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1.1 Log In Screen

Teachers access the Oklahoma Educator Credentialing System (OECS) Phase I -
Highly Qualified Teacher (HQT) System through the main Oklahoma Department of 
Education web site.  The address for the web site is www.sde.state.ok.us.

The screen shot below has the link highlighted that will take you to the OECS HQT 
System.  Please note that we have scrolled down to the What’s New section of the
department’s web site.  Clicking the highlighted link will display the main log in screen 
for the OECS HQT system.
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The screen shot below shows the main log in screen for the OECS HQT system.  You 
will notice that the screen is divided into several sections.  The menu bar on the right 
has several options relating to help and navigation with the system.  

The yellow panel is the primary area that is used to log into the system.  A user types in 
their Account ID and Password and then clicks the Log In To OECS button to access 
the system.

If you are a new user then the Create New Account button is used to start the Create 
Account Wizard.  

If you have created an account but do not remember your Account ID or Password then 
the Reset Account button will allow a user to reset their log in credentials.
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1.2 Creating an Account

If you do not have an account set up for the OECS HQT system then click the Create 
New Account link described above.  This button starts the Create Account Wizard.  

The first step of the wizard is to establish your identity.  This is accomplished by the 
entry of your SSN or Teacher Number, along with your Last Name.  In order to create a 
new account you must already be in the Oklahoma Educator Database.  This means 
that you must have already taken an Oklahoma test for certification or have applied for 
a certificate.  If you are not in the database then you will not be allowed to create an 
account.

Once the identifying information has been entered the next screen in the wizard is 
displayed by clicking the Next button.
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The next step of the Create Account Wizard is for the entry of your User ID.  The User 
ID is the ID that you will use to access the OECS HQT system.

You should select an ID that is easily remembered.  One that is frequently used in other 
electronic systems is often the best choice.  

The User ID must be at least 6 characters long.

Once the User ID has been entered the next screen in the wizard is displayed by 
clicking the Next button.
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The next step of the Create Account Wizard is for the entry of your Password.  The 
Password is used in combination with the User ID to access the OECS HQT system.

You should select a password that is easily remembered.  However, account security is 
important so it should not be identical to your User ID or similar to your name.  A 
password that is frequently used in other electronic systems is often the best choice.  

The Password must be at least 6 characters long.

Once the Password has been entered the next screen in the wizard is displayed by 
clicking the Next button.
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The next step of the Create Account Wizard is for the entry of your Secret Question.  
The Secret Question is used to reset your account if your User ID or Password is 
forgotten.

Select a Secret Question from the list and then supply the answer to the question.

Be sure to select a question and enter an answer that you will remember in the event 
that you need to reset your account.

Once the Secret Question has been entered the next screen in the wizard is displayed 
by clicking the Next button.
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The next step of the Create Account Wizard is for the entry of your Email Address.  The 
email address is used to send you information about application approvals, answer 
support requests, and notify you about important system information.

You should enter an email address that is used frequently so that you do not miss any 
important notices from the OECS HQT system.

Once your Email Address has been entered the next screen in the wizard is displayed 
by clicking the Next button.
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The last step of the Create Account Wizard is simply a review of all the information that 
you have entered.  At this point, you can enter the system by pressing the Enter button.  

You should print this screen for your reference in the event you forget your log in 
credentials.

Your account has now been created and you can use the User ID and Password to log 
into the system from the main Log In page that was documented earlier in the manual.
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1.3 Resetting an Account

If you have an account set up for the OECS HQT system but can not remember the 
User ID or Password then you need to reset your account.  You can reset your account 
by pressing the Reset Account button from the main log in page documented earlier in 
the manual.  This button starts the Reset Account Wizard.  

The first step of the wizard is to establish your identity.  This is accomplished by the 
entry of your SSN or Teacher Number, along with your Last Name.  In order to reset 
your account you must have already created an account.  If you have not already 
created an account then use the Create New Account button instead of the Reset 
Account button.

Once the identifying information has been entered the next screen in the wizard is 
displayed by clicking the Next button.
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The next step of the Reset Account Wizard is for the verification of your Secret 
Question.  The Secret Question was established when you first set up your account.  It 
must be verified before you can reset your account.  This helps to protect your account
from unauthorized access.

The Secret Question that you selected when you created your account is displayed.  
There is an entry area for the answer.  Type the answer in the entry area.  It must be 
exact (capitalization is ignored).  For instance, in the example below the Secret 
Question answer is Springfield.  If Springfield, OK had been typed the answer would not 
have matched.

Once the Secret Question Answer has been entered the next screen in the wizard is 
displayed by clicking the Next button.
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The next step of the Reset Account Wizard is for the entry of your User ID.  The User ID 
is the ID that you will use to access the OECS HQT system.  

The current User ID is displayed for your convenience.  You can keep the previous User 
ID or reset it to a new value.

You should select an ID that is easily remembered.  One that is frequently used in other 
electronic systems is often the best choice.  

The User ID must be at least 6 characters long.

Once the User ID has been entered the next screen in the wizard is displayed by 
clicking the Next button.
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The next step of the Reset Account Wizard is for the entry of your Password.  The 
Password is used in combination with the User ID to access the OECS HQT system.

You should select a password that is easily remembered.  However, account security is 
important so it should not be identical to your User ID or similar to your name.  A 
password that is frequently used in other electronic systems is often the best choice.  

The Password must be at least 6 characters long.

Once the Password has been entered the next screen in the wizard is displayed by 
clicking the Next button.



Oklahoma Educator Credentialing System (OECS) Phase I – Highly Qualified Teacher System

Page 15 of 51

The next step of the Reset Account Wizard is for the entry of your Email Address.  The 
email address is used to send you information about application approvals, answer 
support requests, and notify you about important system information.

The current Email Address is displayed for your convenience.  You can keep the 
previous Email Address or reset it to a new value.

You should enter an email address that is used frequently so that you do not miss any 
important notices from the OECS HQT system.

Once your Email Address has been entered the next screen in the wizard is displayed 
by clicking the Next button.
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The last step of the Reset Account Wizard is simply a review of all the information that 
you have entered.  At this point, you can enter the system by pressing the Enter button.  

You should print this screen for your reference in the event you forget your log in 
credentials.

Your account has now been reset and you can use the User ID and Password to log 
into the system from the main Log In page that was documented earlier in the manual.
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1.4 Summary Screen

Once you have logged into the OECS HQT system you will see the screen below.  This 
screen is the summary screen that has helpful links to system features.  It will also have 
important information and highlight any new features that are added to the system. 

The most important thing to notice is the main toolbar.  The toolbar options are used to 
access the primary screens in the system.  Clicking any of the buttons will take you to 
the appropriate screen.
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1.5 Editing Account Information

You can edit your profile information by selecting the Profile menu bar button.  The 
profile information was set up when you created (or reset) your account.  This 
information can be changed at any time you are logged into the OECS HQT system.

The screen below shows the Profile screen that is displayed when the Profile button is 
clicked.

If you wish to change any of the information, click on the Edit button.  Clicking on the 
Edit button will start the Edit Profile Wizard.
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The screen below is displayed when the Edit button is selected from the View Profile 
screen.  You will notice that the information is identical to the information that was 
collected when you set up your account.  Change any of the information that you desire 
and then click the Save button. 

You must enter your password each time you edit your profile.  You can use the same 
value or a new value at your discretion.
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1.6 Getting Help

You have three options for getting help in the OECS HQT system.  

The first option is the frequently asked questions.  The link for the Frequently Asked 
Questions is always displayed in the middle of the screen right below the Title Bar.

The second option for getting help in the OECS HQT system is the Contact OECS 
Support menu option on the left side of the screen.  This option will allow you to send an 
email to the HQT support team.  You must have a properly configured email client on 
your machine to send an email.  In the event that you do not have a properly configured 
email client; then you can send an email to HQTSupport@sde.state.ok.us from a 
different computer or from an online email service such as Hotmail, Yahoo, or Google 
Mail.

The third option for getting help in the OECS HQT system is the Help menu bar button.  
This option is only available if you are logged into the system.  This option brings up the 
screen that appears below.  This screen will show any known issues and allow you to 
enter a support request by selecting the Submit Support Request button.
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Once the Submit Support Request button is clicked the Support Wizard is displayed.

The Support Request Wizard will default your current user information and allow you to 
enter the details of your support request.  Be sure to include your phone number and 
check your email address.  The email address will default to your profile’s email address 
but can be changed if necessary.  

Once you have submitted your request by clicking the Submit button, your support 
request will be automatically routed to a support professional.  You will receive an 
answer through email.  If necessary, the support professional will call you.  Support 
professional will only call you if it is necessary to understand the support issue.  Most 
likely, you will receive an email response before any clarifying phone calls.

Cell phones are usually the best choice for the phone number.
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2.0 Reviewing Credentials

You can click the Credentials toolbar button to display your teacher credentials.

You will see all the information the Oklahoma State Department of Education has in 
their database relating to your certification.  Degrees, National Board certificates, 
Certificate Areas, Tests Passed, and Assigned Classes are all displayed.  In addition, 
you will see a Submit New Teaching Area Qualification button.  This button allows 
you to submit your highly qualified information for your certificate areas.

2.1 Degrees

The degrees on file are the first thing listed.  This is not a complete list of your degrees.  
Currently, it is the first degree reported to the Oklahoma State Department of Education 
for each degree type held.  So if you have more than one Master’s degree, only the first 
one will be displayed.  This issue will be resolved once OECS Phase II – Teacher 
Credentialing is completed.  It is schedule for completion in the fall of 2007.

All degree majors are currently set to 0000 - Not Assigned.  Phase II (again, due in the 
fall of 2007) will address this issue, and allow the degree majors to be completed online.  

Degree dates are partially complete.  Phase II will allow for degree dates to be entered 
if they are missing.
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2.2 National Board Certificates (NBPTS)

If you have completed the National Board of Professional Teaching Standards (NBPTS) 
certification process then your certificate will display in the National Board table.  The 
Oklahoma State Department of Education only receives NBPTS completion information 
once per year.  It is possible that your certificate will not display in the list if you 
completed it after the information was reported to us.

2.3 Certificate Areas

The certificate areas listed are for all your held certificate areas.  Please notice the far 
right column of the Credential Area table named Highly Qualified.  This column will have 
one of three values; N/A, HQ, or Not HQ.  

N/A means Not Applicable.  This means that the credential area is not a core subject 
area requiring high qualification.

HQ means Highly Qualified.  This means that the credential area is a core subject area 
and the teacher is considered to be highly qualified in the area.

Not HQ means Not Highly Qualified.  This means that the credential area is a core 
subject area and the teacher is not considered to the highly qualified in the area.  
Please keep in mind that this does not mean that you are not highly qualified, but rather 
that we do not have enough information on file to know that you are highly qualified.

2.4 Tests Passed

The Passed Tests table shows all tests on file that have been passed.  These tests 
were automatically compared against your credential areas, and any core subject areas 
with a matching test were automatically marked HQ – Highly Qualified.  Failed tests are 
not displayed in the list.

2.5 Assigned Classes

If the teacher is currently the teacher of record in an Oklahoma Public School then the 
class assignment will be displayed in the Class table.  Keep in mind that the class 
information is reported once per year so the classes may not be an exact match if they 
are reported in an earlier semester.  Any areas you hold for which you are highly 
qualified, are automatically compared to your assigned classes.  You are highly 
qualified in any class where you hold a highly qualified area that allows you to teach that 
class.
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3.0 Getting Highly Qualified In Your Areas

You can become highly qualified in an area that you are not marked as highly qualified 
by selecting the Submit New Teaching Area Qualification button.  This button allows 
you to record how you are highly qualified in a non highly qualified area. 

Clicking the button starts the Highly Qualified Teacher wizard which will walk you 
through submitting your highly qualified credentials.
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The screen below is displayed once the Highly Qualified Teacher Wizard is started.  It is 
a confirmation screen that is used to verify your identity.  All user actions are recorded, 
and all answers to wizards are recorded.  This helps to prevent unauthorized access to 
your account by other users.

You should verify the information and then select Yes, the information is correct.

Click the Next button to see the next step of the wizard.



Oklahoma Educator Credentialing System (OECS) Phase I – Highly Qualified Teacher System

Page 26 of 51

Once you have verified your identity you will see the screen below.  This screen shows 
all the credential areas that you are not currently considered to be highly qualified.  
Again, this does not mean that you are not highly qualified, but rather that the system 
does not currently have enough information to know that you are highly qualified.

By completing the wizard you are supplying the system with the information it needs to 
show that you are highly qualified.

Select the area in which you wish to become highly qualified.  Once you do this mark 
that you Accept the entry 

Click the Next button to see the next step of the wizard.
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3.1 Submitting Degree Qualifications

You are now given a choice of how you wish to become highly qualified.  The screen 
below shows all the ways you can become highly qualified.  This user manual will go 
through each option.  

The first three options all relate to degrees.  These options are all very similar.

Undergraduate Degree is the Major of your Bachelor’s degree.  Advanced Degree is the 
Major (or advanced degree area) of your Master’s, Specialist’s, or Doctorate degree.  A 
Constructed Major is the accumulation of 32 semester hours of coursework in any area, 
at any number of institutions.  The coursework can not be in the education area.  In 
other words, it can not be on how to teach a subject.  The hours have to be content on 
the subject.

For this example, we are selecting Undergraduate Major and Accepting the entry

Click the Next button to see the next step of the wizard.
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The wizard is now going to collect the information about your degree major.  The first 
step is to get the state that the degree was earned.  If you are doing a constructed 
major this step is skipped.

Select the state in which your degree was earned and then Accept the entry.

Click the Next button to see the next step of the wizard.



Oklahoma Educator Credentialing System (OECS) Phase I – Highly Qualified Teacher System

Page 29 of 51

You will now get a list of institutions for the selected state.  If you are doing a 
constructed major this step is skipped.

Select the institution in which your degree was earned and then Accept the entry.

Click the Next button to see the next step of the wizard.
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You will now get a list of degree types, and an opportunity to enter the degree date.  If 
you are doing a constructed major this step is skipped.

Select the degree type of your degree, the degree date, and then Accept the entry.

Click the Next button to see the next step of the wizard.
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You will now get a list of degree majors that match your selected credential area.  In the 
example below, our degree area is 1501 – Elementary Education.  We see that the 
degree major is also Elementary Education.  If you do not find an exact match then you 
should pick the closest wording to your actual degree major.

Select your degree major from the list and then Accept the entry.

Click the Next button to see the next step of the wizard.
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You will now see a review of the information you have entered. 

Click the Next button to submit your highly qualified application.
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Once you have submitted your application you will see a screen similar to the screen 
below.  It will say that your application has been submitted for review.  This means that 
the application is now on file and has been submitted to your local principal for approval.

You will notice that the area in which you applied for high qualification is now in a 
Pending status.  Once it is approved it will change to HQ, for Highly Qualified.
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3.2 Submitting National Board (NBPTS) Qualifications

The screen below is the Highly Qualified Wizard screen that shows the different options 
available to become highly qualified.  We will walk through how to enter that you 
completed National Board of Professional Teaching Standards (NBPTS) certification.
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The first step after selecting the NPBTS highly qualified option is to indicate which 
certificate you earned.  The screen will display a list of all the certificates that match 
your selected area.  In the example below, our area is 1501 – Elementary Education. 
This area matches two NBPTS certificate types.  They are both displayed in the list.  If 
your certificate type is not listed then it probably is not appropriate for the area you have 
selected.

Select the NBPTS certificate type that you earned and then Accept the entry.

Click the Next button to see the next step of the wizard.
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You will now see a review screen that documents the options you have selected.

Reviewed the information and mark it Accepted.

Click the Next button to submit your application.
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Once you have submitted your application you will see a screen similar to the screen 
below.  It will say that your application has been submitted for review.  This means that 
the application is now on file and has been submitted to your local principal for approval.

You will notice that the area in which you applied for high qualification is now in a 
Pending status.  Once it is approved it will change to HQ, for Highly Qualified.
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3.3 Submitting HOUSSE Qualifications

The screen below is the Highly Qualified Wizard screen that shows the different options 
available to become highly qualified.  We will walk through how to enter that you 
completed the High Objective Uniform State Standard of Evaluation (HOUSSE).
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The first question of the HOUSSE wizard is whether or not you are a Special Education 
teacher.  Keep in mind that you are only considered a special education teacher if you 
provide direct instruction in a core academic subject area and are the teacher of record.

This question is important because the HOUSSE options are different for Special 
Education teachers.

Indicate your Special Education status.

Click the Next button to submit your application.
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The next step of the HOUSSE wizard a list of the different categories you can do to 
accumulate points.  In order to qualify to become highly qualified by HOUSSE you must 
accumulate 100 points in any combination of several different categories.

These categories are the same categories that are listed across the top of the columns 
on the paper HOUSSE form.  Again, you can accumulate 100 points in any combination 
of the categories.  For our example we will be entering points in three of the categories.  
The first category is College Course work.

Mark college coursework and Accept the entry.

Click the Next button to continue to the next wizard step.
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The next screen will show a complete description of the selected HOUSSE category.  It 
will describe eligibility for the activity along with how many points the activity is worth.  
At the bottom of the screen will be an area for you to enter details for the selected 
category.  In this case, we selected college course work so the screen is asking us for 
the number of semester hours.  Enter the number of semester hours and Accept the 
entry.  In this case we have entered 10 semester hours.

Click the Next button to continue to the next wizard step.
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The next step of the HOUSSE wizard shows us how many points we have accumulated.  
We have only entered in college coursework.  We entered 10 semester hours.  Since 
each semester hour is worth 4 points we have accumulated a total of 40 points.  

We have not accumulated 100 points.  Because of this, the screen defaults to continue 
entering points.

Click the Next button to continue to the next wizard step.
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We are now returned to the screen where we can select addition categories.  In the 
event we made a mistake, we could just reselect the previously entered category and 
reenter the correct value.

For our example we will now select Years of Teaching Experience and Accept the entry.

Click the Next button to continue to the next wizard step.
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The next screen again shows a complete description of the selected HOUSSE category.  
In this case, teaching experience is entered for three different periods.  We have 
entered 3, 2, and 11 in the example below.

Click the Next button to continue to the next wizard step.
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We again are returned to the overview of our total points entered.  Since we have 
entered two categories we are now at 80 total points.  We are still not at 100 points so 
the system defaults to continue entering points.

Click the Next button to continue to the next wizard step.
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We are again returned to the category entry screen.  We will enter one more category 
that will allow us to accumulate 100 points.  This time we will enter points for Service in 
the Content Area.

Click the Next button to continue to the next wizard step.
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We again are presented a screen that describes this category in detail.  We will indicate 
that we have completed two or more of the listed items for a total of 20 points.

Click the Next button to continue to the next wizard step.
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We are again presented with the summary points screen.  However, since we have now 
accumulated 100 points the screen has defaulted to Submit the application.  

Click the Next button to submit the HOUSSE application.
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Once you have submitted your application you will see a screen similar to the screen 
below.  It will say that your application has been submitted for review.  This means that 
the application is now on file and has been submitted to your local principal for approval.

You will notice that the area in which you applied for high qualification is now in a 
Pending status.  Once it is approved it will change to HQ, for Highly Qualified.
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3.4 Reviewing Your Application Status

You can check on the status of your submitted application by selecting the High 
Qualification Status toolbar menu.  This menu will display the screen shown below.  All 
areas will be displayed along with all application that have been submitted and their 
current status.

The applications are listed in descending order by submission date so that the most 
recently submitted applications are displayed first.  

We also have the option to submit additional applications if we hold other areas in which 
we are not yet considered highly qualified.

You can review the application details for any given application by clicking the Review 
link to the right of the application.
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In the example below we have clicked the review link.  We can now see all the 
information for the selected application, including the approval information. 

Any approvals that have been performed will show on this screen as soon as they 
occur.  You can also withdraw your application if you change your mind or make a 
mistake.

Applications can not be withdrawn after they have been approved.


