MIM/DD/YYY Student ID
Remarks Program
[ Currentiy Atiending
(] student Teaching Completed
File Description Document Type Date Link Action
No Record Found
File Description Document Type ;+ | ~S¥1€ct DocumeniType- v
Document :* B e e e R e T S e D aples If a document has already been uploaded, then there is no reason to upload it

again. In this case, the proper action is to Assoeiate the document, meaning
that the pre-loaded document will be referenced. To Associate a document,
click the Assaciate Document button.

ﬂ cenes

Figure DDB-TXS-02: Educator Transcripts Tab — Add New Record Form

A new Education entry form is inserted in the Transcripts section for addition of a new Education record.
The top section is for entering information specific to the transcript record and the bottom section is for
uploading supporting documentation.

Complete the top section by entering the transcript information in the entry fields. Enter the Institution
where the degree was obtained. Note that while typing, the information is auto-filling with appropriate
choices. Select the correct Institution from the list. Enter the remainder of the Education information in
the entry fields. Required fields are indicated with a red * and include Received Date, Institution, City,
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State, Degree, Start Date, Document Type and Document. Dropdown lists are provided for State,
Degree and Document Type, offering valid options to choose from. The Start Date entry field requires
YYYY format. When the cursor is in the Start Date field, a yearly calendar is presented for
selection/specification of the year that the education was started.

Complete the bottom section by providing supporting documentation in the form of a pdf or image file.
Please ensure that the certification is valid and contains required dates. Select the document type from
the Document Type dropdown list. When a document needs to be provided, the document can either
be uploaded or associated. If the document has already been loaded in DEEDS, then the correct action is
to associate the document. If the document has not been loaded in DEEDS, then the document is
uploaded.

There may be instances where transcript documents have already been uploaded to the system. If a
document has already been uploaded, then there is no reason to upload it again. In this case, the proper
action is to Associate the document, meaning that the pre-loaded document will be used.

To Associate a document, click the Associate Existing Documents button. An Associate Documents
popup window is displayed for selection of the document to be associated. The documents shown are
those that have been added to the system for the educator. Select the document by clicking inside the
checkbox associated with the desired entry. A check will appear in the checkbox to indicate that the
document is selected. Click the Select Documents to Associate button to save the information or the
Cancel button to exit the operation without saving data. If necessary, refer to the Associate Document
section for a detailed description of the how to associate a document.

If the transcript document has not been associated, then follow the next steps to upload the document.

Select the file to be uploaded in one of two ways:
e Drag the file from your computer to the middle of the area designated with the text: Drop
file here to upload or click here to browse and select file to upload.
e C(lick inside the area designated with the text: Drop file here to upload or click here to
browse and select file to upload.
o File Explorer is opened to allow document to be selected from computer files.
o Select the desired file and Click Open.

File name is displayed along with a trash bin icon on the right. If the file selected is not the correct file,
click on the trash icon bin to delete it.

Click the Save button to save the Education data or click the Cancel button to dismiss changes; either
option will exit edit mode. If saved, the new Education information appears in the Education table.

Showing 110 1 of 1 records

Rocaved Used
D;“E“’e Institution School Id City Degree StartDate | EndDate Graduated | Remarks Program Documents | toward Accepted Verified Actions
® Application
oF 2016 & o

UNIVERSITY
5811 Newark 0E Bachelor 2020
DELAWARE
Cape ; High
07/12/2021  Henlopen Lewes DE lan 2012 2016 Sehoo!

High School Sehoo Transcript

Figure DDB-TXS-03: Educator Transcripts Tab — Education Table
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The educational data can also be exported to an Excel spreadsheet. Click the Export Data button above
the Transcripts table to export the data. The Excel file will be saved to your Downloads folder.

DIEEC (Delaware Institute for Excellence in Early Childhood)

The DIEEC tab displays training that completed for the educator at the Delaware Institute for Excellence
in Early Childhood.

Click the DIEEC tab on the Find Educator search results page.

Application Data  C Ci Ci Documents Experience Nat/Pro. Certificates  Other PersonalInfo  Student Teaching Transcripts DIEEC  PD Training  Class Schedule  Clock Hours

Emergency/COE  Employment History  Evaluations Financial Mentoring QOS Credentials  Grad Salary Increments  Stipends  Tests QR0 ey 0]
DIEEC —-—

Figure DDB-TDI-01: Educator DIEEC Tab

If any DIEEC training has been completed by the educator, it will be listed in the DIEEC table; otherwise,
the table is blank. The information on this tab is read-only and data cannot be added, edited or deleted.

PD Training

The PD Training tab contains Personal Development (PD) Training information that has been added for
the educator.

Click the PD Training tab on the Find Educator search results page.

ion Data  Corl Ci Ci D Experience  Nat/Pro. Cerlificates  Other  Personal Infe  Student Teaching Transcripis DIEEC  PD Training  Class Schedule  Clock Hours

Emergency/COE  Employment History  Evaluations  Financial Mentoring QOS Credentials  Grad Salary Increments ~ Stipends  Tests JleT 00 eUEE L)

PD Training —
Select an Application - Select -

Professional Development (PD) Training Instructions:

@ Click Add New PD Training to enter your training in TECE 1 & 2, quality assured clock hours, high school pathway, MNational Child Development Associate Credential, or Montessori Credential
o Choose the applicable category, followed by the area and/or type if applicable, and date issued/completed.
o Upload supporting documents and click Save PD Training.

o The new training will appear in the PD Training record table below. If the information in the table is incorrect or incomplete, click the pencil icon in the Actions column to edit the information as appropriate.
o If you submitted the documents previously and wish to use them for this application, check the box under “Use Toward Application”.
o Click Save & Next to continue.

Specialized Training Clock Specialized Training Clock

I chool-A 0910172 whload »
Hours 15 Clock Hours in School-Age Hours 09/01/2020 Download & 1

Figure DDB-TPD-01: Educator Personal Development (PD) Training Tab

If any personal development training data has been added for the educator, it will be listed in the PD
Training table; otherwise, the table will be blank. The information on this tab is read-only and data
cannot be added, edited or deleted. To download the document to the Downloads folder of the
computer, click the Download link in the Document column.

Class Schedule

The Class Schedule tab contains data related to the educator’s course schedule.
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Click the Class Schedule tab on the Find Educator search results page.

Data Co Cr Ci D Experience  Nat/Pro. Cerlificales Other Personal Info  Student Teaching  Transcripis DIEEC  PD Training  Class Schedule  Clock Hours

Ei OE Employ History  Evaluatit Financial Mentoring QOS Credenfials  Grad Salary Increments  Stipends  Tests el €6l e

Class Schedule -—

Figure DDB-TCS-01: Educator Class Schedule Tab

If course schedule information has been added for the educator, it will be listed in the Class Schedule
table; otherwise, the table will be blank. The information on this tab is read-only and data cannot be
added, edited or deleted.

Clock Hours

The Clock Hours tab displays clock hours data that has been entered for the educator. In order to earn
or maintain certain credentials, clock hours are entered as proof of developmental activities that have
been performed by the educator. Clock hours are the burden of proof for license and permit renewals.

Click the Clock Hours tab on the Find Educator search results page.

Application Data  Cr Ci Ci D Experience  Nat/Pro. Cerlificates Other Personal Info  Student Teaching Transcripts DIEEC PD Training Class Schedule  Clock Hours

E OE E History E d Financial Mentoring QOS Credenfials  Grad Salary Increments  Stipends  Tests WEAET, T el e T

Clock Hours -_—

234683 - Initial License : 07/19/2021 - 07/19/2025 v

Clock Hours Instructions:
The number of required clock hours is dependent on the license or permit being upgraded or renewed. Check the requirements to determine the number of clock hours to be entered.

o Click Add Clock Hours to enter clock hours that is relevant to the license or permit application. Cleck hours entered must be earned within the term of the license or permit.
o Upload documentation in the form of pdf or image file to support the clock hours entered. Click Save to save changes.

o Continue to add clock hours, as needed to satisfy the requirements of the upgrade or renewal request.

o Click Save & Next to continue.

Add Clock Hours

Verified Total Hours: 0.00 UnVerified Total Hours: 20.00 Total Hours: 20.00 Accepted Hours: 0.00

Showing 1 to 1 of 1 records

Se‘ewume‘eu S i c:t:p‘ﬂeu mm_

Professional East Coast o Clock
Teachers 01/08/2020 01/09/2020 20.00 Not Verified

Conferences/\Workshops Hnu &1
Conference

Figure DDB-TCH-01: Educator Clock Hours Tab

If clock hours data exists for the educator, it will appear in the Clock Hours table; otherwise, the table
will be blank. The Clock Hours table displays the clock hours that have been entered for the educator
along with whether the hours have been verified and accepted. The information is summarized above
the table, showing total Verified and Unverified hours. The Verify and Accept buttons can be used to
verify and accept clock hours that are not already associated with an upgrade or renewal.

Emergency/COE (Certificate of Eligibility)
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The Emergency/COE tab displays emergency recommendations that have been submitted for the
educator.

Click the Emergency/COE tab on the Find Educator search results page.

Application Data ~ Correspondence  Coursework  Credentials Documenis  Experience  Nat/Pro. Cerlificales Other PersonalInfo  Siudent Teaching Transcripis DIEEC PDTraining  Class Schedule  Clock Hours

Emergency/COE  Employment History ~ Evaluations  Financial Mentoring OQS Credenfials  Grad Salary Increments  Stipends  Tests BLIST TN FelL B E T

Emergency/COE -

Select an Application: — Select - -

Showing 1 to 2 of 2 records.

L R R R R
Emergency Ceriificate A Music Teacher (Grades K- BRANDYWINE SCHOOL N
RTC Issued
Recommendation - 12 seue DISTRICT @ &
Emergency Upgrade . Music Teacher (Grades K- BRANDYWINE SCHOOL o
Recommendation ARTC 12 fssued DISTRICT @ &

Figure DDB-TEC-01: Educator Emergency/COE Tab

If an emergency recommendation application has been submitted for the educator, it will appear in the
Emergency/COE table; otherwise, the table will be blank. The table provides an overview of the
emergency recommendations submitted for the educator. Note that in the above example, the educator
has been recommended for an Emergency Certificate and an Emergency Upgrade for the ARTC Route,
both of which were Issued.

Use the eye icon in the Action column to review the high-level application submission details and click
Cancel to dismiss. The information on this tab is read-only and data cannot be added, edited or deleted.

In addition to viewing the data, the results can be filtered by application type. Upon entry, all of the
Emergency/COE data is shown in the Emergency/COE table. However, the data can be filtered using the
Select an Application: dropdown list. Click the down arrow of the Select an Application: dropdown list.

Application Data ~ Correspondence  Coursewerk  Credentials Documents  Experience  Nat/Pro. Certificates  Other Personal Info  Student Teaching  Transcripts DIEEC  PD Training  Class Schedule  Clock Hours

OE History i Financial Mentoring OQOS Credentials  Grad Salary Increments ~ Stipends  Tests WILVGTUEL Relyte 0]

Emergency/COE -—

Select an Application: -- Select -- -

210720163563 - Registration Requested

Showing 1 e 2 of 2 records.

210720164464 - for Interpreter Tutor for the Deaf/Hard of Hearing - New Application - Approved .
I T o 5o renena - suomies
Emergency Certificate . 210724095417 - for ARTC - Emergency Application - Approved .
Recommendation ARTC 210724100218 - for ARTC Upgrade to Standard - Emergency Application - Approved @ &
210724104421 - for Music Therapist; Board Certified - Salary Stipend - Approved
Emergency Ungrade ARTC 210725094922 - for Maslers Degree - Salary Increment - Approved @ &
Recommendation 2] DTSTRICT N

Figure DDB-TEC-02: Educator Emergency/COE Tab — Application Dropdown List Options

A list of all applications associated with the educator is displayed. If a non-emergency application is
selected, then the table of results will be blank, since there is not Emergency/COE data associated with
this application.

Select one of the emergency application options in the dropdown list to filter the data. The data results
will be filtered to show the Emergency/COE data associated with the selected application in the
Emergency/COE table.
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pplication Data  C: Ci Credentials  Documents  Experience  Nat/Pro. Certificates Other Personal Info  Student Teaching Transcripts DIEEC  PD Training  Class Schedule  Clock Hours

QE History il Financial Mentoring QOS Credentials ~ Grad Salary Increments  Stipends  Tests WlN EL e EE L)
Emergency/COE -
Select an Application: [ 210724100218 - for ARTC Upgrade to Standard - Emergency Application - Approved v]

Showing 1 to 1 of 1 records.

I T S L L S

Emergency Upgrade Music Teacher (Grades K- BRANDYWINE SCHOOL
ARTC I d @
Recommendation 12) seue DISTRICT > &

Figure DDB-TOT-03: Educator Emergency/COE Tab — Data Filtered by Application

Once an application is selected, the Emergency/COE table lists the emergency data that is associated
with the selected application. In the example above, Emergency Upgrade Recommendation appears in
the Type column and ARTC appears in the Route column of the table. This data matches the ARTC
Upgrade to Standard — Emergency Application selection in the Select an Application: dropdown list.

Employment History
The Employment History tab contains data related to educator employment.

Click the Employment History tab on the Find Educator search results page.

ion Data  Corl Ci Ci Ds i Nat /Pro. Ci Other Personal Info  Student Teaching  Transcripts DIEEC  PD Training  Class Schedule  Clock Hours
Emergency/COE  Employment History d Financial 00s C i Grad Salary Increments ~ Sfipends  Tests LT e TR
Employment History -_—
Select an Application: — Select — -

Showing 1 to 1 of 1 records.

Employment Full or Used
Type Years Grade Tvpe Action Effective Loaded Part toward Accepted Verified Aclions
Time Application

BRANDYWINE Hanby Teacher,

Manual 022’ SCHOOL Middle  Seventh  Middle,  Cument gmr
DISTRICT School Algebra

Figure DDB-TEH-01: Educator Employment History Tab

If any employment data has been added for the educator, it will be listed in the Employment History
table; otherwise, the table will be blank. The information on this tab is read-only and data cannot be
added, edited or deleted.

Evaluations
The Evaluations tab contains evaluation data that has been added for the educator.

Click the Evaluations tab on the Find Educator search results page.

Data Corl Ci Ci D Experience  Nat/Pro. Cerlificates Other Personal Info  Student Teaching Transcripts DIEEC PD Training Class Schedule  Clock Hours

Emergency/COE  Employment History ~ Evaluations  Financial Mentoring QOS Credentials  Grad Salary Increments ~ Stipends  Tests WL T eLE T

Evaluations -_—

Showing 1 to 0 of 0 records

Figure DDB-TEV-01: Educator Evaluations Tab
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If any evaluations have been added for the educator, the data will be listed in the Evaluations table;
otherwise, the table will be blank. The information on this tab is read-only and data cannot be added,
edited or deleted.

Financial
The Financial tab contains transaction information related to payments made by the educator.

Click the Financial tab on the Find Educator search results page.

A Data  Corl Ci Ci D Experience  Nat/Pro. Cerfificates Other Personal Info  Student Teaching Transcripts DIEEC PD Training Class Schedule  Clock Hours

Emergency/COE  Employ History E i Financial Mentoring QOS Credenfials  Grad Salary Increments ~ Stipends  Tests WG T eLETE T

Financial -_—

Payment Detail
Paid? Date/Time Amount Authorization Code Transaction ID
Yes 07/19/2021 £100.00 996106447 2698938

Figure DDB-TFN-01: Educator Financial Tab

The Financial table shows details of payments made, along with the Date, Amount and Transaction
details. If the educator has been issued a license, then there will be an entry here for the mandatory
one-time payment of $100. The Date will align with when the license application was first submitted and
payment was required. The data is informational in nature and cannot be added, edited or deleted.

Mentoring

The Mentoring tab contains data related to the educator’s mentoring program, including assignment
and progress.

Click the Mentoring tab on the Find Educator search results page.

Application Data  Ci Ci Ci i D i Nat/Pro. Certificates  Other  Personal Info  Student Teaching  Transcripts  DIEEC  PD Training  Class Schedule  Clock Hours

OE History i Financial Mentoring ~OOS Credentials ~ Grad Salary Increments ~ Stipends  Tests WULLT T EeRU T

Mentoring -

Mentoring Programs

First Last Program Mentor School Verified License Employment | Stage DPAS _ Meior Has
Name Name Type Name Year School Years Type Position Completed Evaluation Program Waived Actions
Experience = Complete Completed Progress?

nitial BRANDYWINE Hanby Initial Teacher,
Amanda Embers License SCHOOL Middle License Middle, No No No View Progress
DISTRICT School Algebra

Figure DDB-TME-01: Educator Mentoring Tab

If the educator has been enrolled in a mentoring program, details will be listed in the Mentoring table;
otherwise, the table will be blank. The information on this tab is read-only and data cannot be added,
edited or deleted. All mentoring management is done through the LEA Mentoring Center menu options.

If there is an entry in the Mentoring table, the progress can be viewed by clicking the View Progress
button in the Actions column.

DDOE Licensure & Certification 26-Jul-21



Progress Ethics Course

q . Mentor Mentee
Waived License Start Site School School School o Mentor Forms
Year Split Year N _ L Position Form Form
Reason Type Date Coordinator | Year District Name Name Uploaded
Received Received

Year 2

_ . Mentor Mentee
Waived License Start Sile School School School o Mentor Forms
Year Split Year N _ . Position Form Form
Reason Type Date Coordinator | Year District Name Name Uploaded
Received Received

Year 3

_ . Mentor Mentee
Waived License Start Site School School School o Mentor Forms
Year Split Year N _ L Position Form Form
Reason Type Date Coordinator | Year District Name Name Uploaded
Received Received

Year 4

. . Mentor Mentee
- Waived License Start Sile School School School o Mentor Forms
Year Split Year N _ o Position Form Form Actions
Reason Type Date Coordinator | Year District Name Name N N Uploaded
Received Recaived

Close View Progress

Figure DDB-TME-02: Educator Mentoring Tab — View Progress

The educator’s progress in the assigned mentoring program is displayed. The mentoring progress
information is divided into two tabs: Progress and Evaluations. The Progress tab is selected by default,
and appears green to indicate that it has been selected.

The Progress tab is broken into four sections: Year 1, Year 2, Year 3 and Year 4, which correspond to the
four years of a mentoring program. If the educator has qualified for a reduced number of years in the
mentoring program, then this information is shown in the Verified Years Experience column. In the
example above, the mentee has been awarded one year of experience and is therefore only required to
complete three years in a mentoring program, so Year 1 is skipped.

Click the Evaluations tab.

Program Withdrawal

Evaluations.
‘Withdrawn from Program

Summative Evaluations
Summative Evaluations Complete

Final Evaluations

For an Initial License, check this box when the educator has completed all aspects of the program - 4 cycles and fwo successful DPAS evaluations. For a Continuing or Advanced License, use this option when the
educator has satisfied the mentoring for a returning educator or out of state educator new fo Delaware.

Mentor Program Complete

Close View Progress

Figure DDB-TME-03: Educator Mentoring Tab — View Evaluations

The Evaluations tab appears green to indicate that it has been selected. The Evaluations form is broken
into three sections: Program Withdrawal, Summative Evaluations and Final Evaluations. Each section
contains a single checkbox, to indicate the educator’s progress. The progress indicators within the three
sections are self-explanatory, based on their labels.
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00S (Out of State) Credentials

The OOS Credentials tab displays out of state credentials that have been added to the system for the
educator. These credentials may include licenses, certificates or permits that the educator has earned
outside the state of Delaware.

Click the OOS Credentials tab on the Find Educator search results page.

Data  Cr C Credentials  Documents  Experience  Nat/Pro. Cerlificales Other Personal Info  Student Teaching Transcripis DIEEC  PD Training  Class Schedule  Clock Hours

OE History i Financial Mentoring OOS Credentials ~ Grad Salary Increments ~ Stipends  Tests WeLLT G el Bl L)

005 Credentials -_—

Select an Application — Select - v
Out of State (00S) Credentials Instructions:
Entering OOS information is optional; however, any data that can be entered as proof of Out of State Credentials is encouraged and will support any subsequent review and approval process.

o Click Add 00S Credential to enter information that is relevant to the Certificate request. Click Save to save the changes.

¢ The new 0QOS Credential data will appear in the O0S Credentials record table below:. If the infarmation in the table is incorrect or incomplete, click the pencil icon in the Actions column to edit the information, as
appropriate.

o Click Save & Next to continue.

Add 00S Credential

Showing 1 to 0 of 0 records.
) _ . Used
“ Rotaion
Figure DDB-TOS-01: Educator Out of State (OOS) Credentials Tab

If any non-Delaware credentials have been added for the educator, they will appear in the OOS
Credentials table at the bottom of this tab.

To add a new out of state credential, click the Add OOS Credential button.

Received Date DD/YY Credential Type : -Select Credential Method Name- v
Application Type : * -Select Application Type Name- v State = * -Select State- v
Category :* -Select Certificate Category Name- v
Effective Date - /DD Expiration Date : DD
Subject - * -Select Subject- v Content Area - *
Level :* Level
File Description Document Type Date Link Action

No Record Found

File Description Document Type :* -Select DocumentType-

Bocument SR B O R G e T A I DR I a document has already been uploaded, then there is no reason to
upload it again. In this case, the proper action is to Associate the
document, meaning that the pre-loaded document will be referenced.

To Associate a document, click the Associate Document button,

m cancel

Figure DDB-TOS-02: Educator OOS Credentials Tab — Add New Record Form

An entry form is form is inserted in the OOS Credentials section for addition of non-Delaware
credentials that have been earned by the educator. The top section is for entering information specific
to the out-of-state credential and the bottom section is for uploading supporting documentation.

Complete the required fields specific to OOS credentials. The required fields are designated with a red *
and include: Application Type, State, Category, Effective Date, Subject, Content Area and Level.
Dropdown lists are provided for selection of Application Type, State, Category and Subject. The date
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fields require MM/DD/YYYY format. When the cursor is in a date field, a calendar is presented for
selection/specification of the specific date requested. The Level control allows the user to select
multiple levels. Click on Level and a Select Level box is presented to check the level(s) that apply to the
credential. Note that multiple levels may be selected using this control. Once the appropriate selections
are made, click on the Level box again to dismiss the Select Level box. The Level box is shaded light blue
to indicate that data has been entered.

Complete the bottom section by providing supporting documentation in the form of a pdf or image file.
Select OOS Credential from the Document Type dropdown list. When a document needs to be provided,
the document can either be uploaded or associated. If the document has already been loaded in DEEDS,
then the correct action is to associate the document. If the document has not been loaded in DEEDS,
then the document is uploaded.

There may be instances where O0S Credential documents have already been uploaded to the system. If
a document has already been uploaded, then there is no reason to upload it again. In this case, the
proper action is to Associate the document, meaning that the pre-loaded document will be used.

To Associate a document, click the Associate Existing Documents button. An Associate Documents
popup window is displayed for selection of the document to be associated. The documents shown are
those that have been added to the system for the educator. Select the document by clicking inside the
checkbox associated with the desired entry. A check will appear in the checkbox to indicate that the
document is selected. Click the Select Documents to Associate button to save the information or the
Cancel button to exit the operation without saving data. If necessary, refer to the Associate Document
section for a detailed description of the how to associate a document.

If the OOS Credential document has not been associated, then follow the next steps to upload the
document.

Select the file to be uploaded in one of two ways:
e Drag the file from your computer to the middle of the area designated with the text: Drop
file here to upload or click here to browse and select file to upload.
e C(Click inside the area designated with the text: Drop file here to upload or click here to
browse and select file to upload.
o File Explorer is opened to allow document to be selected from computer files.
o Select the desired file and Click Open.

File name is displayed along with a trash bin icon on the right. If the file selected is not the correct file,
click on the trash icon bin to delete it.

Click Save button to save new 0OOS Credentials data or click Cancel button to dismiss any changes. Either
option will exit edit mode. If data is not entered for required fields on Save, then an error message is
displayed in a red banner across the top of the section. The error can be dismissed by clicking the x in
the upper right-hand corner of the red banner. If data is saved successfully, a new OOS credential record
is added to the OOS Credentials table at the bottom of the tab.
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Showing 1 to 0 of 0 records.

) ) Used
Received | Credential licali Effecti Expirati Content
GCaNE e Calegory eeie XPIElen | o ject onten Level Reciprocal | Documents | toward Accepted | Verified Actions
Date Type Type Date Dale Area il
Application
&

Middle
Standard Maryland  Teaching 02282020 | 0227024 2V® Soclal Sixth, Seventh,Eighth 008
Social Studies Credential

Studies

Certificate

Figure DDB-TOS-03: Educator OOS Credentials Tab — OOS Credentials Table

To edit existing information, click the pencil icon in the Actions column. An entry form is inserted in the
0O0S Credentials section, populated with the current record data. Make changes as required and click
Save button to save changes or click Cancel button to dismiss changes. Either option will exit edit mode.
The entry form is hidden when edit mode is exited.

To delete the record, click the trashcan icon in the Actions column of the OOS Credentials table. A
confirmation message box is displayed: Are you sure you want to delete this record? Click OK button to
confirm deletion of the record, or click Cancel button to deny deletion of the record.

Grad Salary Increments
The Grad Salary Increments tab contains the educator’s salary increment details.

Click the Grad Salary Increments tab on the Find Educator search results page.

Data Cr Ci Credentials  Documents  Experience  Nat/Pro. Certificates Other  PersonalInfo  Student Teaching  Transeripts DIEEC  PD Training  Class Schedule  Clock Hours
OE History i Financial ~Mentoring ~QOS Credentials ~ Grad Salary Increments ~ Stipends ~ Tests EOIETYCLIReE Eeil )]
Grad Salary Increments -

Masters Degree 07/25/2021 07192021 0712572021 0712572021 Approved

Figure DDB-TSI-01: Educator Pluses Tab

If a salary increment application has been submitted by an educator, it will be listed in the Pluses table;
otherwise, the table will be blank. The Status column indicates whether the salary increment has been
approved or not. If the Status is In Progress, then the application has been submitted but not approved.
If the Status is Approved, then the salary increment has been approved. The information on this tab is
read-only and data cannot be added, edited or deleted.

Stipends

The Stipends tab displays salary stipends associated with the educator. Some educators who hold
national certifications may apply for and earn a salary stipend and the associated information will
appear on this tab.

Click the Stipends tab on the Find Educator search results page.
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ppl Data G G Credentials Documents Experience Nat/Pro. Certficates  Other PersonalInfo  Student Teaching  Transcripts DIEEC  PDTraining  Class Schedule  Clock Hours

OF History i Financial ~Mentoring  QOS Credentials ~ Grad Salary Increments  Stipends  Tests LT EL LU R L]

Stipends —

Stipend Type Stipend Amount CacualedAmount | Staws | ReauesiedDate Approved/Effective Dale | Expiration Date School Year

Salary Stipend Approved 0772412021 2021-2022 &

Figure DDB-TSP-01: Educator Stipends Tab

If salary stipend data exists for the educator, it will appear in the Stipends table; otherwise, the table will
be blank. The information on this tab is read-only and data cannot be added, edited or deleted.

Tests
The Tests tab displays test data that has been added for the educator.
Click the Tests tab on the Find Educator search results page.

ppl Data G ® Credentials ~ Documents  Experience  Nat/Pro. Cerificates Other Personal Info  Student Teaching  Transcripts DIEEC  PDTraining  Class Schedule  Clock Hours

OE History i Financial Mentoring OOS Credentials ~ Grad Salary Increments ~ Sfipends  Tests TGN R RG]

Tests —

Select an Application: -- Select -- v
Test Instructions:
Allinformation on the Tests bar is read-only. If Test data has been added to the system for the Educator, it will appear here; otherwise, the table will be blank.

Click Save & Next to continue.

Test Subject Test Score n Entry Alt Test Used toward
Test Type Test Date Method Load Date Scoring ACTFL Applicafion Accepted Verification Actions

(ETS 0069)

PRAXISII | 0502021 | M0de Ferormance Test
School Assessment
Mathematics

Figure DDB-TTE-01: Educator Tests Tab

If any test data has been added for the educator, it will be shown on this tab. The information on this
tab is read-only and data cannot be added, edited or deleted. However, the Tests data can be exported
to an Excel spreadsheet. Click the Export Data button above the Tests table to export the data. The
Excel file will be saved to your Downloads folder.

Document Generation

The Document Generation tab allows documents to be created for credentials that the educator has
earned.

Click the Document Generation tab on the Find Educator search results page.
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Application Data  Correspondence  Coursework  Credentials Documenis Experience  Nat/Pro. Cerlificates Other Personal Info  Student Teaching Transcrips DIEEC  PD Training  Class Schedule  Clock Hours

o] History i Financial Mentoring ~ QOS Credentials ~ Grad Salary Increments  Stipends  Tests | Document Generation
Document Generation -
Select a License - Select - v
Select a Document Type - Select - v

Reset
Figure DDB-TDG-01: Educator Document Generation Tab

The document generated is defined by the License and Document Type. Click the arrow on the Select a
License dropdown list to view the licenses that have been issued for the educator.

ppli Data  Correspondenc Credentials Documenis  Experience Nal/Pro. Certificates Other Personal Info  Student Teaching Transcripts DIEEC PDTraining  Class Schedule  Clock Hours
QE History i Financial Mentering QOS Credentials  Grad Salary Increments ~ Stipends  Tests ~ Document Generation
Document Generation -
Select a License : - Select - A
_ Select -
Select a Document Type © Advanced License - 234691
Reset

Figure DDB-TDG-02: Educator Document Generation - License Dropdown List Options

Select a license from the Select a License dropdown list. The Select a Document Type list of options is
based on the license selected, offering a list of documents that can be generated for the license type
selected.

Application Data  Correspondence i Ds Nat/Pro. Cerfificates  Other  Personal Info  Student Teaching  Transcripts DIEEC  PD Training  Class Schedule  Clock Hours
OE History i Financial ~Mentoring OOS Credentials ~ Grad Salary Increments  Stipends  Tests | Document Generation
Document Generation -—
Select a License Advanced License - 234691 v
Select a Document Type - Select - v

Wall Certificate for L&C

Reset
Figure DDB-TDG-03: Educator Document Generation - Document Dropdown List Options

Select the Wall Certificate... option from the list. The name of the wall certificate option will vary with
the credential type. When both options have been specified, the Generate button is enabled. Click the
Generate button. A pdf version of the certificate is downloaded to the Downloads folder of the user’s
computer. Go to the Downloads folder and locate newly generated credential file. Open pdf file to view
contents:
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State of Delatwar,

Delaware Department of Education
Know all persons by these Present, that
Noah Embers

has fulfilled the requirements of the State of Delaware and has
earned credentials in the following area(s):

Advanced License

| Standard: Middle Level Science Teacher (Grades 6-8)

|
|
|
|
| Issue Date: 07202021
| Effective Date: 072012021

| Expiration Date: 07202026

A wall certificate of the educator’s credential, suitable for framing, has been downloaded to the district
or charter user’s computer.

ReviewQ

ReviewQ is a single menu option used for reviewing applications that have been raised by educators and
require review and approval by the HR office. When an educator submits an application for a Renewal or
Salary Increment, the review and approval process is directed to the HR office first. After the application
is approved by the HR office, it is then redirected to DDOE L&C team for final review and approval.

Select ReviewQ main menu option.

LEA Dashboard  Find Educator ReviewQ Emergencies & COEs  LEA Mentoring Center Reports

Search By Name

License # ss#
First Name Last Name
Email Status Select v
Approved Date From DD/YYYY Approved Dats To -
Credential Type — Select - v Deficiency Status Show All v
Incoming Mal Show Al .

' My Worklist Al Continuing License Renewa Paraeducator Permit Renewal Salary Increment Requests Gther Permits Renewal
STl Showing 0-0of0Records 10 v Q

[ | romcanon e f— [Poane  [uesivame | swmneanae Efectve Date Expration Date po— Emai Address s | mema s

No record found

Figure DDB-RVQ-01: District ReviewQ Defaults to My Worklist Filter

ReviewQ page is loaded to show applications in queue for review, hence the name ReviewQ. Any
applications that have been submitted by educators in your district or charter requiring HR office
approval will appear in the ReviewQ.
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Note that there are buttons below the search section for filtering. By default, the applications to be
reviewed are filtered by My Worklist (indicated with a red arrow above), which represents the subset of
data most pertinent to the user. Note that there are other filters to choose from which include All,
Continuing License Renewal, Paraeducator Permit Renewal, Salary Increment Requests and Other
Permits Renewal. These items appear as free text on the screen, but the appearance changes to a
button when clicked. Click the Paraeducator Permit Renewal link.

Wyworst Al ComnungliensoRenewal  Advance Lierse Rerowal
IS"i‘ Showing 1-10f1Recorgs | 10 v Q
O T e i i T T mm_

[0 Paraeducater Permit Ren: 100385 Ju Embers 0411212021 04/1212020 06/12/2021 Submitted Submitted Create Task

Figure DDB-RVQ-02: District ReviewQ ParaEducator Permit Renewal Filter

The Paraeducator Permit Renewal link now appears as a button to indicate that this is the filter option
selected. The data is filtered to show all Paraeducator Permit Renewal applications that are in the
ReviewQ for review and approval. Click the Review Application button in the Action column to open the
application.

Emergencies & COEs

Emergencies & COEs is a dropdown menu option containing all the functionality associated with
creating and managing Emergency Certificates. When the Emergencies & COEs menu option is clicked, a
dropdown list of options is presented and one of the options must be selected. Refer to the LEA
Emergencies User Guide for a detailed description of the role HR plays in generating, submitting and
managing emergency recommendations.

If an educator lacks the necessary skills and knowledge to meet certification requirements in a specific
content area, then a temporary credential may be granted. This temporary credential is called an
Emergency Certificate. Routes for emergency recommendations include Alternate Routes to
Certification (ARTC), Out of Area (Additional), Certificates of Eligibility (COEs), Skilled & Technical
Sciences (STS) and 91-day in lieu of student teaching. A description of each of the sub-menu options is
included in the next sections.

Emergency Recommendations

This menu option is used for creating and managing Emergency Recommendation applications that are
raised on behalf of an educator for an Emergency Certificate.

Select Emergencies & COEs /| Emergency Recommendations menu option.

R —

Search Existing Recommendations

mmm__m__
e S O
c 30
rgen 65201980 - °

Figure DDB-EMR-01: Existing Emergency Certificate Recommendations View
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Existing Emergency Certificate Recommendations tab is selected by default, as indicated by the green
color. The Search Existing Recommendations search form can be used to find a specific educator that
currently has been recommended for an emergency certificate.

The list of educators that have an Emergency Recommendation are displayed in the table below the
Search Existing Recommendations search area. This tab is used for managing all emergency certificate
recommendations. The educator that was most recently recommended for an Emergency Certificate
should appear at the top of the list. Alternately, search for an educator using the search entry form.

Note the listings in the table which detail the high-level details of the emergency certificate applications,
such as emergency route in the Route column and certificate type in the Certificate column. The status
of the emergency recommendation applications can also be deciphered by the information in the
Actions column. In the first row, the application has been started, but not completed or submitted as
evidenced by the green Continue Application button in the Actions column. In the second row, the
application has been submitted and is in the approval process, as indicated by a status of Pending in the
Status column and the presence of a red Withdraw button in the Action column. In the last row, the
application has been submitted, approved and completed, as indicated by a status of Issued in the
Status column and the absence of a red Withdraw button in the Action column. In the Action column
for all entries, there is also a green button with a user icon that can be used to view the profile of the
associated educator.

Click the Recommend New Emergency Certificate tab.

Recommend New Emergency Ceritcate (B L e L

Emergency / COE Recommendation

+ Click Sefect

Search Educators-

Figure DDB-EMR-02: Recommend New Emergency Certificate View

The Emergency Recommendation process is designed to guide the user through the series of steps that
need to be completed in order to recommend an Emergency Certificate. The Search Educators search
form is used to search for a specific educator to be recommended for an emergency certificate. The tab
is initialized to no search criteria, as evidenced by the No record found message in the table.

Refer to the LEA Emergencies User Guide for a detailed description of the emergency certificate
recommendation process.

Emergency Extensions

This menu option is used for creating and managing Emergency Extension applications that are raised on
behalf of an educator to extend an Emergency Certificate expiration date.

Select Emergencies & COEs /| Emergency Extensions menu option.
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LT ) Esting Emesgency Extension Recommendations

Search Existing Recommendations

First Name Last Hame
Datle 01 B ssu

Dindel BRANDYWINE SCHOOL DISTRICT v Cencate & v

[gmt Showing 1. 3of3Recants 10 v O
T ———
o 05241974 51 ca i s of tugent eching Pending c m o

andersson 0421380 AR Middle Leve

Figure DDB-EME-01: Existing Emergency Extension Recommendations View

Existing Emergency Extension Recommendations tab is selected by default, as indicated by the green
color. The Search Existing Recommendations search form can be used to find a specific educator that
currently has been recommended for an emergency extension.

The list of educators that have an Emergency Extension are displayed in the table below the Search
Existing Recommendations search area. This tab is used for managing all emergency extension

recommendations. The educator that was most recently recommended for an Emergency Extension
should appear at the top of the list. Alternately, search for an educator using the search entry form.

Note the listings in the table which detail the high-level details of the emergency extension applications,
such as emergency route in the Route column and certificate type in the Certificate column. The status
of the emergency extension recommendation applications can also be deciphered by the information in
the Actions column. In the first row, the application has been started, but not completed or submitted
as evidenced by the green Continue Application button in the Actions column. In the second row, the
application has been submitted and is in the approval process, as indicated by a status of Pending in the
Status column and the presence of a red Withdraw button in the Action column. In the last row, the
application has been submitted, approved and completed, as indicated by a status of Issued in the
Status column and the absence of a red Withdraw button in the Action column. In the Action column
for all entries, there is also a green button with a user icon that can be used to view the profile of the
associated educator.

Click the About to Expire tab.
oo

Emergency Extensions

This Emergency Extension pracess is designed to guide you through t

o the page a5 you move through the

arch Educators, is used 1o locat
tructions:

« Enter search terms in this Search Educator sction to find the educator that hokds an Emergency Certificate that is due to expire and needs to be extended. Search results are restricted to educators within your school district. Search fields are not case-sensive, Click Search button to find
Educatar,

« Click Sefect button in the Action column of the desired educator to continue to next step.

Search Educators-

First Name Last Hame
Date O Birth ssn

cenmcats — Select — v

[ Sont Showing 1ot Recores | 0 v QL

Jude mae orwtoss XHAHATI Teacher of Students Who Are Disaf or Hard of Heary 2930202 o

Figure DDB-EME-02: Emergency Extension Certificates About to Expire View
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About to expire tab is selected, as indicated by the green color. Educators with an emergency certificate
that is due to expire are listed in the table below the search area. Alternately, the search form can be
used to find a specific educator.

The Emergency Extension process is designed to guide the user through the series of steps that need to
be completed in order to recommend an Emergency Extension. Refer to the LEA Emergencies User
Guide for a detailed description of the emergency extension recommendation process.

Emergency Upgrades

This menu option is used for creating and managing Emergency Upgrade applications that are raised on
behalf of an educator to request an upgrade from Emergency to Standard Certificate.

Select Emergencies & COEs |/ Emergency Upgrades menu option.

[T  Esting Emergency Upgrade Recommendations.

Search Existing Recommendations

B Snowing 1- 10 of 18 Records ~ Q

T T e L N . L =
Jame b oneses ARTC acused raspne scrcoLosTReT Q)

Middie Lavel Science Teacher (Grades &-8)

Figure DDB-EMU-01: Existing Emergency Upgrade Recommendations View

Existing Emergency Upgrade Recommendations tab is selected by default, as indicated by the green
color. The list of educators that have an Emergency Upgrade are displayed in the table below the
Search Existing Recommendations search area. This tab is used for managing all emergency certificate
upgrade recommendations. The search entry form can be used to search for a specific educator.

Note the listings in the table which detail the high-level details of the emergency upgrade applications,
such as emergency route in the Route column and certificate type in the Certificate column. The status
of the emergency upgrade recommendation applications can also be deciphered by the information in
the Actions column. In the first row, the application has been submitted and accepted by the educator,
approved and completed, as indicated by a status of Issued in the Status column and the absence of a
red Withdraw button in the Action column. In the second row, the application has been submitted and
is in the approval process, as indicated by a status of Pending in the Status column and the presence of
a red Withdraw button in the Action column. In the third row, the application has been started but not
submitted, as indicated by a status of Pending in the Status column and the presence of both a green
Continue Application button and a red Withdraw button in the Action column. In the Action column for
all entries, there is also a green button with a user icon that can be used to view the profile of the
associated educator.

Click the Upgrade to Standard tab.

DDOE Licensure & Certification 26-Jul-21



(TN Existing Emergency Upgrade Recommendations

Emergency Upgrades

This Emergency Upgrade process is designed to guide you thraugh the progressian grads from Emergency Certificate to Standard Certificate.

He

v be added to the the

The top section of the page, Search Educators, is used to locate 3 spec at is du o expire within 60 days.
Emergency Upgrade Instructions:

« Enter search terms in this Search Educator section
+ Click Sefect buttan in the Action column of the dasin

d the educater that is being recommended for an upgrade to standard certificate. Search results are restricted to educators within your school district. Search fields are not case-sensitive. Click Search button to find Educator.
ducator to continue to next step,

Search Educators

J et Showng 11001 Racorss 10 v QL
Jute Embers o7198s XHCKAAT1A Teacher af Stuents Who Are Deaf or Hard of Hearing tenor2021 o

Figure DDB-EMU-02: Recommend Emergency Certificate Upgrade to Standard View

The Upgrade to Standard tab is selected as indicated by the green color. Educators with an emergency
certificate are listed in the table below the search area. Alternately, the search form can be used to find
a specific educator.

The Emergency Upgrade process is designed to guide the user through the series of steps that need to
be completed in order to recommend an Emergency Upgrade. Refer to the LEA Emergencies User Guide
for a detailed description of the emergency certificate upgrade recommendation process.

91 Day Application

This menu option is used for creating and managing Emergency 91 Day applications that are required as
a pre-requisite for the 91 day in lieu of student teaching Emergency Certificate route.

Select Emergencies & COEs / 91 Day Application menu option.

Existng 91 Day Appiication

Search Existing Recommendations

First Name Last Nams
Date O Birt ssh
Diswct: | BRANDYWINE SCHOOL DISTRICT ~ Curtficate: | - Seect — N
m Resat
[ s Showing 1-Sof5Records 10 v Q
I T T S S S = S S
Gabrel Embers ouot/1981 91 Day Appication Technolagy Education Teacher (Grades 912, also vasd a M Schoo Accepted  BRA 400L DISTRICT (4]

Figure DDB-E91-01: Existing 91-Day Applications View

Existing 91 Day Applications tab is selected by default, as indicated by the green color. The list of
educators that have a 91 Day Application are displayed in the table below the Search Existing
Recommendations search area. This tab is used for managing all 91 Day application recommendations.
The search entry form can be used to search for a specific educator.

Note the listings in the table which detail the high-level details of the 91 day applications, including
certificate type in the Certificate column. In the first row, the application has been submitted, approved
and completed, as indicated by a status of Accepted in the Status column and the absence of a red
Withdraw button in the Action column. In the second row, the application has been submitted and is in
the approval process, as indicated by a status of Pending in the Status column and the presence of a red
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Withdraw button in the Action column. In the Action column for all entries, there is also a green button
with a user icon that can be used to view the profile of the associated educator.

Click the 91 Day Application tab.

1o e

91 Day Application

This 01-Day Application process is designed to guide you through the progression of steps required to create and submit 2 91-Day Application, as a pre-requisite for the 91 day in lieu of student teaching option and being issued an Initial License and an Emergency Certificate

REMINDER:

Figure DDB-E91-02: Add New 91 Day Application View

91 Day Application tab is selected, as indicated by the green color. The search form can be used to find
a specific educator for 91 Day application recommendation.

The 91 Day Application process is designed to guide the user through the series of steps that need to be
completed in order to create and submit a 91 day Application, as a pre-requisite for the 91 day in lieu of
student teaching Emergency Certificate. Refer to the LEA Emergencies User Guide for a detailed
description of the 91 Day application recommendation process.

LEA Mentoring Center

LEA Mentoring Center is a dropdown menu option containing all the functionality associated with
managing mentors and mentees. When the LEA Mentoring Center menu option is clicked, a dropdown
list of options is presented and one of the options must be selected. A description of each of the sub-
menu options is included in the next sections. Refer to the LEA Mentoring User Guide for a detailed
description of the role HR plays in managing mentors and mentees.

Mentor Forms
This menu option is used to obtain mentor forms.
Select LEA Mentoring Center / Mentor Forms menu option.

Bulletin Board
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Welcome to the LEA Dashboard

Welcome to DEEDS 3.0. This newly revised system is a comprehensive entryway into your LEA's educator data and the credentialing information that you need. Once
an educator has an account in DEEDS 3.0, then from this point, you will be able to inform the DDOE about your educators, initiate applications for the educator’s

approval, upload files, and input LEA approval where necessary.

Announcements:

« Coming soon

Figure DDB-BB-01: LEA Dashboard Bulletin Board

The Bulletin Board section appears on the left side of the dashboard, just below the main menu. The
bulletin board is for announcements and general information that is important to all LEA users.

Useful Links

Useful Links
HR Forms
HR Flyers

Alternate Routes to Certification (ARTC)

Graduate Level Salary Increments

Figure DDB-UL-01: LEA Dashboard Useful Links Section

The Useful Links section appears on the right side of the dashboard, just below the main menu. The
useful links sections provide hot links to information that is beneficial to LEA users. The list of useful links
will be updated periodically to include new helpful links.

LEA Dashboard Site Map
The table below lists all the menu options available in the LEA dashboard. Based on the user role some of the menu options will not be available for the currently logged in user.

ReviewQ Emergencies & COEs Mentoring Center Reports

Continuing License Renewsals ~ Emergency/COE Recommendations  Manage Mentors

Permit Renewals Emergency/COE Extensions Manage Teaching Mentees
Graduate Salary Increment  Emergency/COE Upgrades Add Mentees to Mentors
Approvals

91 Day Application Mentor Forms

Figure DDB-NSM-01: LEA Dashboard Navigational Site Map
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The Navigational Site Map section appears across the bottom of the dashboard. The site map outlines
the high-level structure of the LEA dashboard, including menu and submenu options. The site map is
useful for locating where specific functionality within the system resides.

General Instructions

This section contains detailed instructions for functionality that is shared across screens. The individual
application data sections contain high-level descriptions of the operations, but here the instructions are
provided in more details, including screen shots, if applicable.

Associate Document

When a document needs to be provided, the document can either be uploaded or associated. There
may be instances where documents have already been uploaded to the system for the educator. If a
document has already been uploaded, then there is no reason to upload it again. In this case, the proper
action is to Associate the document, meaning that the pre-loaded document will be used. To Associate a
document, click the Associate Existing Documents button.

Associate Documents

Search:

[ | Document Type Date Link

= o ARTE Welcome | afier 07/10/2021 -
J Updated ARTC Welcome Lettes 12-40:00 FM Download

- 07/10/2021
o High School Transcript 4% ™ Download
9°43:25 AM

- 07/10/2021
o College Transcript (HR & DOE Only) o ™ Download
9:43:03 AM

— 07/10/2021
J New Application 84449 AM Download

Cancel

Figure DEM-GAD-01: Associate Document Window

An Associate Documents popup window is displayed for selection of the document to be associated.
The documents shown are those that have been added to the system for the educator. Note that the
Select Documents to Associate button is disabled because nothing has been selected.

Select the document by clicking inside the checkbox associated with the desired entry. A check will
appear in the checkbox to indicate that the document is selected. The field acts as a toggle and will
check and uncheck each time it is clicked. As soon as a document is selected, the Select Documents to
Associate button is enabled. If the desired document does not appear in the table of documents, simply
click the Cancel button to dismiss the Associate Documents window and follow steps to Upload
Document.
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Associate Documents

Search:

Document Type ink

l

07/10/2021
Wi
Updated ARTC Welcome Letter 12:40:00 PM Download

<]

07/10/2021
High School Transcript 0:43:25 AM Download

07/10/2021

College Transcript (HR & DOE Only) 043:03 AM Download

" 07/10/2021
New Application 8-44:49 AM Download

o o o

Select Documents to Assodiate Cancel

Figure DEM-GAD-02: Associate Document Selection

Click the Select Documents to Associate button to save the information or the Cancel button to exit the
operation without saving data. Either will dismiss the Associate Documents popup window. If the Select
Documents to Associate button is selected, then the document appears in the document upload area.

Upload Document

When a document needs to be provided, the document can either be uploaded or associated. If the
document has already been loaded in DEEDS, then the correct action is to associate the document. If the
document has not been loaded in DEEDS, then the document is uploaded. The following steps outline
the way to upload a document.

Select the file to be uploaded in one of two ways:
e Drag the file from your computer to the middle of the area designated with the text: Drop
file here to upload or click here to browse and select file to upload.
e C(lick inside the area designated with the text: Drop file here to upload or click here to
browse and select file to upload.
o File Explorer is opened to allow document to be selected from computer files.
o Select the desired file and Click Open.
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