&3 DEEDS 3.0

Powering Educator Credentialing

Support Personnel Certificates User Guide
This user guide will detail the steps involved in applying for Support Personnel certificates.
There are three Support Personnel Certificate types:

e Professional Secretary Certificate
e Certified Secretary Certificate
e Bachelor’s Degree Certificate

The requirements for each Support Personnel Certificate type are detailed in the Requirements Section.
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Requirements
The requirements for the three Support Personnel Certificates are outlined below:
Professional Certificate

e Hold a high school diploma or certificate of equivalency.
e Complete one of the following options:
o Complete 2 years of regionally accredited college course work (minimum of 48 semester
hours) in business, professional office training, accounting or other related areas.
o Passthe Certified Administrative Professional (CAP) exam administered by the
International Association of Administrative Professionals (IAAP).
o Pass the National Association of Educational Office Professionals, Professional Standards
Program (PSP), Certificate Level, Option | or Option I, BASIC or above.

Certified Secretary Certificate

e Hold a high school diploma or certificate of equivalency.
e Complete one of the following options:
o Meet the eligibility requirements for Professional Secretary Certificate AND complete
12 semester hours (regionally accredited) in business, professional office training,
accounting or other related area; AND have a minimum 5 years of office professional
work experience.
o Passthe Certified Administrative Professional (CAP) exam administered by the
International Association of Administrative Professionals (IAAP); AND complete
12 semester hours (regionally accredited) in business, professional office training,
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accounting or other related area; AND have a minimum 5 years of office professional
work experience.

o Pass the National Association of Educational Office Professionals, Professional Standards
Program (PSP), Certificate Level, Option I; AND complete 12 semester hours (regionally
accredited) in business, professional office training, accounting or other related area;
AND have a minimum 5 years of office professional work experience.

o Pass the National Association of Educational Office Professionals, Professional Standards
Program (PSP), Certificate Level, Option Il which includes the completion of at
least 12 semester hours (regionally accredited) in business, professional office training,
accounting or other related area; AND have a minimum 5 years of office professional
work experience.

Bachelor’s Degree Certificate

e Completion of a Bachelor’s Degree from an accredited college or university.

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

If you are new to Early Learning, new to K-12 or non-state employee or unemployed K-12, then you will
need to Register an EdAccess Account.

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 Educator Dashboard.
Professional Secretary Certificate

Click the Apply for K-12 menu icon in the upper right-hand portion of the dashboard. List of options is
displayed:

Apply for Early Apply for K-12 What can | do Help
Learning Today?

clickg  Licensure and Certification
accour

Paraeducator Permit

Other Permits

Graduate Salary Increment
Help Salary Stipends

STS Certificates

Apply for a Support Personnel
Certificate including Professional
Secretary, Certified Secretary
and Bachelor's Degree.

Figure SPS-MNU-01: Support Personnel Menu Selection

Support Personnel

Print My Credentials

Select Support Personnel from the dropdown menu options.
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https://ssoapply.doe.k12.de.us/#home
https://launchpad.classlink.com/ddoe

User is redirected to Application Type Selection page:

Ebii

Application Type Selection

() Apply for a Professional Secretary Ceriiicate

pply for a Certified Secretary Certiiicate

(O Aoply for a Bachelors Degree Cerificate

[ [ ]

Figure SPS-ATS-01: Application Type Selection Options

Note the arrows across the top, as these represent the progression of steps required in application
process. The Application Type arrow is highlighted blue to indicate that this is the current step. The
arrows are displayed to show progress throughout the application process; however, these are not
clickable, meaning that they have no associated action if they are clicked.

Select the Apply for a Professional Secretary Certificate radio button.

e

Application Type Selection

@ Apply for a Professional Secretary Certficate

~) Apply for a Cerified Secretary Certificate

() Apply for a Bachelors Degree Certificate:

(WS —

Figure SPS-ATS-02: Apply for a Professional Secretary Certificate Option Selection

Note that when one of the radio buttons is selected, the Next button is enabled. Click the Next button
to continue.

2 topteaton e

Requirements.

Professional Secretary Certificate Requirements:

- Hold a high school diploma or certificate of equivalency.
- Complete one of the following options:
o Complete 2 years of regionally accredited college course work {minimum of 48 semester hours) in business, professional office training, accounting or other related areas
o Pass the Certified Administrative Professional (CAP) exam administered by the International Association of Administrative Professionals (IAAP)
o Pass the National Association of Educational Office Professionals, Professional Standards Program (PSP), Certificate Level, Option I or Option II, BASIC or above.

If you believe that you are eligible for the Professional Secretary Certificate, then click Create Application to continue

cros st

Figure SPS-ATS-03: Professional Secretary Certificate Requirements

Requirements for a Professional Secretary Certificate are listed in the Requirements area. In order to
process the application request, you must meet one of the requirements listed. Review the options to
ensure that you qualify for the Professional Secretary Certificate.

If the requirements for the Professional Secretary Certificate are met, then proceed with the application
process by clicking the Create Application button.

Application Data — Professional Secretary

The Application Data window is presented:
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1 Application Type ‘. Applcation Data

Application

Application For Professional Secretary Certificate

Instructions Instructions

e T T R Professional Secretary Certificate Application:

Note the green bars that appear on the left as these are the pieces of information that are required to complete the Professional Secretary Certificate application process.

Education

Some of the steps may be informational in nature and do not require action. Instru

National/Professional Certificate As you progress through the steps in the process, the status icons on the green bars will change from a red x to a green v to signify that the step has been completed. All bars must be completed in

order to submit the application.
Experience
Click Save & Next to continue.

Tests

—

Criminal Affirmation

©0000 6.

Appiication Submission

©

Figure SPS-AD-01: Professional Secretary Certificate Application Data Instructions

The Application Type arrow that was previously highlighted is now disabled (gray) and the Application
Data arrow is highlighted blue to signify that the user is currently on this step in the process.

Once the application has been created, the application process can be paused at any time by clicking the
Save Application For Later button in the upper right hand side of the page. To resume editing of the
application, click the View My Applications button on the Educator Dashboard, find Professional
Secretary Certificate in the Application Type column and click the associated Continue Application
button. Likewise, the application can be withdrawn at any time by clicking the Withdraw Application
button in the upper right-hand side of the page

Note the green bars on the left, as these are the pieces of information that are required to complete the
application request. In the step-by-step process, the user may or may not be required to provide data
specific to the topics displayed on the green bars. The data categories include: Instructions, Personal
Information Review, Education, National/Professional Certificate, Experience, Tests, Criminal
Affirmation and Application Submission.

The Instructions bar is highlighted and designated with a red X to signify that the step has not yet been
completed. Read the Instructions that appear in the Instructions box.

Click the Save & Next button.
The Instructions bar is designated with a green V to signify that the step has been completed.

Personal Information Review — Professional Secretary

The Personal Information Review bar is highlighted and designated with a red X to signify that the step
has not yet been completed.
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Application For Professional Secretary Certificate
Instructons © Personal Information Review
Persanal Information Review
Education

NationalProfessional Certificate.

essage aut

Experience

Tests

Crminal Affrmation

0000000

Appication Submission

Figure SPS-PIR-01: Professional Secretary Personal Information Review Bar

The Personal Information entered previously is displayed. Check the information for accuracy and
completeness. Ensure that the Home/Mailing Address section is completed with your current address.
If you do not wish to receive text messages, uncheck the text message authorization checkbox. Update
the information, as appropriate. If changes are made to the information, click Save/Update.

Click the Save & Next button to continue.

The Personal Information Review bar is designated with a green V to signify that the step has been
completed.

Education — Professional Secretary

The Education bar is highlighted and designated with a red X to signify that the step has not yet been
completed. If Education data has been added to the system for the individual, it will appear here;
otherwise, the table will be blank. Instructions related to Education data entry are displayed.
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Application
Application For Professional Secretary Certificate
Instructions V] Education

Personal nformaion Revew < Education Instructions:

NationakProlessional Certficate 0
Expenence Q
i Q G t olle .
Crimingl Affemation u
Appacation Submission 0
= == = =0 == = 5 e [Fa]= ]

Figure SPS-EDU-01: Professional Secretary Education Bar

If Education data has already been entered in DEEDS and is shown listed in the Education table, then
adding additional information is optional. However, if the Education table is blank, then the user is
required to add Education information. Any data that can be entered as proof of Education is
encouraged and will support the subsequent review and approval process. If additional education
information is not needed, click Save & Next to continue and skip to the next step. Otherwise, follow
the instructions in this section to Add Education information.

Click the Add Education button.

Institution - * School Id

City -+ State :* -Select State- v
Degrae - * -Select Degree- -
Start Date :* End Date
Major Minor
Graduated Student ID
[ Currentiy Attending
[ Student Teaching Completed
m Cancel

Figure SPS-EDU-02: Professional Secretary Add Education Form

Education form is presented below the instructions for entering education related information specific
to the Professional Secretary Certificate application request. The required fields are designated with a
red * and include: Institution, City, State, Degree and Start Date. Dropdown lists are provided for State
and Degree, offering valid options to choose from. The Start Date entry field requires YYYY format.

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.

Click the Save button to save the new Education data or click the Cancel button to dismiss any changes.
Either option will exit edit mode. Validation is performed with the Save operation to ensure that all
required fields have been populated. If data is not entered for required fields, then an error is displayed
in a red banner at the top of the section. The error can be dismissed by clicking the x in the upper right-
hand corner of the banner.
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If data is saved, a new record is added to the Education table at the bottom of the window.

Used toward
Institution School Id Gty Degree Start Date End Date Graduated Documents sed fowar Acti
Application

ons
Cape

Henlopen High Lewes DE High School 1998 2002 &S o
School

Figure SPS-EDU-03: Professional Secretary Education Table

Optionally, the Used toward Application checkbox can be checked. A check will appear in the checkbox
to indicate that the option is selected. The field acts as a toggle and will check and uncheck each time it
is clicked.

If the Education information is incorrect or incomplete, click the pencil icon in the Actions column to edit
the information, as appropriate.

Click the Save & Next button.
The Education bar is designated with a green V to signify that the step has been completed.
National/Professional Certificate — Professional Secretary

The National/Professional Certificate bar is highlighted and designated with a red X to signify that the
step has not yet been completed.

Application

Application For Professional Secretary Certificate

Instructions (V) National/Professicnal Certificate

Personal Information Review [~} Certificate

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

Education

&
National/Professional Certficate. (%}
Special Notes:
Esperience o P
« Only official transcripts may be submitted for credentialing.
Tests Q « 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
Type Content Area Effeciive Date Expiration Date Description Stalus Usedfoward Document Actions
Application

Criminal Affirmation

Application Submission

Save & Next

Figure SPS-NPC-01: Professional Secretary National/Professional Certificate Bar

Entering information in this step is optional. If National or Professional Certificate data has been added
to the system for the user, it will appear here; otherwise, the table will be blank. If applicable to the
application for Professional Secretary, then any data that can be entered as proof of national or
professional certification credentials is encouraged and will support the subsequent review and approval
process. If National/Professional Certificate information is not needed, click the Save & Next button to
continue and skip to the end of this section. Otherwise, follow the instructions in this section to Add
Nat/Pro Certification information.

Click the Add New Nat/Pro Certification button.
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Type:* - Select - -
Content Area: — Select — o
State: - Select — o

Effective Date: * Expiration Date:

Description:

File Description Document Type Date Link Action

No Record Found

File Description : Document Type :* | -Select DocumentType-

Document : *

document will be refe ciate a document, click

the Associate Document button.

Save Nat/Pro Certificate Cancel

Figure SPS-NPC-01: Professional Secretary Add National/Professional Certificate Form

National/Professional Certificates entry form is presented for entering certification related information
specific to the Professional Secretary Certificate request. The top section is for entering descriptive data
specific to the certification earned and the bottom section is for uploading supporting documentation.

Complete the required fields specific to the National/Professional Certificate in the top section. The
required fields are designated with a red * and include: Type, Effective Date, Expiration Date,
Document Type and Document. Dropdown lists are provided for Type, Content Area, State and
Document Type, offering valid options from which to choose. Effective Date and Expiration Date needs
to be entered in MM/DD/YYYY format.

The next step is to upload certificate documentation in the form of a pdf or image document. Please
ensure that certificate is current and valid. Click the down arrow of the Document Type dropdown list in
the bottom section and select Nat./Pro. Certificate from the Document Type dropdown list. Provision of
documentation can be done by uploading a new document or associating a document that has already
been uploaded to the system.

There may be instances where the 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 click
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.
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If the certification document has not been associated, then follow the next steps to upload the
document for the emergency recommendation application.

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 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 Nat/Pro Certificate button to upload the document and save the Nat/Pro Certificate data
or click the Cancel button to cancel the add operation. Either option will exit edit mode.

If data is saved, a new record is added to the Nat/Pro Certificate table.

S _ SR S App'ict:;?lm

Certified
Administrative
Professional (CAP)
examination

Health

administered by Education/Early

. 4 Ad i 01/01/202¢ /301, i d i
the International Adolescence DE 01/01/2020 12/30/2024 Pending O Download & m
N through Young
Association of

A Adulthood
Administrative
Professionals
(IAAP)

Figure SPS-NPC-07: Professional Secretary National/Professional Certificate Table

Optionally, the Used toward Application checkbox can be checked. A check will appear in the checkbox
to indicate that the option is selected. The field acts as a toggle and will check and uncheck each time it
is clicked.

If the information is incorrect or incomplete, click the pencil icon in the Actions column to edit the
information, as appropriate.

Click the Save & Next button.

The National/Professional Certificate bar is designated with a green V to signify that the step has been
completed.

Experience — Professional Secretary

The Experience bar is highlighted and designated with a red X to signify that the step has not yet been
completed. Instructions related to Experience data entry and form submission are displayed.

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

DDOE Licensure & Certification 24-Jul-21


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

e Form C - Verification of School Counseling Clinical Experience

e

Application
Application For Professional Secretary Certificate
Instructions (7] Experience
Personal Information Review (V]
Experience Instructions:
Education &
« Click Add Experience to enter information that is relevant to your background and the Certificate requested. Click Save to save changes
NetionalProfessional Carticate () « 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.
PE— o « Document submission:
o Educator Only
P o - 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
v —— 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

5 = If you submitted the documents previously and wish to use them for this application, check the box under “Use Toward Application”,

Application Submission Q

- Alternately, you can upload a new Experience document. Select the desired Document Type from the dropdown list and click inside the document upload areato
select a file from your computer.
« Click Save & Next to continue.

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

« Form E - Verification of Teaching_Experience

« Form E/NT - Verification of Non-Teaching Experience Form
« Form T - Verification of Student Teaching Program

« Form C - Verification of School Counseling Clinical

Add Experience

Showing 110 0 of 0 records

Grade Used
:::::"’E“ ¥"”"‘ ?”‘:"' Gty g:‘i‘: EndDate | Years Months and Full Time 2:::“”"” toward Actions
€2 & Subjects Application

Save & Next

Figure SPS-EXP-01: Professional Secretary Experience Bar

If Experience data has been added to the system for the individual, it will appear in the Experience table;
otherwise, the table will be blank. If Experience data is listed in the table, then adding additional
information is optional. However, if the Experience table is blank, then the user is required to add
Experience information. Any data that can be entered as proof of Experience is encouraged and will
support the subsequent review and approval process. If additional experience data is not needed, click
Save & Next to continue and skip to the next step. Otherwise, follow the instructions in this section to
Add Experience information.

Click the Add Experience button.

Work Type -~ -Select Employment Type- v
School Type : -Select School Type- v Place =
State - * -Select State- v City -+
Begin Date -* DD/YYYY End Date -+ MDDIYYYY
Years Monihs
Grade and Subjects : Full Time : O
Satisfactory Evals : O Comments :

Save Cancel

Figure SPS-EXP-02: Professional Secretary Add Experience Form
Experience form is presented for entering experience related information specific to the Professional

Secretary Certificate application request. The required fields are designated with a red * and include:
Work Type, Place, City, State, Begin Date and End Date. Dropdown lists are provided for Work Type,
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https://www.doe.k12.de.us/cms/lib/DE01922744/Centricity/Domain/512/FORM%20C%20__School%20Counselor%20Clinical%20Hours%20Verification%20Form%20fillable%20060820.pdf

School Type, and State, offering valid options to choose from. The Begin Date and End Date entry fields
require MM/DD/YYYY format.

Complete the required fields specific to work Experience. Click the Save button to save the new
Experience data or click the Cancel button to dismiss any changes. Either option will exit edit mode.
Validation is performed with the Save operation to ensure that all required fields have been populated.
If data is not entered for required fields, then an error is displayed in a red banner at the top of the
section. The error can be dismissed by clicking the x in the upper right-hand corner of the banner.

If data is saved, a new record is added to the Experience table at the bottom of the window.

Grade . Used
EE::E"'E" TWurk fnhml Place City Begin Date End Date Years and Full Time: zah:sfadcry toward Documents | Actions
aie ype ype Subjects Vel Application
O & o

Cape

Tradeand o ke DE Herlopen ) o wes 000172018 0610172020 2 Ves No
Industry High

School

Figure SPS-EXP-03: Professional Secretary Experience Table

Optionally, the Used toward Application checkbox can be checked. A check will appear in the checkbox
to indicate that the option is selected. The field acts as a toggle and will check and uncheck each time it
is clicked.

If the Experience information is incorrect or incomplete, click the pencil icon in the Actions column to
edit the information, as appropriate.

Click Save & Next button.
The Experience bar is designated with a green V to signify that the step has been completed.

Tests — Professional Secretary

The Tests bar is highlighted and designated with a red X to signify that the step has not yet been
reviewed. Allinformation on the Tests bar is read-only. If Test data has been added to the system for
the individual, it will appear here; otherwise, the table will be blank.

2 FptenionTyen

Application

Application For Professional Secretary Certificate
Instructions V) Tests
Personal Information Review & Test Instructions:

All information 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.
Education
9 Click Save & Next to continue,

National/Professional Certificate ()

Experience (o)
TestType Test Date EHETET | R Pass? Entry Method | Load Date Al Test ACTFL Documents | Actions
o TypeName | Tye Scoring

Criminal Affimation

o ©

Application Submission @

Save & Next

Figure SPS-TST-01: Professional Secretary Tests Bar

Click the Save & Next button.
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The Tests bar is designated with a green V to signify that the step has been completed.
Criminal Affirmation — Professional Secretary

The Criminal Affirmation bar is highlighted and designated with a red X to signify that the step has not
yet been completed.

1 Appiication Type ' Applcation Data

Application
Application For Pr i tary Certificate
Instructions o) Criminal Affirmation
PR e R ® Criminal Affirmation Instructions:
« Answer the Criminal Affirmation question by selecting either the Yes or No radio button
Education (V] « Read the Affirmation Affidavit carefully to ensure that you are aware of what you are signing. The electronic signature, which is legally binding, signifies that the Educator acknowledges
and affirms the affidavit, which is made under penalty of perjury.
T e (V] « Click the I consent to electronic signature checkbox.
+ Sign the affirmation by typing your name in the Signature field. This electronic signature is legally binding.
Experience LV ] « Click Save & Next to continue.

* Have you ever been convicted of or entered a plea of guilty or nolo contendere (no contest) to any felony, misdemeanor or any other criminal offense (excluding moving

Tests (V) PR O Yes O No
violations), including any offense for which you have received a pardon, in any jurisdiction?
Criminal Affirmation (%}
Aooiston Sub Affirmation Affidavit The undersigned, according to law, is the person who completed and signed this application, that the statements contained in this application are true, that the undersigned has not suppressed any
ication Subrmission
S5 @ information that might affect this application. that the undersigned understands that participating or cooperating in fraud or material deception in order o be credentialed could resuit in the denial or revocation

of the application or credential and mandatory reporting of such actions to the Attorney General for furiher action, and that the undersigned has read and understands this affidavit
[J1 consent to electronic signature

Signature :* Date -* | 07/09/2021

Figure SPS-CRI-01: Professional Secretary Criminal Affirmation Bar

One question related to criminal background is displayed. Answer the question by selecting either the
Yes or No radio button. The question is a mandatory field and must be answered to move forward.

The Affirmation Affidavit states: The undersigned, according to law, is the person who completed and
signed this application, that the statements contained in this application are true, that the
undersigned has not suppressed any information that might affect this application, that the
undersigned understands that participating or cooperating in fraud or material deception in order to
be credentialed could result in the denial or revocation of the application or credential and mandatory
reporting of such actions to the Attorney General for further action, and that the undersigned has read
and understands this affidavit.

The electronic signature, which is legally binding, signifies that the individual acknowledges and affirms
the above statement which is made under penalty of perjury. The I consent to electronic signature

checkbox is a mandatory field and must be checked to continue.

Sign the affirmation by typing your name in the Signature field. The Date field is auto-populated with
the current date and is a read-only field.
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Criminal Affirmation
Criminal Affirmation Instructions:

« Answer the Criminal Affirmation question by selecting either the Yes or Ne radio button.

« Read the Affirmation Affidavit carefully to ensure that you are aware of what you are signing. The electronic signature, which is legally binding, signifies that the Educator acknowledges
and affirms the affidavit, which is made under penalty of perjury.

Click the I consent to electronic signature checkbox.

« Sign the affirmation by typing your name in the Signature field. This electronic signature is legally binding.

« Click Save & Next to continue,

* Have you ever been convicted of or entered a plea of guilty or nolo contendere (no contest) to any felony, misdemeanor or any other criminal offense (excluding moving

O Yes @ No
violations), including any offense for which you have received a pardon, in any jurisdiction? -

Affirmation Affidavit The undersigned, according to law, is the person who completed and signed this application, that the statements contained in this application are true, that the undersigned has not suppressed any
information that might affect this application, that the undersigned understands that participating or cooperating in fraud or material deception in order to be credentialed could result in the denial or revocation
of the application or credential and mandatory reporting of such actions to the Attorney General for further action, and that the undersigned has read and understands this affidavit

&1 consent te slectronic signature *

Signature :* | Samantha Embers Date - * | 07/09/2021

Figure SPS-CRI-02: Professional Secretary Criminal Affirmation Form Completed

Click the Save & Next button.

The Criminal Affirmation bar is designated with a green V to signify that the step has been completed.
Application Submission — Professional Secretary

The Application Submission bar is highlighted and designated with a red X to signify that the step has
not yet been completed.

Application
Application For Professional Secretary Certificate
Instructions (o) Application Submission
e =t R (V] Application Submission Instructions
— « Clickthe Submit Application button below to submit your application and begin the review process.
- + You can monitor the status of your application on your Educator Dashboard, which will be used as the main communication channel moving forward
National/Professional Certificate (v]
Experience ()
Tests (V]
Criminal Afirmation (o)
Application Submission (%}

Figure SPS-APS-01: Professional Secretary Certificate Application Submission

The Professional Secretary Certificate application process is complete, in that all the required
information has been supplied and the application is ready for submission.

Optionally, you can review the information provided within the individual steps by clicking on the
corresponding green bars.

Click the Submit Application button to complete the application process.

Confirmation of the application submission is presented along with additional information:
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CONFIRMATION OF APPLICATION RECEIVED BY THE DELAWARE DEPARTMENT OF EDUCATION

Thank you for completing your oniine application. Your application will be reviewed once we have received allthe required documents ingicated
Iffurtner information is required, we wil Gontact you via emailin the form of a Deficiency letter which will indicate any issues with your application
While your application is pending, you will not be able to aiter any information you have entered. However, you may provide or upload any
additional documents in response to DOE conespondence

It applying with college credits/degree, please make sure you submit an official college transcript to either:

DEEDS Early Learning K-12 Licensure & Certification

Delaware Depariment of Education Delaware Department of Education

Attn: DEEDS Early Leaming Licensure & Certification

John G. Townsend Building Collette Education Resource Center

401 Federal Sirest, Suite #1 35 Commercs Way, Suits #1

Dover, DE 19901 Dover, DE 19904

3027354236 302-857-3388

OR Send slectronically to desdsearyleaming@doe k12 de us OR Send electronically to- deeds@doe k12 de us

You may track the status of your application at any time by logging in to your DEEDS 3.0 account and viewing your Educator Dashboard under View My Applications.

Back To Dashboard

Figure SPS-APC-01: Professional Secretary Certificate Application Submission Confirmation

In addition to the on-screen confirmation, an email is sent to the user. Go to your email provider
mailbox and find the email sent from deeds@doe.k12.de.us with the Subject DE Dept of Education -
Important Application Information.

Click the Back To Dashboard button.
Application Tracker — Professional Secretary

User is directed to the View My Applications page, showing the Application Tracker. The new
Professional Secretary Certificate application is shown:

' : ’ ! ° Application Type Submitted Date View PDF
i !E 0 a HEE Professional Secretary Certificate 07/09/2021 View Application
Application Intake Quality Review Analyst Review Finalize
Completed In Progress Not Started Not Started Not Started

Figure SPS-APT-01: Professional Secretary Certificate Application Tracker — In Progress Status

Note that the Application banner is green to signify that this step has been completed and the status
appears as Completed. The Intake banner is yellow to signify that this step is in progress and the status
appears as In Progress. From this point forward, the Professional Secretary Certificate progress and
status can be monitored from the View My Applications page.

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 View My Applications page will show the last three (3) applications that have been submitted. In
the event that there are more than three, click the More button to see more applications.

To the right of the Application Tracker are high-level details of the Professional Secretary Certificate
application submitted in the previous steps. Professional Secretary Certificate is displayed in the
Application Type column along with the Submitted Date. A View Application link is provided in the
View PDF column, allowing the applicant to view and print a pdf version of the application details that
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were submitted. Although this is not necessary, it can be useful for reference. Additionally, a Withdraw
button is provided so that the application can be withdrawn at any time.

View Credentials — Professional Secretary
Click the Home button to move back to the Educator Dashboard home page.
From the Educator Dashboard, click the View My Credentials button on the right.

The Professional Secretary Certificate can be found in the Administrative Certificates section. Scroll
down to the Administrative Certificates section to see the following:

Administrative Certificates

O show an

Credential Definition

Certificate Application Pending

Figure SPS-VMC-01: Professional Secretary Certificate Credentials - Application Pending

Note that Certificate appears in the Credential Definition column and shows a status of Application
Pending in the Credential Status column.

Once the Professional Secretary Certificate application has been submitted, the application is directed
to the DDOE Licensure & Certification (L&C) team for review and approval. From this point forward, all
communication is done through the View My Applications page on the Educator Dashboard. The
applicant can monitor status and respond to deficiencies, as raised by the DDOE L&C team.

Deficiencies — Professional Secretary

More often than not, the application will contain deficiencies when reviewed by the DDOE L&C team.
The important thing is to respond to these deficiencies as quickly and completely as possible. When a
deficiency is raised, the applicant will be informed in three ways:

e An email will be sent to the applicant’s primary email address to notify that there is a deficiency
in the application that needs to be resolved. Go to your email provider mailbox and find the
email sent from deeds@doe.k12.de.us with the Subject DDOE - Deficiencies in Application.

e A Respond to Deficiency button appears on the Educator Dashboard home page.

o A Deficiency is listed on the View My Applications page of the Educator Dashboard.

On the Educator Dashboard, there is a new red Respond to Deficiency button that appears on the right
side of the page under the menu options. This Respond to Deficiency button is an immediate indicator
that a deficiency has been raised and action is required by the applicant in order to move forward with
the application process.
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What can | do Help
Today?

Apply for Early
Learning

Apply for K12

B

Click on links to quickly access your account
and applications.

Respond to Deficiency

View/Update My File

View My Applications

View My Credentials

Print My Credentials

Figure SPS-DEF-01: Professional Secretary Certificate Dashboard Respond to Deficiency Button

Click Respond to Deficiency button or Click View My Applications button, as either choice will direct the
user to the View My Applications page.

3 a
Application Type Submitted Date View PDF

;
o . m [ JE— —

Quality Review Analyst Review Finalize

Gompleted Not Started Not Started Not Started

froTon FEe

Please read below information on deficiency area that requires your response. You can respond to the deficiency by clicking the button below.

Respond o Deficiency

iR
I

Deficiency Details
Deficiency Name Notes. Date

High School transcriot missing high school transcript is missing. please provide official ranscript. 0710972021

Figure SPS-DEF-02: Professional Secretary Certificate Application Tracker with Deficiency Raised

Note that the color of the Intake banner has changed to red and the status has changed to Deficient.
Additionally, there is an Action Required stamp below the Application Tracker as an alert that action is
required. Refer to the Deficiency Details table below the Application Tracker for details regarding the
deficiency raised. A brief description of the deficiency is listed in the Deficiency Name column and a
brief description of the required action is listed in the Notes column. The date that the deficiency was
raised is shown in the Date column.

Review the description of the deficiency in the Deficiency Details box and determine how to fix the
problem. The user will need to supply additional information specific to the issue raised within the
deficiency. Read the Notes to ensure that the required action can be achieved at the current time.

Click the Respond to Deficiency button directly above the Deficiency Details table and below the
Application Tracker banners.

Educator is directed to the section of the application where there is a deficiency. The green bar is
designated with a red x to indicate that the issue is unresolved. In this example, there was a deficiency
raised in the Education information provided with the application, so the user is directed to the
Education bar. Attention will be focused on the Deficiency section at the bottom.
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Deficiency

Read the information in the Staff Notes field, describing what deficiency needs to be resolved. In the Educator Notes field, enter information related to corrective measures that have been taken to
address the deficiency raised.

Check the Resolved checkbox to indicate that the deficiency has been resolved. Note that when the Resolved checkbox is checked, a Save Changes button appears and the green bar icon changes
to a green v to indicate that the required action is complete.

Click Save Changes button within the Deficiency box.
If more than one green bar is presented, then click Save & Next button to move to the next deficiency to be respended to.

Once all the green bars have been visited and all deficiencies have been responded to, click ReSubmit to resubmit the application for review and approval.

High School transcript missing (Applicant) [ Resolved

Staff Notes
high school transcript is missing. please provide official transcript

Educator
Notes

Save B Next

Figure SPS-DEF-03: Professional Secretary Certificate Respond to Deficiency Action

In the Educator Notes field, enter information related to corrective measures that have been taken to
address the deficiency raised. Check the Resolved checkbox to indicate that the deficiency has been
resolved. Note that when the Resolved checkbox is checked, the green bar icon changes to a green V to
indicate that the required action is complete.

Deficiency EETTEe NI

Read the information in the Staff Notes field, describing what deficiency needs to be resolved. In the Educator Notes fild, enter information related to corrective measures that have been taken to
address the deficiency raised.

Check the Resolved checkbox to indicate that the deficiency has been resolved. Note that when the Resolved checkbox is checked, a Save Changes button appears and the green bar icon changes
to a green v to indicate that the required action is complete.

Click Save Changes button within the Deficiency box.
If more than one green bar is presented, then click Save & Next button to move to the next deficiency to be responded to.

Once all the green bars have been visited and all deficiencies have been responded to, click ReSubmit to resubmit the application for review and approval.

High School transcript missing (Applicant) Resolved

Staff Notes

high school transcript is missing. please provide official transcript.
Educator
Noles High school transcript has been provided to HR office]

Save & Next

Figure SPS-DEF-04: Professional Secretary Certificate Respond to Deficiency Resolution
Click the Save Changes button within the Deficiency box. The Save Changes button disappears.

If more than one green bar is presented, then click the Save & Next button to move to the next
deficiency to be responded to.

Once all the green bars have been visited and user has responded to all the deficiencies, click the
ReSubmit button.
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Thank you for resubmitting your application.
To monitor the status of your application, go to View My Applications on the Educator Dashboard.

Click the Back to Dashboard button to continue.

Back To Dashboard

Figure SPS-DEF-05: Professional Secretary Certificate Resubmit Application Confirmation

Confirmation message is displayed thanking applicant for resubmitting the application. Click Back to
Dashboard button.

Note that the red Respond to Deficiency button is gone from the Educator Dashboard.

Click the View My Applications button to review the current status of the resubmitted application.

1 2 3 4 5
Application Type Submitted Date View PDF
' . ° . || Professional Secretary Certificate 07/0972021 View Application
Appimnull Intake Quality Review Analyst Review Finalize:
Completed In Progress Not Started Mot Started Not Started
Deficiency Details
Deficiency Name Notes Date

High School transcript missing high school transcript is missing. please provide official trans cript 0710912021

Figure SPS-DEF-06: Professional Secretary Certificate Application Tracker after Deficiency Addressed

The Intake banner has changed to yellow and the status has changed to In Progress. Additionally, the
Action Required stamp below the Application Tracker is gone. This status indicates that the application
has now been directed back to the DDOE L&C team for further review and approval. There is no further
action required at this time.

Application Complete — Professional Secretary

Once the deficiencies, if raised, have been resolved and the application has been approved by the DDOE
L&C team, the information on the View My Applications page will change to:

1 2
Application Type Submitted Date View PDF
l . “ Professional Secretary Certificate 0710972021 View Application
Application Intake Quality Review Analyst Review Finalize
Completed Completed Completed Completed Completed

Figure SPS-CMP-01: Professional Secretary Application Tracker after Certificate Issued

An email will be sent to the applicant’s primary email address to notify that the application has been
approved. Go to your email provider mailbox and find the email sent from deeds@doe.k12.de.us with
the Subject DDOE — Application Approval.

Click View My Credentials button on the Educator Dashboard and locate the Administrative Certificates
section.

Administrative Certificates

O show an
Credential Definition Credential No First Issuance Date Effective Date Expiration Date Credential Status

Professional Secretary Certificate 235639 070812021 07/09/2021 Issued

Figure SPS-CMP-02: Professional Secretary Credentials after Certificate Issued
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The Professional Secretary Certificate applied for appears in the Credential Definition column and the
Credential Status column shows a status of Issued. One of the most important things to note is that the
Expiration Date column is blank because certificates do not expire.

Congratulations! The Professional Secretary Certificate has been successfully issued.

Print Certificate — Professional Secretary

Once the Professional Secretary Certificate has been issued, it can be printed. From the Educator
Dashboard, click either the Print My Credentials button or the View My Credentials button on the right

side of the page. Either option will direct you to the Credentials tab of the user data. At the top of the
page is a Print and Download Credentials section:

print and Download Credentials =

Select a License - select - "

Select a Document Type - Select - v

Figure SPS-PC-01: Professional Secretary Print Credentials Form

Click the down arrow of the Select a License dropdown list.

— Select -
Select a Document Type Professional Secretary Certificate - 235839

Figure SPS-PC-02: Professional Secretary Print Credentials Certificate Options

The list of options displayed is limited to the credentials that have been issued to the user. Select the
Professional Secretary Certificate option. Click the down arrow to the right of the Select a Document
Type dropdown list.

The list of Document Type options displayed is limited to the certificates that can be printed for the
credential selected in the Select a License list. Select the Wall Certificate for Administrative Permits
option from the list.

Select a License Professional Secretary Certificate - % v

Select a Document Type [ Wall Certificate for Administrative Per v

—

Figure SPS-PC-03: Professional Secretary Print Credentials Selection

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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T otate of Belatwar,

Delaware Department of Education

Know all persons by these Present, that

Samantha Embers

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

&
( Professional Secretary Certificate
I Issue Date: 07/09/2021
| Effective Date: 07092021
I Expiration Date:

Figure SPS-PC-04: Professional Secretary Wall Certificate

A wall certificate of the Professional Secretary Certificate, suitable for framing, has been downloaded to
the user computer.

During the credential selection process described above, a number appeared in the Select a License
dropdown list next to the certificate name, in this example: Professional Secretary Certificate — 235839.

Print and Download Credentials =

- Select -
Select a Document Type Professional Secretary Certificate - 235839

Reset

Administrative Certificates

O show an
Credential Definition Credential No First Issuance Date Effective Date Expiration Date Credential Status

Professional Secretary Certificate 235639 070812021 07/09/2021 Issued

Figure SPS-PC-05: Professional Secretary Certificate Identification Number

This number associated with the certificate is the identification number of the credential issued to the
individual. Note that the Administrative Certificate table on the View My Credentials page lists 235839
in the Credential No column, which corresponds with the credential selected for printing.

Certified Secretary Certificate

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

If you are new to Early Learning, new to K-12 or non-state employee or unemployed K-12, then you will
need to Register an EdAccess Account.

If you already have an EdAccess Account, Login to EdAccess Account
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Via the EdAccess dashboard, click the DEEDS 3.0 icon.
User is directed to Educator Dashboard.

Click the Apply for K-12 menu icon in the upper right-hand portion of the dashboard. List of options is

displayed:
Apply for Early Apply for K-12 What can | do Help
Learning Today?
Clicko Licensure and Certification
BCCOU paraeducator Permit
. Other Permits
Graduate Salary Increment
Help I Salary Stipends

STS Certificates

Apply for a Support Personnel
Certificate including Professional Support Personnel
Secretary, Certified Secretary Print My Credentials
and Bachelor's Degree.

Figure SCS-MNU-01: Support Personnel Menu Selection
Select Support Personnel from the dropdown menu options.

User is redirected to Application Type Selection page:

S

Application Type Selection
(O Apply for a Professional Secretary Certficate

() Apply for a Certified Secretary Certificate
(O Apply for a Bachelors Degree Cerlificate

o L

Figure SCS-ATS-01: Application Type Selection Options

Select Apply for a Certified Secretary Certificate radio button.

Wy TLELIRED

Application Type Selection

(O Apply for a Professional Secretary Certificate
@ Apply for a Certified Secretary Certficate
() Apply for a Bachelors Degree Certificate

Frevios m

Figure SCS-ATS-02: Apply for a Certified Secretary Certificate Option Selection

Click the Next button to continue.
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Requirements

Certified Secretary Certificate Requirements:

« Holda
« Complete
raining, accounting or other related area; AND have a minimum 5 years of office professional work

hours (regionally accredited) in business, professional affic

(PSP}, Cernficate Level, Option I; AND co nally accredited) in business, professional office training, ac

Program (PSP), Certficate Level, Option Il which includes the completion of at least 12 semester hours (regionally accredited) in business, professional office training, accounting or

[ provous | crnte opicatin |
Figure SCS-ATS-03: Certified Secretary Certificate Requirements

Requirements for a Certified Secretary Certificate are listed in the Requirements area. In order to
process the application request, you must meet all of the requirements listed. Review the options to
ensure that you qualify for the Certified Secretary Certificate.

If the requirements for the Certified Secretary Certificate are met, then proceed with the application
process by clicking the Create Application button.

Application Data - Certified Secretary

The Application Data window is presented:

Application

Application For Certified Secretary Certificate
Instructions Instructions

Centified Secretary Certificate Application:

[} ~

Personal information Review

Nate th

that appear on the left as t te the Certified Secretary Certificate agplication process

Education

NationalfProfessional Certicate green v 1o signify that the step has been completed. All bars must be completed in order to submit
the application
Expénience
Click Save & Next to continue:

- Je——

Criminal Affirmation

00000

Application Submission

©

Figure SCS-AD-01: Certified Secretary Certificate Application Data Instructions

The Application Type arrow that was previously highlighted is now disabled (gray) and the Application
Data arrow is highlighted blue to signify that the user is currently on this step in the process.

Once the application has been created, the application process can be paused at any time by clicking the
Save Application For Later button in the upper right hand side of the page. To resume editing of the
application, click the View My Applications button on the Educator Dashboard, find Certified Secretary
Certificate in the Application Type column and click the associated Continue Application button.
Likewise, the application can be withdrawn at any time by clicking the Withdraw Application button in
the upper right-hand side of the page.

Note the green bars on the left, as these are the pieces of information that are required to complete the
application request. In the step-by-step process, the user may or may not be required to provide data
specific to the topics displayed on the green bars. The data categories include: Instructions, Personal
Information Review, Education, National/Professional Certificate, Experience, Tests, Criminal
Affirmation and Application Submission.
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The Instructions bar is highlighted and designated with a red X to signify that the step has not yet been
completed. Read the Instructions that appear in the Instructions box.

Click the Save & Next button.

The Instructions bar is designated with a green V to signify that the step has been completed.

Personal Information Review — Certified Secretary

The Personal Information Review bar is highlighted and designated with a red X to signify that the step
has not yet been completed.

Application For Certified Secretary Certificate

Instructions & Personal Information Review
T R ) personal Information Instructions:
The Personal Information that you entered previously is displayed below.
Education
Q + Please check the information for accuracy and completeness, Update the information as appropriate.
NatonaProfessone Corcste. @) « Ensure the Home/Mailing Address section is completed with your current address.
+ 1f you do not wish to receive text messages, uncheck the text message authorization checkbox.
pE— ) « 1f changes are made to the information, click Save/Update.
« Click Save & Next to continue
Tests Q FistName:*  Gillian Prefx | — Select - v
Griminal Afimation Q Middle Name: Suffix — Select — v
Application Submission (%} Last Name: * Embers Professional Title: — Select — v
ssw° 726-72-6726 Gender. () Male @ Female () Other
DOB:+ 072611976 Age |44

Home/Mailing Address

Attn

Street Line 1. 726 Adams Ave

Street Line 2
City Lewes State: Delaware v Zip: 19958
County/Parish Sussex v Country United States v
Work Phone Primary/User Email scd726@mailinator.com
Cell (726) 726-7267 Secondary Email

B authorize the Delaware Department of Education to send text messages to the listed cal phone

Figure SCS-PIR-01: Certified Secretary Personal Information Review Bar

The Personal Information entered previously is displayed. Check the information for accuracy and
completeness. Ensure that the Home/Mailing Address section is completed with your current address.
If you do not wish to receive text messages, uncheck the text message authorization checkbox. Update
the information, as appropriate. If changes are made to the information, click Save/Update.

Click the Save & Next button to continue.

The Personal Information Review bar is designated with a green V to signify that the step has been
completed.

Education — Certified Secretary
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The Education bar is highlighted and designated with a red X to signify that the step has not yet been
completed. If Education data has been added to the system for the individual, it will appear here;
otherwise, the table will be blank. Instructions related to Education data entry are displayed.

1 Application Type . Application Data
Application
Application For Certified Secretary Certificate
Instructions © Education
Persona! Information Review © Education Instructions:
+ Click Add Education to enter your high school and/or col
Education (%} ear in the Educatior comple k the pe in the Actians column 1o ed f
NatonauProTessional Cerficate (%] 4 wish to use them for this application, check the box under “Use Toward Application’
- edential
Experiance Q B
Tests (%]
Ttumion to the ollege transcript
Criminal Affirmation (%] upl
K12 Educators
Apiication Submission Q + K-12 Educators must submit their official transcript through their HR office, or send It directly to Licensure & Certification.
« Click Save & Next to continue.
Snowing 1100 of 0 records
Used toward
instiuton Schoalid Stat Stan Date Graouated Documents .

Figure SCS-EDU-01: Certified Secretary Education Bar

If Education data has already been entered in DEEDS and is shown listed in the Education table, then
adding additional information is optional. However, if the Education table is blank, then the user is
required to add Education information. Any data that can be entered as proof of Education is
encouraged and will support the subsequent review and approval process. If additional education
information is not needed, click Save & Next to continue and skip to the next step. Otherwise, follow
the instructions in this section to Add Education information.

Click the Add Education button.

Institution :* School Id

City -~ State .~ -Select State- v
Degree - * -Select Degree- v
Start Date . End Daie
Major Minor
Graduated Student ID

[ Currently Attending

[ Student Teaching Completed

m cancel

Figure SCS-EDU-02: Certified Secretary Add Education Form

Education form is presented below the instructions for entering education related information specific
to the Certified Secretary Certificate application request. The required fields are designated with a red *
and include: Institution, City, State, Degree and Start Date. Dropdown lists are provided for State and
Degree, offering valid options to choose from. The Start Date entry field requires YYYY format.

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.
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Click the Save button to save the new Education data or click the Cancel button to dismiss any changes.
Either option will exit edit mode. Validation is performed with the Save operation to ensure that all
required fields have been populated. If data is not entered for required fields, then an error is displayed
in a red banner at the top of the section. The error can be dismissed by clicking the x in the upper right-
hand corner of the banner.

If data is saved, a new record is added to the Education table at the bottom of the window.

Used toward
Institution City St Degree Start Date End Date Major Graduated Documents _ Acli
Application

ate ions
Undergraduate-

14541 Georgetown DE level 2018 &
Coursework

Figure SCS-EDU-03: Certified Secretary Education Table

WILMINGTON
UNIVERSITY

Optionally, the Used toward Application checkbox can be checked. A check will appear in the checkbox
to indicate that the option is selected. The field acts as a toggle and will check and uncheck each time it
is clicked.

If the Education information is incorrect or incomplete, click the pencil icon in the Actions column to edit
the information, as appropriate.

Click the Save & Next button.
The Education bar is designated with a green V to signify that the step has been completed.
National/Professional Certificate — Certified Secretary

The National/Professional Certificate bar is highlighted and designated with a red X to signify that the
step has not yet been completed.

1 Application Type Application Data
Application
Application For Certified Secretary Certificate
Instructions (V) NationallProfessional Certificate
el e (v National/Professional Certificate Instructions:
+ Click Add New Nat/Pro Certificate button to enter your certification information and upload your new National Board Certificate or letter,
Eiz & + Documents that are uploaded need to be in pdf or image fermat.
+ Click Save to save the changes.
National/Professional Certificate Q
Special Notes:
Experience Q P
« Only official transcripts may be submitted for cradentialing.
Tests %) + You may provide official documents directly to the DDOE, or o your HR department or HR office and they can upload them for you.
Griminal Affirmation (%] Add New Nat/Pro Certificate
. e _ Used toward
Application Submission o Type Content Area Effective Date Expiration Date Description Status Avglication Document Actions

Save & Next

Figure SCS-NPC-01: Certified Secretary National/Professional Certificate Bar

Entering information in this step is optional. If National or Professional Certificate data has been added
to the system for the user, it will appear here; otherwise, the table will be blank. If applicable to the
application for Certified Secretary, then any data that can be entered as proof of national or
professional certification credentials is encouraged and will support the subsequent review and approval
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process. If National/Professional Certificate information is not needed, click the Save & Next button to
continue and skip to the next step. Otherwise, follow the instructions in this section to Add Nat/Pro
Certification information.

Click the Add New Nat/Pro Certification button.

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

No Record Found

File Description : Document Type :* | -Select DocumentType-

Document : ®

document will be re ced. To Associate a document, click

the Associate Document button.

Save Nat/Pro Certificate Cancel

Figure SCS-NPC-02: Certified Secretary Add National/Professional Certificate Form

National/Professional Certificates entry form is presented for entering certification related information
specific to the Certified Secretary Certificate request. The top section is for entering descriptive data
specific to the certification earned and the bottom section is for uploading supporting documentation.

Complete the required fields specific to the National/Professional Certificate in the top section. The
required fields are designated with a red * and include: Type, Effective Date, Expiration Date,
Document Type and Document. Dropdown lists are provided for Type, Content Area, State and
Document Type, offering valid options from which to choose. Effective Date and Expiration Date needs
to be entered in MM/DD/YYYY format.

The next step is to upload certificate documentation in the form of a pdf or image document. Please
ensure that certificate is current and valid. Click the down arrow of the Document Type dropdown list in
the bottom section and select Nat./Pro. Certificate from the Document Type dropdown list. Provision of
documentation can be done by uploading a new document or associating a document that has already
been uploaded to the system.

There may be instances where the 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
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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 click
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 certification document has not been associated, then follow the next steps to upload the
document for the emergency recommendation application.

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 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 Nat/Pro Certificate button to upload the document and save the Nat/Pro Certificate data
or click the Cancel button to cancel the add operation. Either option will exit edit mode.

If data is saved, a new record is added to the Nat/Pro Certificate table.

S _ SR S m Appliualionm

Certified
Administrative
Professional (CAP)
examination
administered by
the International
Association of
Administrative
Professionals
(IAAP)

Health

Education/Early

Adolescence DE 01/01/2020 12/30/2024 Pending
through Young

Adulthood

Download & m

Figure SCS-NPC-03: Certified Secretary National/Professional Certificate Table

Optionally, the Used toward Application checkbox can be checked. A check will appear in the checkbox
to indicate that the option is selected. The field acts as a toggle and will check and uncheck each time it
is clicked.

If the information is incorrect or incomplete, click the pencil icon in the Actions column to edit the
information, as appropriate.

Click the Save & Next button.

The National/Professional Certificate bar is designated with a green V to signify that the step has been
completed.

Experience — Certified Secretary

The Experience bar is highlighted and designated with a red X to signify that the step has not yet been
completed. Instructions related to Experience data entry and form submission are displayed.
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The following forms may be used to verify Experience:
e Form E - Verification of Teaching Experience

e Form T - Verification of Student Teaching Program

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

e Form C - Verification of School Counseling Clinical Experience

Application
Instructions ©
Personal information Review (V)
Education ©
NationaProfessional Certficate ()
Expenence (%]
Tosts Q
Criminal Afiemation Q
Appication Submission Q

Application For Certified Secretary Certificate

Experlence Instructions:
« Click Add Experiency
The new Experience
appropriate.
« Document submission:
Educator Only

« If you submitted the documents previously and wish

« All newly submitted d
cess by choosi
© District or Char

- Ifyo

« Click Save & Next to continue.

Special Notes:

Non-Teaching Experience Form
Student Teaching Program
n.0f School Counseling. Clinical Experience

« Form T - Venficat
« Eomm C - Verfication

Recoived

Dato e

Figure SCS-EXP-01: Certified Secretary Experience Bar
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If Experience data has been added to the system for the individual, it will appear in the Experience table;
otherwise, the table will be blank. If Experience data is listed in the table, then adding additional
information is optional. However, if the Experience table is blank, then the user is required to add
Experience information. Any data that can be entered as proof of Experience is encouraged and will
support the subsequent review and approval process. If additional experience data is not needed, click
Save & Next to continue and skip to the next step. Otherwise, follow the instructions in this section to
Add Experience information.

Click Add Experience button.

‘Work Type - *

School Type

State :*

Begin Date -~

Years

Grade and Subjects

Satisfactory Evals

-Select Employment Type- v

-Select School Type- v

-Select State- v
DDIYYY)

Figure SCS-EXP-02: Certified Secretary Add Experience Form

DDOE Licensure & Certification

Place .~

City .~

End Date :*

Months :

Full Time

Comments :

O

Save Cancel
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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

Experience form is presented below the instructions for entering experience related information specific
to the Certified Secretary Certificate application request. The required fields are designated with a red *
and include: Work Type, Place, City, State, Begin Date and End Date. Dropdown lists are provided for
Work Type, School Type, and State, offering valid options to choose from. The Begin Date and End
Date entry fields require MM/DD/YYYY format. The bottom section is for uploading documentation to
support the applicant’s experience; however, this section can be ignored as all experience
documentation must be uploaded by the Department of Education team.

Click the Save button to save the new Experience data or click the Cancel button to dismiss any changes.
Either option will exit edit mode. Validation is performed with the Save operation to ensure that all
required fields have been populated. If data is not entered for required fields, then an error is displayed
in a red banner at the top of the section. The error can be dismissed by clicking the x in the upper right-
hand corner of the banner.

If data is saved, a new record is added to the Experience table at the bottom of the window.

. Grade . Used
ge;:ewed Twwk ?cmm\ City Begin Date End Date Years ELD Full Time zallslsfadcry toward Documents | Actions
e e e Subjects - Application
Yes No & 1

Mitiord
Librarian Public DE High Milford 09/02/2018 08/01/2020 2
School

Figure SCS-EXP-03: Certified Secretary Experience Table

Optionally, the Used toward Application checkbox can be checked. A check will appear in the checkbox
to indicate that the option is selected. The field acts as a toggle and will check and uncheck each time it
is clicked.

If the Experience information is incorrect or incomplete, click the pencil icon in the Actions column to
edit the information, as appropriate.

Click Save & Next button.
The Experience bar is designated with a green V to signify that the step has been completed.

Tests — Certified Secretary

The Tests bar is highlighted and designated with a red X to signify that the step has not yet been
reviewed. Allinformation on the Tests bar is read-only. If Test data has been added to the system for
the individual, it will appear here; otherwise, the table will be blank.
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AP (D

Application
Application For Certified Secretary Certificate

Instructions (V) Tests
Personal Information Review ') 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.
Education (V]

Click Save & Next to continue.
National/Frofessional Certificate &

Experience ')
TestType Test Dale EERER || T=hem Pass? Entry Method | Load Date Altlest ACTFL Documents | Actions
Type Name Type Scoring
Tests (%}

Criminal Afirmation

©

Application Submission (%}

Figure SCS-TST-01: Certified Secretary Tests Bar
Click the Save & Next button.

The Tests bar is designated with a green V to signify that the step has been completed.
Criminal Affirmation — Certified Secretary

The Criminal Affirmation bar is highlighted and designated with a red X to signify that the step has not
yet been completed.

s Sl

Application
Application For Certified Secretary Certificate
Instructions & Criminal Affirmation
Personal Information Review ) Criminal Affirmation Instructions:
« Answer the Criminal Affirmation question by selecting either the ¥es or Ne radio button.
EiEmn (V] + Read the Affirmation Affidavit carefully to ensure that you are aware of what you are signing. The electronic signature, which s legally binding, signifies that the Educator acknowledges
and affirms the affidavit, which is made under penalty of perjury.
Natienal/Professional Certificate & « Click the I consent to electronic signature checkbox.
+ Sign the affirmation by typing your name in the Signature field. This electronic signature s legally binding.
Experience & + Click Save & Next to continue.

Tocte * Have you ever been convicted of or entered a plea of guilty or nolo contendere (no contest) to any felony, misdemeanor o any other criminal offense (excluding moving e O
O ves O No
s violations), including any offense for which you have received a pardon, in any jurisdiction? - -

Criminal Affirmation (%}

Affirmation Affidavit The undersigned, accordingto law, is the person who completed and signed this application, that the statements contained in this application are true, that the undersigned has not suppressed any
information that might affect this application, that the undersigned understands that participating or cooperating in fiaud or material deception in order to be credentialed could result in the denial of revocation
ofthe application or credential and mandatory reporting of such actions to the Attorney General for further action, and that the undersigned has read and understands this affidavit

Application Submission Q

(1 consent to slectronic signature

Signature :* Date - 07/09/2021

Figure SCS-CRI-01: Certified Secretary Criminal Affirmation Bar

One question related to criminal background is displayed. Answer the question by selecting either the
Yes or No radio button. The question is a mandatory field and must be answered to move forward.

The Affirmation Affidavit states: The undersigned, according to law, is the person who completed and
signed this application, that the statements contained in this application are true, that the
undersigned has not suppressed any information that might affect this application, that the
undersigned understands that participating or cooperating in fraud or material deception in order to
be credentialed could result in the denial or revocation of the application or credential and mandatory
reporting of such actions to the Attorney General for further action, and that the undersigned has read
and understands this affidavit.
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The electronic signature, which is legally binding, signifies that the individual acknowledges and affirms
the above statement which is made under penalty of perjury. The I consent to electronic signature
checkbox is a mandatory field and must be checked to continue.

Sign the affirmation by typing your name in the Signature field. The Date field is auto-populated with
the current date and is a read-only field.

Criminal Affirmation
Criminal Affirmation Instructions:

= Answer the Criminal Affirmation question by selecting either the Yes or Mo radio button.

Read the Affirmation Affidavit carefully to ensure that you are aware of what you are signing. The electronic signature, which is legally binding, signifies that the Educator acknowledges
and affirms the affidavit, which is made under penalty of perjury.

« Click the I consent to electronic signature checkbox.

« Sign the affirmation by typing your name in the Signature field. This electronic signature is legally binding.

=« Click Save & Next to continue.

1.* Have you ever been convicted of or entered a plea of guilty or nolo contendere (no contest) to any felony, misdemeanor or any other criminal offense (excluding moving

O Yes @ Mo
violations), including any offense for which you have received a pardon, in any jurisdiction? - -

Affirmation Affidavit The undersigned, according to law, is the person who compleied and signed this applicafion, that the statements contained in this application are true, that the undersigned has not suppressed any
infermation that might affect this application, that the undersigned understands that participating or cooperating in fraud or material deception in order fo be credentialed could result in the denial or revocation
of the application or credential and mandatory reporting of such actions fo the Attorney General for further action, and that the undersigned has read and understands this affidavit

&1 consent to elecironic signature *

Signature -* | Gillian Embers| Date == 07/09/2021

Figure SCS-CRI-02: Certified Secretary Criminal Affirmation Form Completed

Click the Save & Next button.

The Criminal Affirmation bar is designated with a green V to signify that the step has been completed.
Application Submission — Certified Secretary

The Application Submission bar is highlighted and designated with a red X to signify that the step has
not yet been completed.

Application
Application For Certified Secretary Certificate
Instructions (V) Application Submission
(PR M 2 R (V] Application Submission Instructions:
e — « Click the Submit Application button below to submit your application and begin the review process.
4 + You can monitor the status of your application on your Educator Dashboard, which will be used as the main communication channel moving forward
National/Professional Certificate &
Experience (V]
Tests (v]
Criminal Affirmation V)
Appiication Submission @

Figure SCS-APS-01: Certified Secretary Certificate Application Submission

The Certified Secretary Certificate application process is complete, in that all the required information
has been supplied and the application is ready for submission.

Optionally, you can review the information provided within the individual steps by clicking on the
corresponding green bars.
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Click the Submit Application button to complete the application process.

Confirmation of the application submission is presented along with additional information:

CONFIRMATION OF APPLICATION RECEIVED BY THE DELAWARE DEPARTMENT OF EDUCATION

Thank you for completing your online application. Your application wil be reviewed once we hay
If further information s required, we will contact you via emailin the form of a Deficiency letter
Wihile your application is pending, you il not be able to alter any information you have entere
additional documents in response to DOE correspondence:

ed all the required documents indicated.
indicate any issues with your application
er, you may provide or upioad any

If applying with college credits/degree, please make sure you submitan official college transeript to either:

DEEDS Early Learning K-12 Licensure & Certification
Delaware Department of Education Delaware Department of Education
Attn: DEEDS Early Leaning Licensure & Certification

John G. Townsend Building Collette Education Resource Center
401 Federal Street, Suite #1 35 Commerce Way, Suite #1

Dover, DE 18901 Dover, DE 10904

3027354236 302-857-3338

OR Send electronically to: deedsearlyleaming@doe.K12.de.us OR Send electronically to: deeds@doek12.de us

You may track the status of your application at any time by logging in to your DEEDS 3.0 account and viewing your Educator Dashboard under View My Applications.

Back To Dashboard

Figure SCS-APC-01: Certified Secretary Certificate Application Submission Confirmation

In addition to the on-screen confirmation, an email is sent to the user. Go to your email provider
mailbox and find the email sent from deeds@doe.k12.de.us with the Subject DE Dept of Education -
Important Application Information.

Click the Back To Dashboard button.
Application Tracker - Certified Secretary

User is directed to the View My Applications page, showing the Application Tracker. The new Certified
Secretary Certificate application is shown:

' : ’ ! ° Application Type Submitted Date View PDF
i !! o a =E= Certified Secretary Certificate 07/0972021
Application Intake Quality Review Analyst Review Finalize
Completed In Progress Not Started Not Started Not Started

Figure SCS-APT-01: Certified Secretary Certificate Application Tracker — In Progress Status

Note that the Application banner is green to signify that this step has been completed and the status
appears as Completed. The Intake banner is yellow to signify that this step is in progress and the status
appears as In Progress. From this point forward, the Certified Secretary Certificate progress and status
can be monitored from the View My Applications page.

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 View My Applications page will show the last three (3) applications that have been submitted. In
the event that there are more than three, click the More button to see more applications.
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To the right of the Application Tracker are high-level details of the Certified Secretary Certificate
application submitted in the previous steps. Certified Secretary Certificate is displayed in the
Application Type column along with the Submitted Date. A View Application link is provided in the
View PDF column, allowing the applicant to view and print a pdf version of the application details that
were submitted. Although this is not necessary, it can be useful for reference. Additionally, a Withdraw
button is provided so that the application can be withdrawn at any time.

Click the Home button to move back to the Educator Dashboard home page.
View Credentials — Certified Secretary
From the Educator Dashboard, click the View My Credentials button on the right.

The Certified Secretary Certificate can be found in the Administrative Certificates section. Scroll down
to the Administrative Certificates section to see the following:

Administrative Certificates

O show Al

Credential Definition e r n e Credential Status

Certificate Application Pending

Figure SCS-VMC-01: Certified Secretary Certificate Credentials - Application Pending

Note that Certificate appears in the Credential Definition column and shows a status of Application
Pending in the Credential Status column.

Once the Certified Secretary Certificate application has been submitted, the application is directed to
the DDOE Licensure & Certification (L&C) team for review and approval. From this point forward, all
communication is done through the View My Applications page on the Educator Dashboard. The
applicant can monitor status and respond to deficiencies, as raised by the DDOE L&C team.

Deficiencies — Certified Secretary

More often than not, the application will contain deficiencies when reviewed by the DDOE L&C team.
The important thing is to respond to these deficiencies as quickly and completely as possible. When a
deficiency is raised, the applicant will be informed in three ways:

e An email will be sent to the applicant’s primary email address to notify that there is a deficiency
in the application that needs to be resolved. Go to your email provider mailbox and find the
email sent from deeds@doe.k12.de.us with the Subject DDOE — Deficiencies in Application.

e A Respond to Deficiency button appears on the Educator Dashboard home page.

o A Deficiency is listed on the View My Applications page of the Educator Dashboard.

On the Educator Dashboard, there is a new red Respond to Deficiency button that appears on the right
side of the page under the menu options. This Respond to Deficiency button is an immediate indicator
that a deficiency has been raised and action is required by the applicant in order to move forward with
the application process.
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Apply for Early
Learning

Apply for K12 What can | do Help

Today?

B

Click on links to quickly access your account
and applications.

Respond to Deficiency

View/Update My File

View My Applications

View My Credentials

Print My Credentials

Figure SCS-DEF-01: Certified Secretary Certificate Dashboard Respond to Deficiency Button

Click the Respond to Deficiency button or Click View My Applications button, as either choice will direct
the user to the View My Applications page.

3 4
Application Type Submitted Date View PDF

5
o . ll Certified Sacretary Certificate 0710912021 View Appication m

Quality Review Analyst Review Finalize

1
Application
Completed Not Started Not Started Not Started

—on REQURED

Please read below information on deficiency area that requires your response. You can respond to the deficiency by clicking the button below.

Respond o Deficiency

‘ |

Transeript is unofficial, official transcript is required transcript is unofficial - please provide oficial ranseript 070012021

Figure SCS-DEF-02: Certified Secretary Certificate Application Tracker with Deficiency Raised

Note that the color of the Intake banner has changed to red and the status has changed to Deficient.
Additionally, there is an Action Required stamp below the Application Tracker as an alert that action is
required. Refer to the Deficiency Details table below the Application Tracker for details regarding the
deficiency raised. A brief description of the deficiency is listed in the Deficiency Name column and a
brief description of the required action is listed in the Notes column. The date that the deficiency was
raised is shown in the Date column.

Review the description of the deficiency in the Deficiency Details box and determine how to fix the
problem. The user will need to supply additional information specific to the issue raised within the
deficiency. Read the Notes to ensure that the required action can be achieved at the current time.

Click Respond to Deficiency button directly above the Deficiency Details table and below the Application
Tracker banners.

User is directed to the section of the application where there is a deficiency. The green bar is designated
with a red x to indicate that the issue is unresolved. In this example, there was a deficiency raised in the
Education information provided with the application, so the user is directed to the Education bar.
Attention will be focused on the Deficiency section at the bottom.
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Deficiency

Read the information in the Staff Notes field, describing what deficiency needs to be resolved. In the Educator Notes field, enter information related to corrective measures that have been taken to
address the deficiency raised.

Check the Reselved checkbox to indicate that the deficiency has been resolved. Note that when the Resolved checkbox is checked, a Save Changes button appears and the green bar icon changes
e a green v to indicate that the required action is complete.

Click Save Changes button within the Deficiency box.
If more than one green bar is presented, then click Save & Next button to move to the next deficiency to be responded to.
Once all the green bars have been visited and all deficiencies have been responded to, click ReSubmit to resubmit the application for review and approval.

Transcript is unofficial, official transcript is required (Applicant) ] Resolved

Staff Notes
transcript is unofficial - please provide official transcript

Educator
Notes

Figure SCS-DEF-03: Certified Secretary Certificate Respond to Deficiency Action

Applicant is directed to the section of the application where there is a deficiency. The green bar is
designated with a red x to indicate that the issue is unresolved. In this example, there was a deficiency
raised in the Education information provided with the application.

In the Educator Notes field, enter information related to corrective measures that have been taken to
address the deficiency raised. Check the Resolved checkbox to indicate that the deficiency has been
resolved. Note that when the Resolved checkbox is checked, the green bar icon changes to a green V to
indicate that the required action is complete.

Deficiency EETCE&ENNES

Read the information in the Stajff Notes field, describing what deficiency needs to be resolved. In the Educator Notes fisld, enter information related to corrective measures that have been taken to
address the deficiency raised.

Check the Resolved checkbox to indicate that the deficiency has been resolved. Note that when the Resolved checkbox is checked, a Save Changes button appears and the green bar icon changes
to a green v to indicate that the required action is complete.

Click Save Changes button within the Deficiency box.
If more than one green bar is presented, then click Save & Next button to move to the next deficiancy to be responded to.

Once all the green bars have been visited and all deficiencies have been responded to, click ReSubmit to resubmit the application for review and approval.

Transcript is unofficial, official transcript is required (Applicant) Resolved

Staff Notes . . .
transcript is unofficial - please provide official transcript

Educator

Nates \Wilm U official transcript has been provided 1o HR officg

Figure SCS-DEF-04: Certified Secretary Certificate Respond to Deficiency Resolution
Click the Save Changes button within the Deficiency box. The Save Changes button disappears.

If more than one green bar is presented, then click Save & Next button to move to the next deficiency to
be responded to.
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Once all the green bars have been visited and user has responded to all the deficiencies, click the
ReSubmit button.

Thank you for resubmitting your application.
To monitor the status of your application, go to View My Applications on the Educator Dashboard.

click the Back to Dashboard button to continue.

Back To Dashboard

Figure SCS-DEF-05: Certified Secretary Certificate Resubmit Application Confirmation

Confirmation message is displayed thanking applicant for resubmitting the application. Click Back to
Dashboard button.

Note that the red Respond to Deficiency button is gone from the Educator Dashboard.

Click the View My Applications button to review the current status of the resubmitted application.

Application Type Submitted Date ‘View PDF

1 2 5 B s
i " o a ‘l Certified Secretary Certficate 0710972021 View Application m
Inake

Application Quality Review Analyst Review Finalize

Completed In Progress Not Started Not Started Mot Started

Deficiency Details
Deficiency Name. Notes Date

Transcript is unofficial, official transcript is required transcript s unofiicial - please provide official transeript 0710912021

Figure SCS-DEF-06: Certified Secretary Certificate Application Tracker after Deficiency Addressed

The Intake banner has changed to yellow and the status has changed to In Progress. Additionally, the
Action Required stamp below the Application Tracker is gone. This status indicates that the application
has now been directed back to the DDOE L&C team for further review and approval. There is no further
action required at this time.

Application Complete — Certified Secretary

Once the deficiencies, if raised, have been resolved and the application has been approved by the DDOE
L&C team, the information on the View My Applications page will change to:

Application Type Submitted Date View PDF

1 2 3 4 5
i - ° . n Certified Secretary Certiicate 07/09/2021 View Application

Application Intake Quality Review Analyst Review Finalize

Completed Completed Completed Completed Completed

Figure SCS-CMP-01: Certified Secretary Application Tracker after Certificate Issued

An email will be sent to the applicant’s primary email address to notify that the application has been
approved. Go to your email provider mailbox and find the email sent from deeds@doe.k12.de.us with
the Subject DDOE — Application Approval.

Click View My Credentials button on the Educator Dashboard and locate the Administrative Certificates
section.
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Administrative Certificates

[ show AN

Credential Definition Credential No.

Certified Secrefary Certificate 235842 07/0972024 0710912021 Issued

Figure SCS-CMP-02: Certified Secretary Credentials after Certificate Issued

The Certified Secretary Certificate applied for appears in the Credential Definition column and the
Credential Status column shows a status of Issued. One of the most important things to note is that the
Expiration Date column is blank because certificates do not expire.

Congratulations! The Certified Secretary Certificate has been successfully issued.

Print Certificate — Certified Secretary

Once the Certified Secretary Certificate has been issued, it can be printed. From the Educator
Dashboard, click either the Print My Credentials button or the View My Credentials button on the right

side of the page. Either option will direct you to the Credentials tab of the user data. At the top of the
page is a Print and Download Credentials section:

- Select - -

- Select - v

Figure SCS-PC-01: Certified Secretary Print Credentials Form

Click the down arrow of the Select a License dropdown list.

Print and Download Credentials =

Select a License - Select - v

—Select -
Select a Document Type Certified Secretary Cerlificate - 235642

Figure SCS-PC-02: Certified Secretary Print Credentials Certificate Options

The list of options displayed is limited to the credentials that have been issued to the user. Select the
Certified Secretary Certificate option. Click the down arrow to the right of the Select a Document Type
dropdown list.

The list of Document Type options displayed is limited to the certificates that can be printed for the
credential selected in the Select a License list. Select the Wall Certificate for Administrative Permits
option from the list.

Select a License Certified Secretary Certificate - 23582 v

Selecta Document Type - | Wall Certiicate for Administrative Per v

Figure SCS-PC-03: Certified Secretary Print Credentials Selection

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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otate of Delatwayp

Delaware Department of Education

Know all persons by these Present, that

Gillian Embers

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

Certified Secretary Certificate

Issue Date: 07/092021
Effective Date: 07/09/2021
Expiration Date

Figure SCS-PC-04: Certified Secretary Wall Certificate

A wall certificate of the Certified Secretary Certificate, suitable for framing, has been downloaded to the
user computer.

During the credential selection process described above, a number appeared in the Select a License
dropdown list next to the certificate name, in this example: Certified Secretary Certificate — 235842.

Print and Download Credentials

— Select -

Selecta Document Type Certified Secretary Certificate - 235842

Reset

Administrative Certificates
[ show an

Credential Definition Credential No First Issuance Date Effective Date Expiration Date Credential Status

Certified Secretary Certificate 235342 07/0972021 0710972021 Issued

Figure SCS-PC-05: Certified Secretary Certificate Identification Number

This number associated with the certificate is the identification number of the credential issued to the
individual. Note that the Administrative Certificate table on the View My Credentials page lists 235842
in the Credential No column, which corresponds with the credential selected for printing.

Bachelor’s Degree Certificate

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

If you are new to Early Learning, new to K-12 or non-state employee or unemployed K-12, then you will
need to Register an EdAccess Account.

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

Via the EdAccess dashboard, click the DEEDS 3.0 icon.
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User is directed to Educator Dashboard.

Click the Apply for K-12 menu icon in the upper right-hand portion of the dashboard

displayed:
Apply for Early Apply for K-12 What can | do Help
Learning Today?
clicka Licensure and Certification
accoll paraeducator Permit
. Other Permits
Graduate Salary Increment
Help I Salary Stipends

STS Certificates

Apply for a Support Persannel
Certificate including Professional
Secretary, Certified Secretary
and Bachelor's Degree.

Support Personnel

Print My Credentials

Figure SBD-MNU-01: Support Personnel Menu Selection
Select Support Personnel from the dropdown menu options.

User is redirected to Application Type Selection page:

e

Application Type Selection
(O Aoply for a Professional Secretary Certificate

() Apply for a Certified Secretary Certiicate
() Aoply for a Bachelors Degree Certificate

cam

Figure SBD-ATS-01: Application Type Selection Options

Select Apply for a Bachelor’s Degree Certificate radio button.

e

Application Type Selection
() Apply for a Professional Secretary Certficate

() Apply for a Cerlified Secretary Certificate

@ Aply for a Bachelors Degree Certificate:

Figure SBD-ATS-02: Apply for a Bachelor’s Degree Certificate Option Selection

Click the Next button to continue.

L —- JoEE

Requirements

Bachelor's Degree Certificate Requirements:
+ Hold a Bachelor's degree from a regianally accredited college.

1 you believe that you are eligible for the Bachelor's Degree Certficate, then click Create Application to continue.

[ormie | ot et

Figure SBD-ATS-03: Bachelor’s Degree Certificate Requirements

DDOE Licensure & Certification

. List of options is
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The Requirement for a Bachelor’s Degree Certificate is listed in the Requirements area. In order to
process the application request, you must meet the requirement listed. Review the eligibility
requirement to ensure that you qualify for the Bachelor’s Degree Certificate.

If the requirement for the Bachelor’s Degree Certificate is met, then proceed with the application
process by clicking the Create Application button.

Application Data — Bachelor’s Degree

The Application Data window is presented:

L e

Application

Application For Bachelors Degree Certificate

Instructions Instructions

PR T TS Bachelor’s Degree Certificate Application:

This Certificate Application process is designed to walk

Education
Note the green bars that appear or
National/Professional Certficate Some of the steps may be informationa

Experience As you pr

Tests

© 00006 0©

Criminal Afirmation

—

Application Submission

(2]

Figure SBD-AD-01: Bachelor’s Degree Certificate Application Data Instructions

The Application Type arrow that was previously highlighted is now disabled (gray) and the Application
Data arrow is highlighted blue to signify that the user is currently on this step in the process.

Once the application has been created, the application process can be paused at any time by clicking the
Save Application For Later button in the upper right hand side of the page. To resume editing of the
application, click the View My Applications button on the Educator Dashboard, find Bachelor’s Degree
Certificate in the Application Type column and click the associated Continue Application button.
Likewise, the application can be withdrawn at any time by clicking the Withdraw Application button in
the upper right-hand side of the page

Note the green bars on the left, as these are the pieces of information that are required to complete the
application request. In the step-by-step process, the user may or may not be required to provide data
specific to the topics displayed on the green bars. The data categories include: Instructions, Personal
Information Review, Education, National/Professional Certificate, Experience, Tests, Criminal
Affirmation and Application Submission.

The Instructions bar is highlighted and designated with a red X to signify that the step has not yet been
completed. Read the Instructions that appear in the Instructions box.

Click the Save & Next button.
The Instructions bar is designated with a green V to signify that the step has been completed.

Personal Information Review — Bachelor’s Degree
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The Personal Information Review bar is highlighted and designated with a red X to signify that the step
has not yet been completed.

Application For Bachelors Degree Certificate

Instructions (V) Personal Information Review
T M T TS %) Personal Information Instructions:
The Personal Information that you entered previously is displayed below.
Education
CJ « Please check the information for accuracy and completenass. Update the information as appropriate.
National/Professional Certificate 0 « Ensure the Home/Mailing Address section is completed with your current address.
« 1f you do not wish to receive text messages, uncheck the text message authorization checkbox.
pE— o « If changes are made to the information, click Save/Update.
« click Save & Next to continue.
Tests Q FistName:*  Alison premc |~ Select— ~
Criminal Affirmation O Middie Name: Suffix: — Select — ~
Application Submission (%} Last Name: Embers Professional Title: ~ Select — v
SSNi [T27-72-T727 Gender () Make (@ Female () Other
DoB:*  O7RTN9TT Age: 43

Home/Mailing Address

Aftn

StreetLine : 727 Richmond Circle
Street Line 2
ciy Millsboro State: Delaware v zip:  [19966
County/Parish Sussex v Country United States v
Work Pone: Primary/User Email scd727@mailinator.com
Cel (727) 727-1277 Secondary Email

) authorize the Delaware Department of Education to send text messages to s Isted cell phons

‘Save/Update

Figure SBD-PIR-01: Bachelor’s Degree Personal Information Review Bar

The Personal Information entered previously is displayed. Check the information for accuracy and
completeness. Ensure that the Home/Mailing Address section is completed with your current address.
If you do not wish to receive text messages, uncheck the text message authorization checkbox. Update
the information, as appropriate. If changes are made to the information, click Save/Update.

Click the Save & Next button to continue.

The Personal Information Review bar is designated with a green V to signify that the step has been
completed.

Education — Bachelor’s Degree

The Education bar is highlighted and designated with a red X to signify that the step has not yet been
completed. If Education data has been added to the system for the individual, it will appear here;
otherwise, the table will be blank. Instructions related to Education data entry are displayed.
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1 Application Type . Appiicabon Data
Application
Application For Bachelors Degree Certificate
Instruclions © Education
T — & Education Instructions:
dd Education to e
Education (%) w Education data rmation in the table Is incarrect or incomplets, click the pencil icon In the Actions columin to edit the Informanian, as
NatonaProtessianal Centecate ) use them for this application, check the box under “Use Toward Application’
Experiance (%}
Tests (%] a high school diploma or high school student
from the Institution to the Department of Education. College transcripts
Criminal Affirmation @D
o K12 Educators
Application Submission Q = K-12 Educators must submit their official transcript through their HR office, or send it directly to Licensure & Certificatior
+ Click Save & Next to continue
Showing 110 0 of @ records.
_ Used toward
m S - mum— gaicaien "

Figure SBD-EDU-01: Bachelor’s Degree Education Bar

If Education data has already been entered in DEEDS and is shown listed in the Education table, then
adding additional information is optional. However, if the Education table is blank, then the user is
required to add Education information. Any data that can be entered as proof of Education is
encouraged and will support the subsequent review and approval process. If additional education
information is not needed, click Save & Next to continue and skip to the next step. Otherwise, follow
the instructions in this section to Add Education information.

Click the Add Education button.

Institution - * School Id

City :* Stale * -Select State- v
Degree .* -Select Degree- “
Start Date - * End Date
Major Minor
Graduated Student ID

[ Currently Attending

[J student Teaching Completed

m Cancel

Figure SBD-EDU-02: Bachelor’s Degree Add Education Form

Education form is presented below the instructions for entering education related information specific
to the Bachelor’s Degree Certificate application request. The required fields are designated with a red *
and include: Institution, City, State, Degree and Start Date. Dropdown lists are provided for State and
Degree, offering valid options to choose from. The Start Date entry field requires YYYY format.

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.

Click the Save button to save the new Education data or click the Cancel button to dismiss any changes.

Either option will exit edit mode. Validation is performed with the Save operation to ensure that all
required fields have been populated. If data is not entered for required fields, then an error is displayed
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in a red banner at the top of the section. The error can be dismissed by clicking the x in the upper right-
hand corner of the banner.

If data is saved, a new record is added to the Education table at the bottom of the window.

Used toward
Institution City Degree Start Date End Date Minor Graduated sed fowar Aci
Application

ions
UNIVERSITY
OF 5811 Newark DE Bachelor 2015 2020 & 1
DELAWARE

Figure SBD-EDU-03: Bachelor’s Degree Education Table

Optionally, the Used toward Application checkbox can be checked. A check will appear in the checkbox
to indicate that the option is selected. The field acts as a toggle and will check and uncheck each time it
is clicked.

If the Education information is incorrect or incomplete, click the pencil icon in the Actions column to edit
the information, as appropriate.

Click the Save & Next button.
The Education bar is designated with a green V to signify that the step has been completed.
National/Professional Certificate — Bachelors Degree

The National/Professional Certificate bar is highlighted and designated with a red X to signify that the
step has not yet been completed.

e

Application

Application For Bachelors Degree Certificate

Inctructions & NationallProfessional Certificate
Personal Information Review ') National/Professional Certificate Instructions:

+ Click Add New Nat/Pro Certificate button to enter your certification information and upload your new National Board Certificate or letter.
Education (V] + Documents that are uploaded need to be in pdf or image format.

« Click Save to save the changes.
National/Professional Certificate Q

Special Notes:

Experience Q pecial Notes:

« Only official transcripts may be submitted for credentialing.
Tests Q « 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
Used toward

Type Content Area Effective Date Expiration Date Description Status. . Document Actions
Application

Criminal Affirmation

Application Submission

Save & Next

Figure SBD-NPC-01: Bachelor’s Degree National/Professional Certificate Bar

Entering information in this step is optional. If National or Professional Certificate data has been added
to the system for the user, it will appear here; otherwise, the table will be blank. If applicable to the
application for a Bachelor’s Degree Certificate, then any data that can be entered as proof of national or
professional certification credentials is encouraged and will support the subsequent review and approval
process. If National/Professional Certificate information is not needed, click the Save & Next button to
continue and skip to the next step. Otherwise, follow the instructions in this section to Add Nat/Pro
Certification information.
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Click the Add New Nat/Pro Certification button.

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

No Record Found

File Description : Document Type :* | -Select DocumentType- w

Document : ®

reason to up

Associate th

document will be referenced. To Associate a document, click

the Associate Document button.

Save Nat/Pro Certificate Cancel

Figure SBD-NPC-02: Bachelor’s Degree Add National/Professional Certificate Form

National/Professional Certificates entry form is presented for entering certification related information
specific to the Bachelor’s Degree Certificate request. The top section is for entering descriptive data
specific to the certification earned and the bottom section is for uploading supporting documentation.

Complete the required fields specific to the National/Professional Certificate in the top section. The
required fields are designated with a red * and include: Type, Effective Date, Expiration Date,
Document Type and Document. Dropdown lists are provided for Type, Content Area, State and
Document Type, offering valid options from which to choose. Effective Date and Expiration Date needs
to be entered in MM/DD/YYYY format.

The next step is to upload certificate documentation in the form of a pdf or image document. Please
ensure that certificate is current and valid. Click the down arrow of the Document Type dropdown list in
the bottom section and select Nat./Pro. Certificate from the Document Type dropdown list. Provision of
documentation can be done by uploading a new document or associating a document that has already
been uploaded to the system.

There may be instances where the 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 click
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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 certification document has not been associated, then follow the next steps to upload the
document for the emergency recommendation application.

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 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 Nat/Pro Certificate button to upload the document and save the Nat/Pro Certificate data
or click the Cancel button to cancel the add operation. Either option will exit edit mode.

If data is saved, a new record is added to the Nat/Pro Certificate table.

- . - Used toward -
m S S m

Certified

Administrative

Professional (CAP) Career and
examination Technical

administered by the  Education/Early s . p - o o
ntemational Adolescence bE 0170172019 1213012022 Pending ] Download & 1

Association of through Young
Administrative Adulthood
Professionals

(IA4P)

Figure SBD-NPC-03: Bachelor’s Degree National/Professional Certificate Table

Optionally, the Used toward Application checkbox can be checked. A check will appear in the checkbox
to indicate that the option is selected. The field acts as a toggle and will check and uncheck each time it
is clicked.

If the information is incorrect or incomplete, click the pencil icon in the Actions column to edit the
information, as appropriate.

Click the Save & Next button.

The National/Professional Certificate bar is designated with a green V to signify that the step has been
completed.

Experience — Bachelor’s Degree

The Experience bar is highlighted and designated with a red X to signify that the step has not yet been
completed. Instructions related to Experience data entry and form submission are displayed.

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

"r‘! “ﬂm Appication Data

Application
Application For Bachelors Degree Certificate
Instructions 9 Experience
R I®
Experience Instructions:

s & « Click Add Experience to enter Information tha te requested. Click Save tc
‘NelionalProfeesionsl Carbicals 9 5 :Z:vv;;m‘:g. ence data will appear in the Ex le is incorrect or i ncil icon in the Actions column to edit the information, as
s Q e i
B Q an o da e D T r—
Ol M 0 o District or (Ml’lm School Only ghiofiesy
Appiication Submissian o « I you submitted the doc ind wish to use them for this application, check the box under “U rd Appiication”.

ment. Select the desired Document Type from the dropd nd click Inside the document upload area to select a file from

« Click Save & Next to continue.
Special Notes:

The following forms may be used to verify Experience:

« Eorm E - Verification of Teaching Experience

« Form E/NT - Verffication of Non-Teaching Experience Fom

- Fom T - Verification of Student Teaching Program

- Form C - Verification of School Counseling Clinical Experienc

Showing 1 to 0 of 0 records.

Recewed Senool
o WorkType | o State Place ’ ciy BeginDate | EndDae | Years Months

Used
Grade and Samstaciory
e FulTme | CO0 toward Documents | Acions.

Appacation

Figure SBD-EXP-01: Bachelor’s Degree Experience Bar

If Experience data has been added to the system for the individual, it will appear in the Experience table;
otherwise, the table will be blank. If Experience data is listed in the table, then adding additional
information is optional. However, if the Experience table is blank, then the user is required to add
Experience information. Any data that can be entered as proof of Experience is encouraged and will
support the subsequent review and approval process. If additional experience data is not needed, click
Save & Next to continue and skip to the next step. Otherwise, follow the instructions in this section to
Add Experience information.

Click the Add Experience button.

Work Type :* -Select Employment Type- ~
School Type - -Select School Type- ~ Place -
State -+ -Select State- ~ City -+
Begin Date :* MM/DD/YYYY End Date == MM/DDAYYYY
Years - Months
Grade and Subjects - Full Time O
Satisfactory Evals - m} Comments

m Cancel

Figure SBD-EXP-02: Bachelor’s Degree Add Experience Form
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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

Experience form is presented for entering experience related information specific to the Bachelor’s
Degree Certificate application request. The required fields are designated with a red * and include:
Work Type, Place, City, State, Begin Date and End Date. Dropdown lists are provided for Work Type,
School Type, and State, offering valid options to choose from. The Begin Date and End Date entry fields
require MM/DD/YYYY format. The bottom section is for uploading documentation to support the
applicant’s experience; however, this section can be ignored as all experience documentation must be
uploaded by the Department of Education team.

Click the Save button to save the new Experience data or click the Cancel button to dismiss any changes.
Either option will exit edit mode. Validation is performed with the Save operation to ensure that all
required fields have been populated. If data is not entered for required fields, then an error is displayed
in a red banner at the top of the section. The error can be dismissed by clicking the x in the upper right-
hand corner of the banner.

If data is saved, a new record is added to the Experience table at the bottom of the window.

_ Used
(EEEnst Work Type EELT State City Begin Date End Date Years Gra(_!e e Full Time ELETEY toward Documents Actions
Date Type Subjecls Evals .
Application
DE Yes No & MM

Trade and

Industry Public

Tainall Hockessin 09/01/2018 06/01/2020 2

Figure SBD-EXP-03: Bachelor’s Degree Experience Table

Optionally, the Used toward Application checkbox can be checked. A check will appear in the checkbox
to indicate that the option is selected. The field acts as a toggle and will check and uncheck each time it
is clicked.

If the Experience information is incorrect or incomplete, click the pencil icon in the Actions column to
edit the information, as appropriate.

Click Save & Next button.
The Experience bar is designated with a green V to signify that the step has been completed.

Tests — Bachelor’s Degree

The Tests bar is highlighted and designated with a red X to signify that the step has not yet been
reviewed. Allinformation on the Tests bar is read-only. If Test data has been added to the system for
the individual, it will appear here; otherwise, the table will be blank.

1) et
Application
Application For Bachelors Degree Certificate
Instructions & Tests.
Personal Information Review © Test Instructions:
Alli 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.
Education &
Click Save & Next to cantinue.
NatonauProfessional Cediicals ()
Experience & e —r
= . “mmmn
Type Name Type
Tests %)
Criminal Amirmaticn Q
Application Submission 0
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Figure SBD-TST-01: Bachelor’s Degree Tests Bar
Click the Save & Next button.

The Tests bar is designated with a green V to signify that the step has been completed.
Criminal Affirmation — Bachelor’s Degree

The Criminal Affirmation bar is highlighted and designated with a red X to signify that the step has not
yet been completed.

e -

Application

Application For Bachelors Degree Certificate
Instructions © Criminal Affirmation
[ Criminal Affirmation instructions:
fther the Yes or No radio button.
at you are aware of what you are signing. The electronic signature, which is lagally binding, signifies that the Educator acknowledges and affirms

+ Answer the Criminal Affirmation qu
firmation Affidavit

Education

NationalProfessional Cartficate
Signature field. This electronic signature is legally binding
Experience

Have you ever been convicted of or entered a plea of guilty of nolo contenders (no contest) to any felony, misdemeanar or any other criminal offense (exchuding moving viclations),

Tests © Yes
Including any offense for which you have received a pardon, in any jurisdiction?

Criminal Affemation (%]

Affirmation Affidavit

who completed

Aopiication Submission o

Figure SBD-CRI-01: Bachelor’s Degree Criminal Affirmation Bar

One question related to criminal background is displayed. Answer the question by selecting either the
Yes or No radio button. The question is a mandatory field and must be answered to move forward.

The Affirmation Affidavit states: The undersigned, according to law, is the person who completed and
signed this application, that the statements contained in this application are true, that the
undersigned has not suppressed any information that might affect this application, that the
undersigned understands that participating or cooperating in fraud or material deception in order to
be credentialed could result in the denial or revocation of the application or credential and mandatory
reporting of such actions to the Attorney General for further action, and that the undersigned has read
and understands this affidavit.

The electronic signature, which is legally binding, signifies that the individual acknowledges and affirms
the above statement which is made under penalty of perjury. The I consent to electronic signature

checkbox is a mandatory field and must be checked to continue.

Sign the affirmation by typing your name in the Signature field. The Date field is auto-populated with
the current date and is a read-only field.
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Criminal Affirmation
Criminal Affirmation Instructions:

« Answer the Criminal Affirmation question by selecting either the Yes or No radio button.

« Read the Affirmation Affidavit carefully to ensure that you are aware of what you are signing. The electronic signature, which is legally binding, signifies that the Educator acknowledges and affirms
the affidavit, which is made under penalty of perjury.

« Click the I consent to electronic signature checkbox.

+ Sign the affirmation by typing your name in the Signature field. This electronic signature is legally binding.

» Click Save & Next to continue.

1.7 Have you ever been convicted of or entered a plea of guilty or nolo contendere (ne contest) to any felony, misdemeanor or any other criminal offense (excluding moving violatiens), Y ves @ N
O Yes @ No
including any offense for which you have received a pardon, in any jurisdiction? -

Affirmation Affidavit The undersigned, according to law, is the person who completed and signed this application, that the statements contained in this application are true. that the undarsigned has not supprassed any information that might
affect this application, that the undersigned understands that participating or cooperating in fraud or material deception in order to be credentialed could result in the denial or revocation of the application or credential and
mandatory reporting of such actions to the Attorney General for further action, and that the undersigned has read and understands this affidavit.

| consent to electronic signature *

Signature :* | Alison Embers Date :*| 07/08/2021

Figure SBD-CRI-02: Bachelor’s Degree Criminal Affirmation Form Completed

Click the Save & Next button.

The Criminal Affirmation bar is designated with a green V to signify that the step has been completed.
Application Submission — Bachelor’s Degree

The Application Submission bar is highlighted and designated with a red X to signify that the step has
not yet been completed.

1 Applcation Tye . Applicaion Data
Application
Application For Bachelors Degree Certificate
Instructions ] Application Submission
Personal Information Review & Application Submission Instructions:
Educsion & - Click the Submit Application button below 1o submit your application and beg

« You can monitor the status of your application on your Edueater Dashboard, \

NationaiPrafessional Certficale

V]
Experience &
Tests ]
Cminal Amirmation &
Application Subfiission (%)

Figure SBD-APS-01: Bachelor’s Degree Certificate Application Submission

The Bachelor’s Degree Certificate application process is complete, in that all the required information
has been supplied and the application is ready for submission.

Optionally, you can review the information provided within the individual steps by clicking on the
corresponding green bars.

Click the Submit Application button to complete the application process.

Confirmation of the application submission is presented along with additional information:
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CONFIRMATION OF APPLICATION RECEIVED BY THE DELAWARE DEPARTMENT OF EDUCATION

Figure SBD-APC-01: Bachelor’s Degree Certificate Application Submission Confirmation

In addition to the on-screen confirmation, an email is sent to the user. Go to your email provider
mailbox and find the email sent from deeds@doe.k12.de.us with the Subject DE Dept of Education -
Important Application Information.

Click the Back To Dashboard button.
Application Tracker — Bachelor’s Degree

User is directed to the View My Applications page, showing the Application Tracker. The new Bachelor’s
Degree Certificate application is shown:

1 5

Application Type Submitted Date View PDF

2 3 4
= ‘!. Bachelors Degree Gertificate 07/08/2021
E = O (o]
Finalize

Application Intake Quaiity Review Analyst Review

Completed In Progress Not Started Not Started Not Started

Figure SBD-APT-01: Bachelor’s Degree Certificate Application Tracker — In Progress Status

Note that the Application banner is green to signify that this step has been completed and the status
appears as Completed. The Intake banner is yellow to signify that this step is in progress and the status
appears as In Progress. From this point forward, the Bachelor’s Degree Certificate progress and status
can be monitored from the View My Applications page.

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 View My Applications page will show the last three (3) applications that have been submitted. In
the event that there are more than three, click the More button to see more applications.

To the right of the Application Tracker are high-level details of the Bachelor’s Degree Certificate
application submitted in the previous steps. Bachelor’s Degree Certificate is displayed in the Application
Type column along with the Submitted Date. A View Application link is provided in the View PDF
column, allowing the applicant to view and print a pdf version of the application details that were
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submitted. Although this is not necessary, it can be useful for reference. Additionally, a Withdraw
button is provided so that the application can be withdrawn at any time.

View Credentials — Bachelor’s Degree
Click the Home button to move back to the Educator Dashboard home page.
From the Educator Dashboard, click the View My Credentials button on the right.

The Bachelor’s Degree Certificate can be found in the Administrative Certificates section. Scroll down
to the Administrative Certificates section to see the following:

Administrative Certificates

[ show Al

Credential Status

Certificate Application Pending

Figure SBD-VMC-01: Bachelor’s Degree Certificate Credentials - Application Pending

Note that Certificate appears in the Credential Definition column and shows a status of Application
Pending in the Credential Status column.

Once the Bachelor’s Degree Certificate application has been submitted, the application is directed to
the DDOE Licensure & Certification (L&C) team for review and approval. From this point forward, all
communication is done through the View My Applications page on the Educator Dashboard. The
applicant can monitor status and respond to deficiencies, as raised by the DDOE L&C team.

Deficiencies — Bachelor’s Degree

More often than not, the application will contain deficiencies when reviewed by the DDOE L&C team.
The important thing is to respond to these deficiencies as quickly and completely as possible. When a
deficiency is raised, the applicant will be informed in three ways:

o An email will be sent to the applicant’s primary email address to notify that there is a deficiency
in the application that needs to be resolved. Go to your email provider mailbox and find the
email sent from deeds@doe.k12.de.us with the Subject DDOE — Deficiencies in Application.

e A Respond to Deficiency button appears on the Educator Dashboard home page.

e A Deficiency is listed on the View My Applications page of the Educator Dashboard.

On the Educator Dashboard, there is a new red Respond to Deficiency button that appears on the right
side of the page under the menu options. This Respond to Deficiency button is an immediate indicator

that a deficiency has been raised and action is required by the applicant in order to move forward with

the application process.
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Apply for Early Apply for K12 What can | do Help
Learning Today?

Click on links to quickly access your account
and applications.

Respond to Deficiency
View/Update My File

View My Applications

View My Credentials

Print My Credentials

Figure SBD-DEF-01: Bachelor’s Degree Certificate Dashboard Respond to Deficiency Button

Click Respond to Deficiency button or Click View My Applications button, as either choice will direct the
user to the View My Applications page.

Application Type Submitted Date View PDF

1 3 4 5
’ ° . n Bachslors Degres Cartficats 07H082021 Visw Agplication Withdraw

‘Application Quaity Review Analyst Review Finalize

Completea [ Dencent Mot Stared Mot Staned Not Stanted

ond 1o the deBiciency by clicking the bulion below

Deficiency Name Notes: Date

Missing Gegres confemal date of incamplete coursework Transcript s missng confeal date. Flease provide Iranscript with confemal date included 0710872021

Figure SBD-DEF-02: Bachelor’s Degree Certificate Application Tracker with Deficiency Raised

Note that the color of the Intake banner has changed to red and the status has changed to Deficient.
Additionally, there is an Action Required stamp below the Application Tracker as an alert that action is
required. Refer to the Deficiency Details table below the Application Tracker for details regarding the
deficiency raised. A brief description of the deficiency is listed in the Deficiency Name column and a
brief description of the required action is listed in the Notes column. The date that the deficiency was
raised is shown in the Date column.

Review the description of the deficiency in the Deficiency Details box and determine how to fix the
problem. The user will need to supply additional information specific to the issue raised within the
deficiency. Read the Notes to ensure that the required action can be achieved at the current time.

Click the Respond to Deficiency button directly above the Deficiency Details table and below the
Application Tracker banners.

User is directed to the section of the application where there is a deficiency. The green bar is designated
with a red x to indicate that the issue is unresolved. In this example, there was a deficiency raised in the
Education information provided with the application, so the user is directed to the Education bar.
Attention will be focused on the Deficiency section at the bottom.
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Deficiency
Read the information in the Staff Notes field, describing what deficiency needs to be resolved. In the Educator Notes field, enter information related to corrective measures that have been taken to address the

deficiency raised.

Check the Resolved checkbox to indicate that the deficiency has been resolved. Note that when the Resolved checkbox is checked, a Save Changes button appears and the green bar icon changes to a green v
to indicate that the required action is complete.

Click Save Changes button within the Deficiency box.
If more than one green bar is presented, then click Save & Next button to move to the next deficiency to be responded to.

Once all the green bars have been visited and all deficiencies have been responded to, click ReSubmit to resubmit the application for review and approval.

Missing degree conferral date or incomplete coursework (Applicant) [ Resolved
Staff Motes
Transcript is missing conferral date. Please provide transcript with conferral date included.

Educator
Notes

ReSubmit

Save & Next

Figure SBD-DEF-03: Bachelor’s Degree Certificate Respond to Deficiency Action

Applicant is directed to the section of the application where there is a deficiency. The green bar is
designated with a red x to indicate that the issue is unresolved. In this example, there was a deficiency
raised in the Education information provided with the application.

In the Educator Notes field, enter information related to corrective measures that have been taken to
address the deficiency raised. Check the Resolved checkbox to indicate that the deficiency has been
resolved. Note that when the Resolved checkbox is checked, the green bar icon changes to a green V to
indicate that the required action is complete.

Deficiency EETERe ELLES

Read the infermation in the Staff Notes field, describing what deficiency needs to be resolved. In the Educator Notes field, enter information related to corrective measures that have been taken to address the

deficiency raised.

Check the Resolved checkbox to indicate that the deficiency has been resolved. Note that when the Resolved checkbox is checked, a Save Changes button appears and the green bar icon changes to a green v
to indicate that the reguired action is complete.

Click Save Changes button within the Deficiency box.
If more than one green bar is presented, then click Save & Next button to move to the next deficiency to be responded to.

Once all the green bars have been visited and all deficiencies have been responded to, click ReSubmit to resubmit the application for review and approval.

Missing degree conferral date or incomplete coursework (Applicant) Resolved

Staff Notes
Transcript is missing conferral date Please provide transcript with conferral date included
Educator .
Notes UD transcript with conferral date provided to HR office |
)

Save & Next

Figure SBD-DEF-04: Bachelor’s Degree Certificate Respond to Deficiency Resolution
Click the Save Changes button within the Deficiency box. The Save Changes button disappears.

If more than one green bar is presented, then click Save & Next button to move to the next deficiency to
be responded to.

Once all the green bars have been visited and user has responded to all the deficiencies, click the
ReSubmit button.
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Thank you for resubmitting your application,
To monitar the status of your appicstion, g to View My Appiications on the Educatar Dashbaard,

Click the Back to Dashboard button to continue.

Back To Dashboard

Figure SBD-DEF-05: Bachelor’s Degree Certificate Resubmit Application Confirmation

Confirmation message is displayed thanking applicant for resubmitting the application. Click Back to
Dashboard button.

Note that the red Respond to Deficiency button is gone from the Educator Dashboard.

Click the View My Applications button to review the current status of the resubmitted application.

Application Typs Submitted Date View PDF

Bachelors Disgres Certicate orivazazt View Appicaton [ vanarn |

||

il
o
¢

Compieted In Progress Not Started Not Started Mot Started

Missing degrae conferral date of Incomplsts coursewark Transcript s mizsing conferral date. Pleas provide ranscript wih confental date includsd. 07082021

Figure SBD-DEF-06: Bachelor’s Degree Certificate Application Tracker after Deficiency Addressed

The Intake banner has changed to yellow and the status has changed to In Progress. Additionally, the
Action Required stamp below the Application Tracker is gone. This status indicates that the application
has now been directed back to the DDOE L&C team for further review and approval. There is no further
action required at this time.

Application Complete — Bachelor’s Degree

Once the deficiencies, if raised, have been resolved and the application has been approved by the DDOE
L&C team, the information on the View My Applications page will change to:

Application Type Submitted Date View PDF

1 2
n . n Bachelors Degree Certificate 07/09/2021 View Application
Application

Intake. Quality Review Analyst Review Finalize

Completed Completed Completed Completed Completed

Figure SBD-CMP-01: Bachelor’s Degree Application Tracker after Certificate Issued

An email will be sent to the applicant’s primary email address to notify that the application has been
approved. Go to your email provider mailbox and find the email sent from deeds@doe.k12.de.us with
the Subject DDOE — Application Approval.

Click View My Credentials button on the Educator Dashboard and locate the Administrative Certificates
section.

Administrative Certificates

[ show Al
Credential Definition Credential No FirstIssuance Date Effective Date Expiration Date Credential Status

Bachelors Degree Certficate 235843 07/09/2021 07/09/2021 Issued

Figure SBD-CMP-02: Bachelor’s Degree Credentials after Certificate Issued
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The Bachelor’s Degree Certificate applied for appears in the Credential Definition column and the
Credential Status column shows a status of Issued. One of the most important things to note is that the
Expiration Date column is blank because certificates do not expire.

Congratulations! The Bachelor’s Degree Certificate has been successfully issued.
Print Certificate — Bachelor’s Degree

Once the Bachelor’s Degree Certificate has been issued, it can be printed. From the Educator
Dashboard, click either the Print My Credentials button or the View My Credentials button on the right
side of the page. Either option will direct you to the Credentials tab of the user data. At the top of the
page is a Print and Download Credentials section:

Figure SBD-PC-01: Bachelor’s Degree Print Credentials Form

Click the down arrow of the Select a License dropdown list.

Figure SBD-PC-02: Bachelor’s Degree Print Credentials Certificate Options

The list of options displayed is limited to the credentials that have been issued to the user. Select the
Bachelor’s Degree Certificate option. Click the down arrow to the right of the Select a Document Type
dropdown list.

The list of Document Type options displayed is limited to the certificates that can be printed for the
credential selected in the Select a License list. Select the Wall Certificate for Administrative Permits
option from the list.

i"’“"‘la Reset

Figure SBD-PC-03: Bachelor’s Degree Print Credentials Selection

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 Belatwary

Delaware Department of Education

Know all persons by these Present, that

Alison Embers

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

Bachelors Degree Certificate

Issue Date: 07/092021
Effective Date: 071092021
Expiration Date:

Figure SBD-PC-04: Bachelor’s Degree Wall Certificate

A wall certificate of the Bachelor’s Degree Certificate, suitable for framing, has been downloaded to the
user computer.

During the credential selection process described above, a number appeared in the Select a License
dropdown list next to the certificate name, in this example: Bachelor’s Degree Certificate — 235843.

Administrative Certificates
[ show Al
Credential Definition Credential No FirstIssuance Date Effective Date Expiration Date Credential Status

Bachelors Degree Certiicate 235843 0710912021 07/0912021 Issued

Figure SBD-PC-05: Bachelor’s Degree Certificate Identification Number

This number associated with the certificate is the identification number of the credential issued to the
individual. Note that the Administrative Certificate table on the View My Credentials page lists 235843
in the Credential No column, which corresponds with the credential selected for printing.

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
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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:

l

Document Type ink

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) 9_‘;3_03 AN Download

07/10/2021
New Application 54449 AM Download

o o o o

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.

Associate Documents

Search:

l

Document Type ink

07/10/2021
We
Updated ARTC Welcome Letter 12-40°00 FM Download

<]

07/10/2021
High School Transcript 9:43:25 AM Download

07/10/2021
College Transcript (HR & DOE Only) 9_‘;3_03 AM Download

07/10/2021
New Application 54449 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
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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 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.
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