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Getting Started

Begin by accessing the Oklahoma State Department of Education website.

e http://www.ok.gov/sde/

e From the home page click on the link in blue labeled Single Sign On to access your account

—~—CAE™ -

Services News & Blogs Resources

Educators

2013 Oklahoma Teaches of the Year Elaine Hulchison Featured

on The ignite Show

National Math and Science Inltiative Expands Comgprenensive

Advanced Placement Program at Enid High Sohool

Oklaho State Department of Education Releases A-F Repo
Card for 5

chools Statewide FbiJC/\

Lt
NAEP Scores Show Oklahoma Students up in Three Areas, Still '
Behmd Nation VIEW THE NEW

e | AF REPORT CARDS
State Board of Education Meeting, November 6, 1 pm
< - ’

Creating a New User Account

e If you have never created an account to manage various school or state reports or your own
teacher records you will need to create a user account.
o Click, Are you a new user? Click here to create an account

e W v i L s o

&% Home / Applications
o Username:
& About This Site
Password:
& Help Page
A7 Signin S

‘. Are you a new user? Click here to create an account.

—
"=  Username problems? Click here to recover your username.
Lur !

[ i

;_.-- o Password problems? Click here to recover your password.
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Create a New User Account Wizard Steps

Step 1

e Fill in the blanks with the required information
e Use the drop down menus to fill in your Date of Birth
e Click Next

Create A User Account Home = Create A User Account

Create A User Account - Step 1 of 4

Use this form to create an account.

Please enter the information below and click the Next button.

User Name: | &

Password: *

Confirm Password: *

First Name: *

Last Name: *

Primary Email Address: *
2nd Email Address: optional

Date of Birth: Jan [~|/1 [+] 1994[+] *

Cancel Next

The username and email address must be unique. Only one email address can be tied to an account for
if you ever forget your password the system will send you an email to reset your password. The
username can only be tied to one account as it is a searchable option when locating accounts in the SSO
system.
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Step 2

e Select a Secret Question from the drop down menu
e Enter your answer to each question
e C(Click Next

Create A User Account Home = Create A User Account

Create A User Account - Step 2 of 4

Use this form to create an account.

Please enter the information below and click the Next button.

Secret Question 1: E *
Secret Answer 1: *
Secret Question 2: | _sglect-—- E *
Secret Answer 2: *
Secret Question 3: | —select— E *
Secret Answer 3: *

Note: These questions will be used to verify your identity if you ever need to reset your password.

Cancel Previous Step Next

—-select-- |i|

e Hereis an example of the Secret Question bank  |\What is your father's middle name?

e Once you choose a question it will not appear What town were you born in?
What is the name of your first pet?

What is your mother's maiden name?
What was the name of your first school?
What make was your first car or bike?
What was your high school mascot?
Who was your childhood hero?

Where did you meet your spouse?
What is your favorite pastime?

JWhat is your favorite sports team? i

on next question selection bank
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Step 3

On this step you will indicate whether the Oklahoma State Department of Education holds an educator
file for you or if you are just beginning the certification process.

e [f you currently hold an Oklahoma teaching certificate, are needing to complete a college
recommendation, Career Tech recommendation, or a Teach for America recommendation you
will highlight the bubble, | DO want to access my Oklahoma certification records. Enter your
teacher number if you have one and know it, or you can use your social security number to
verify your identity and link your Single Sign On (SSO) account with your Oklahoma teacher
record.

e If you are working on getting your Oklahoma teacher certification but have not submitted
paperwork you will highlight the bubble, | do NOT want access to my Oklahoma certification
records. You can continue creating your account but you will not have access to the Oklahoma
Educator Credentialing System until paperwork has been submitted.

Create A User Account Home = Create A User Account
Create A User Account - Step 3 of 4

Use this form to create an account.
Please enter the information below and click the Next buttan.

Would you like to access your Oklahoma certification records? If so, provide your Teacher Number or SSN.
1do NOT want to access my Oklahoma certification records.
DO want to access my Oklahoma certification records.

Note: Teacher Number or Social Security Number is required. &

Teacher Number:

Social Security Number:

Cancel Previous Step Next
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Home = Create A User Account

Create A User Account
Create A User Account - Step 3 of 4

Use this form to create an account.
Please enter the information below and click the Next button.

Would you like to access your Oklahoma certification records? If so, provide your Teacher Mumber or SSN.

@ | do NOT want to access my Oklahoma certification records.
11 DO want to access my Oklahoma certification records.

Note: Teacher Number or Social Security Number is required

Teacher Number:

Social Security Number:

Previous Step Next

Cancel

Page 6
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Online Educator Credentialing System

Step 4

Once the system finds your teacher file it will link your Single Sign On account with your Oklahoma

online teacher file. This last step is a summary of your Single Sign On account. Once you click Submit it

will bring you back to the log in page.

Create A User Account

| found

Create A User Account - Step 4 of 4

New User Account Summary Page

Please enter the information below and click the Submit button.

Home = Create A User Account

User Name:
Password:

First Name;
Last Name:

Primary Email Address:
2nd Email Address:

Pheone;
Phone Extension:
Fax:

Secret Question 1:
Secret Answer 1:
Secret Question 2:
Secret Answer 2;
Secret Question 3:
Secret Answer 3:

Teacher Number:
Social Security Number:

County Code:
District Code:
Site Code:

Tester1
Password

@yahoo.com

What is your father's middle name?
Adam

What town were you born in?
Oklahoma city

What was your high school mascot?
Tiger

Previous Step Submit

Oklahoma State Department of Education

Page 7



Online Educator Credentialing System Educator Certification User Guide

Step 4

If you do not have an existing Oklahoma educator record with the Oklahoma State Department of
Education this is an example of what you will see for step 4.

Create A User Account Home = Create A User Account

Create A User Account - Step 4 of 4

New User Account Summary Page

Please enter the information below and click the Submit button.

User Name: tester1
Password: Password

First Name:
Last Name:

Primary Email Address: {@yahoo.com
2nd Email Address:

Phone:
Phone Extension:
Fax:

Secret Question 1: What is your mother's maiden name?
Secret Answer 1:

Secret Question 2: What make was your first car or bike?
Secret Answer 2:

Secret Question 3: What was the name of your first school?
Secret Answer 3:

Teacher Number:
Social Security Number:

Cancel Previous Step Submit
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After you have created your account and later you need access to your Oklahoma educator record you
may do so by clicking on the link, Your Account.

2Nt Or Eaucauon

. Home (apoications Home / Applications

B Your Account

Applications These are your current applications

€ AboutThis Sne

@ Holp Page You are currently not associated with any applications.

Sia

Sign Out
NOTE: To access the Oklahoma Educater Credentialing System (OECS) and your Okiahoma certication records you need 1o click
the Your Account’ link, adit your sccount and enter your Teacher Number or SSN

e Click on the link, Edit Account

Your Account Home » Your Account

Profile -

tester @yahoo_com

4/18/1994

What make was your first car or bike?
What was the name of your first school?
What is the name of your first pet?

Edit Account Change Username Change Password Edit Security Answers
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e Enter you Teacher Number or Social Security Number

e Click Submit

Editing User Account Home > Your Account > Editing User Account

Editing User Account - Step 1 of 1

Use this form to edit an account.

Please enter the information below and click the Submit button.

User Name: tester] *
First Name: *
Last Name: *
Primary Email Address: @yahoo.com *

2nd Email Address:

Phone Number (xxx) XxxXx-xxxx:
Phone extension (if applicable):

Fax Number (3000) 300X-Xxxx:

Date of Birth: |Apr ] [18[<][1994[] *

Note: Would you like to access your Oklahoma certification records online? If so,
provide your Teacher Number or SSN.

Teacher Number:

Social Security Number:

Cancel Submit
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Logging into the system
Enter your username and password to log into the system.

ent of Education

% Home [ Applications

Username:
& About This Site

Password:
@ Help Page

Sign In

47 Signin

Are you a new user? Click here to create an account.
Username problems? Click here to recover your username.

Password problems? Click here to recover your password.

Home Single Sign On menu
The menu for the SSO system gives links to

e Home/Applications
o This tab takes you to the Single Sign On home page
e Your Account
o This tab is where your login information is held. If you need to make changes you would
do so here.
e About this site
o This tab gives information about the Single Sign On system
e Helpful Links
o Located in this tab are links to the SDE service desk. Should you have issues regarding
the system you would notify them and someone from the help desk could walk you
through the system. Also located is a link to the Oklahoma State Department of
Education home page, Accountability at a Glance, and the Wise Tool Online.
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e Sign Out
o Thisis the link you would use to log out of the system.

it of Education

", Home/Aopications  Hiome [/ Applications

& Yourccount € A Request Accass To An Applicati

© Avout This She

These are your current applications
@ Help Page Applications y pp
@ O=CS - Educator
Sign Ot lor Creoentishng hes1 phain beat - test uml
@ 5802 - User
. Sest plan texd - test ol
Pending Requests For Access
Your Account

From here you can manage your Single Sign On profile. Below your profile information are tabs to make
updates to each section.

Your Account Home > Your Account

Profile -

Tester1 @yahoo.com

4/29/1981

What is your fathers middle name?
What town were you born in?

What was your high school mascot?

Edit Account Change Username Change Password Edit Security Answers
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When you click on the first tab this edits your account information.

e  Make your changes
e Click Submit

Editing User Account Home » Your Account > Editing User Account

Editing User Account - Step 1 of 1

Use this form to edit an account.

Please enter the information below and click the Submit button.

User Name: tester{ *
First Name: *
Last Name: *
Primary Email Address: @yahoo.com *

2nd Email Address:

Phone Number (xxx) xxx-x000x:
Phone extension (if applicable):

Fax Number (xxx) x0-Xxxx:

Date of Birth: |Agr [=][18[=][1994[<] *

Note: Would you like to access your Oklahoma certification records online? If so,
provide your Teacher Number or SSN.

Teacher Number:

Social Security Number:

Cancel Submit
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The second tab allows you to make changes to your username

e Update your username
e Click Submit

Change Username Home > Your Account > Change Username

Change Username - Step 1 of 1

Use this form to change your username.
Please enter the information below and click the Submit button.

Cancel Submit

The third tab allows you to update your password information

e (Create a new password
e Click Submit

Reset Password Home » Your Account > Reset Password

Reset Password - Step 1 of 1

Use this form to reset your password.

Please enter the information below and click the Submit button.

Your password must be between 6 and 20 characters long and consist of 2 types of characters.

Password: |

Confirm Password:

Cancel Submit
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The fourth tab allows you to make changes to your security questions

e Select a new Secret Question from the drop down menu
e Enter your new answer in the box below
e Click Submit

Reset Security Answer Home = Reset Security Answer
Change Security Question And/Or Answer - Step 1 of 1
Use this form to update your Security Questions.
Please enter the information below and click the Submit button.
Secret Question 1: [ e T LR El *
Secret Answer 1: e Leaving this answer *'s or blank will not change your current answer. *
Secret Question 2. \What town were you bom in? I~ *
Secret Answer 2; s Leaving this answer *'s or blank will not change your current answer. *
Secret Question 3: | What was your high school mascot?  [=] *
Secret Answer 3: = Leaving this answer *'s or blank will not change your current answer. &
Cancel Submit

At any time if you decide to cancel any of the update wizards the system will ask to confirm before it
exits the wizard without saving your changes. Below is an example of the pop up conformation.

Confirm

| Are you sure you want to cancel?
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Help Page

Should you have questions regarding the Single Sign On system or an application within the system you
can send these to the help desk.

e Click on the SDE Service Desk link.

- v

fm ent of-Ed uEati on

8_% Home / Applications Links And Docs
2 vour Account LINKS
& sbout This Site » SDE Home Page
S Links And Docs I +« SDE Semvice Desk
==
s Wise Online Tool (sde link)
) Sign Out -

Wise Online Planning Tool (outside login link)

DOCUMENTS

201 2-2014 Initial Cedified and Support Personnel Letter (pdf)
20713 -2014 School Personnel File Specs (xls)

Educator User Guide (pdf)

Accountability at a Glance (pdf)

From here you can either

e Call the Service Desk number
e Send an email to the Service Desk

I i e

J o=y e

ey e

administrators, parents, educators and others seeking information from he Oklahoma State Depariment of Education.

e

To reach te Senice Desk rom & aim. to4:30 p.m. Monday-Friday, simply call (405) 521-3301 or (405) 521-3333. Oryou can emal us t
sdesevicedesk@sde ok gov. Our fax number is (405) 521-6936.

WWhen you call the SDE Service Desk, you won't reach a recorded message. You'll talk to a staff member. The Service Desk wil research your query,

Oklahoma State Department of Education Page 16
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Sign Out
The Sign Out tab logs you out of the system. By clicking on this link it takes you back to the log in page.

£y Home ! Applications

© Aboul Thes Sae You Slgned ot O
@ Help Page Usernama
M Signin Password

Recovering your Username or Password

If you forget your login information you can use the links below to have the system send you a link to
reset your information.

ent of eEducation

#% Home/ Applications

Username:
& About This Site

Password:
& Help Page

Sign In

47 BignlIn

Are you a new user? Click here to create an account.

Username problems? Click here to recover your Uusername.

Password problems? Click here to recover your password.
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By clicking on either link depending on what information you are needing to reset you will need to enter
your email address. This address must match the email address listed in your profile.

e Enter your email address
e Click Submit
o The system will send an email to you with a link to reset your profile information

Recover Your Username Home = Recover Your Username

Forgot Username - Step 1 of 1

Use this form to recover your username.

Please enter the information below and click the Submit button.

Cancel Submit

Recover Your Password Home = Recover Your Password

Forgot Password - Step 1 of 1

Use this form to recover your password.

Please enter the information below and click the Submit button.

m Enter your email address and click the Submit button.
m You will receive an email containing further instructions on how to reset your password.

m Be sure to look in your spam or junk folders if you do not receive an email shortly after submitting this form.

Primary Email Address: | *

Oklahoma State Department of Education Page 18
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Once you have received the email to reset your login you will click on the provided link.
Note: Based on your email provider the image below might not appear exactly as shown.

e C(Click on the highlighted link

Information regarding your SDE Single Sign On password nbox  x

SDE Single Sign On helpdesklPUTTHISHERETOINVALIDATETHISEMAIL@ osf ok gov
to me [=

You recently made a request to recover your password for the SDE Single Sign On system.

Follow this link to recover yvour password.

e You will have 3 attempts to answer your security questions correctly

e — e iimein mr s
Password Reset Hom
Verification Attempt 1 of 3

Answer your security question below and click the Submit button.

Secret Question: YWhat is the name of your first pet?

Answer: | *

Submit

Oklahoma State Department of Education Page 19
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e Once you have successfully answered the questions you will be prompted to create a new
password.

o Click Submit

e The Single Sign On home page will pop up

Password Reset Home > Password Reset

You answered the question corractly,

Enter your new password

Enter your new password below and click the Submit button

New Password: | '
Confirm New Password: ¢

Your password must be between 6 and 20 characters long and consist of 2 types of
characlers

Submit

OECS

After successfully logging in or creating your account, the System Listing screen is displayed.

By clicking the Educator link you will be navigated to the educator’s home page.

The Home Page welcomes the educator with informational news bulletins, as well as a link to view their
credentials and if applicable, a link to apply for recommendations, renew credentials and/or adding
additional credential areas.

10U Luuvauun

' Home!Appications Home / Appllcatlons

2 YourAcoount € A  Request Access To An Apphcabon
© Azoul Tms Ste
Applications These are your cuirent applications
0 Help Page pp
#§ OECS - Educator
Sign 0wt fest plain text - teat ymil

test plain text - test sy

Pending Requests For Access
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Applying for College Recommendations View

Hoame Pagn

3 Weicome Educator Kristy Johnson

Welcome ¥o OECS. The new Educator podal 10 OETE will sliow holders of Ok 1y 0 fendew thetr redentisis and renew
Marg secting feadures Wil b 0000 in B MAure such 35 2pDRINg TOr New Areas 0nd SULMITIng Ceraficss Soplcstions

—
View Your Credentlals Here 53 Apply For Your College Recommendation Here

Your credantais are meadabie ondne You will e abie {0 see 2 your currnet and pror Chick heew (o spply for pour Okdshorma coliege rocammendabion You have recently
Tedntias racohed dotuments. 3nd degreas on Sla DOMPIEted 30 3010w d ORIENGMa 1RBChr SCUCIDN DIogram Your Instiusan nas

SI8ZPONCHTy (SCOMMOnosd you for an OkaNoma seactang credenial Chak On thes
bk to stant your appication process

Cotege Recommonaabons Awaiting Appecation
! L - Licanse = 0 Program OK-8acana Colege 2102010 ~ Apgwy For

T
58

i the above crederial in in o Pre-Completion of Program status then your insthion ha2 nol marted jour recomendation compiede i this time. Plesse contad your recommending insShmlon fof more
INFOITERLON 0N Wiat yOU Pesd 10 00 42 COMQIS!E the program

¥ your cendnicata (8 i e Program Complete slatus & is abgible for appdcation You can apoly 1of it by chexing e Apply For Cradential lnk 1) T right of e camtcate

Applying for Oklahoma Career Tech Credentials View

3 Welcome Educator Kristy Johnson

Wwconie to QECS. Thw new EQucator podtal 0 OECE will sthow holdern of Onlanoona 1naching Credentians 1 feviaw Dur Créoend ois 2n0 renew.
Movn axoteng teatures will Be added In he Reure 30ch 25 Sppling fof new aeas and suomiting cendficils appEcations.

View Your Cradentials Here B Apply For Your Oklahoma Caresr Tech Credential Here
Your Cro0ertiahs are avislatie GnAne You will De Glie 10 466 ¥l your Curmant and podald CHCK Naro %2 apply 1o¢ your OManoma Canesr Teon oredentiae You have baan
ondanbals. recenved documents, and degroes on dle recommended for an Ghishamna Camees Tech cedertial Choe on thie ik (o start your
applcaton process

Carees Tach RoCOMmandabons Awaining Appscason

U-Carper Tecn Licanse Career Tech Recommends

It you have any pending Career Tech recommendatons ey wil be dispiayed m Me abowe Nzt You cam apply for £ by cicking the Apply For Credental imk o the right of the cortficale
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Applying for Teach for America Credentials View

1 REEATITEEaaITL A attr) Afyie aten

Lpgame agpecaten
¥ pmu have sy panctng Taach P or Amadcs oy il be e e adowm
B e T L Iy e e e LT e e
E View Your Credentials Here B Apply For Your Teach For America Cradential Here
YOGX YWSUTRALE SR QVEEILE 0EA PRI e B0E0 15 A0 M) gTEX CASTINT BT (NOT IPRTRTEAS resanend Cxx fvaew 15 5000y f0r Jast Dtnprrs Toad 5 o0 ATWTED Soereeresl FRiiRaww Powrt IREsrIrmendes ter wn
Dietaterna Tamch For Amercs craderha Chot oe Mis w1k 43 shat poar spmsicaton FIseess

Sy grvd tegwees o e

Renewing Educator Credentials View

y: 3 Wealcome Educator

VANOME 10 OECS. The N EQULAI RO 10 OECS wib Whiw HOMGNE OF GAANGIN G 10ACHNY Su06rtlath 10 Feview ek C1eaendals and fenew
More exciting 16ati100 Wil B4 3008 IN 1 AN SUCH 33 SERHmG Tor ew 21035 and

S

Renew Your Credentials Hare

Ok hatd 10 renew poes O LR ot apLaabirs
Can D4 SUDMNGD GleCKONWEly Soamd APPLECEDONG MUU! DE IEVWWeD DEtrs Ny wil
D8 (400WOd AN ONMIE SRCHCORONE TRUUTE 0 OO COrd Dapmont

View Your Credentials Here ]
Youx crederfiate e svaliatie Srtite YOu Wil Du eBie 5 S b ull i Sustent sod oo
LQOGNMBAE. 1ROl SO0 enty . And Jegresd On e

Corvic ates ERgitie 101 Honewal
| H - Ucense Luty D102 - Residencn Lapsed mnaoe2 3072033 003
L

Tha tatile 30oww mhows cailcaten Tuat sew elighie to renew antoe Some cadfcatee are not eligtie to ranmw onine, m which cane the Lis mar &« smpty and you may st need 1o renew The Ll may
R0 Be amply 1 o have FEreacty TR JouUT edeniale ontine or ErOagh 3 Daoer apphcason

Ithe ame o your on your My Crecentias page s aet 4o 070172009 or anoner fan you havwe cemfcang hal <an be

Wihoae
thonn cindantiale are not sigitie tne caline renewal In hiv cxee (and Hix cane onty] you shosdd wend in » paper 3pelicatan

9 a0 ™t ApSear here Sen

I yuu fusow svsedy renewnd ontine (or previossty sent 1t 3 peper enawal sppiatan) P pour My Cradentals page wil show sther an imsusd codertia! with an saptiaben dete past 07013000 ar you

Wil nuw your ol credertial 310ng with ¥ new crederiial hat is Pencdng Revtew 11 you fuve s certioute i s Pesdng Revew (of 2 newty Iksued cahcnte with an sspirstan date past 070 12009) then
you DO NOT hwve o S0 Bnaung Aurthiee 5o renee jour credendisy
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Help with Wizard steps

After clicking apply or renew the 7 step wizard is
launched.

Step 1

Fill in the information that is required marked with
the * sign as well as any other applicable information
that pertains to you.

If you are a US citizen click the Yes bubble and click
Next. If you are not a US citizen you will click the No
bubble and fill in your work expiration date and click
Next to continue to step 2 in the wizard.

Note: Gender, Birth Date, and Ethnicity do not have
the * sign but they are required to be filled out to
continue to step 2.

Step 2
Update the required boxes and click Next.

If your address has not changed continue to step 3.

Renew Educitor Centiicale - Step 1 of 7 o
You are renawing an oducator certiicate.
Ploase upcate your profile imformation and dhiok the Nest buton
Teacae Numibes
S3N
Preds v
Firzi Name
Mddie Infsal
Lasi Name
Maiden MName
Print Mame

To fegoeet 3= siciel merme Shenge you 842
Click Here lor Requost Name Change Form

vt i | o b 14

£530] m regaest fovn Wit copy of poor DS ceed

SUf« -
Gondor »
B¢m Date MNDDYYYY
EPercly -
Yes
azen
) No
Worx Espliration Date

MRDDNYYY
Haguwes il Noa US Criees

Once yout have antered the requered data cSck on e Next Dummon,

® Comnue - Flease continss the waan

Cancel - Please cancel Be wizard

Maxt O
Renew Educator Certificate - Step 2 of 7 o
You are renewing an educator certificate.
Please update your address information and click the Next button.
Mailing Address: | |x
City: | b
Country Code: | v

State Code: | vl

zipPuss: | |

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

(® Continue - Please continue the wizard.

O Cancel - Please cancel the wizard.

c 1 | |
\9 Previous _ / \Next @

Oklahoma State Department of Education
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Renew Educator Certificate - Step 3 of 7 9

You are renewing an educator certificate.

Step 3

Please enter the contact information and click the Submit button.

workPhone: (| [ || Jet| |
HomePhone: ([ |||
AtematePhone: () [ ]
casmoe ]

Email Address:

Fill in the applicable information and click Next.

Website: | |

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

(%) Save - Please save the profile information.

) Cancel - Please cancel the wizard

‘ Previous || | Next |
L Nl
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Step 4

Answer the Criminal History Disclosure questions and
click the check box confirming you are the person
that holds the credential being renewed. Checking
the box is your electronic signature for the
statement.

Note: When answering these questions mark the
bubbles correctly. If you mark a bubble Yes in error
you will need to send in an information update form
which is found on the SDE website, and this may
delay your application/renewal process.

Oklahoma State Department of Education

Renew Educator Certificate - Step 4 of 7

©

You are renewing an educator certificate.

Please answer the following required questions of the Criminal History
Disclosure Statement.

Yes No Question

1. O ¢ During the preceding ten-year period, have you been
convicted of a felany

> @& 6 During the preceding ten-year period, have you been
convicted of a crime involving moral turpitude

3. (O (O Have you ever been convicted in Oklahoma, whether upon a
verdict or plea of guilty or upon a plea of nolo contendere (no
contest), or received a suspended sentence for a crime ar an
atternpt to commit a crime which is considered sexually
related in nature

400 Have you ever been convicted, received a suspended
sentence, or received a deferred judgment for a crime or
attempted crime which was considered sexually related in
nature in any other state or jurisdiction

5 OO0 Have you ever had adverse action taken against any educator
cerificate orlicense in Oklahoma or any other state or
jurisdiction

50O O Is any action now pending against you for alleged misconduct
in any school district, court, or before any educator licensing
agency in Oklahoma or any other state or jurisdiction

7. O O Doyou currently have any outstanding criminal charges or
warrants of arrest pending against you in Oklahoma or in any
other state or jurisdiction

Click the check box to the left to confirm that you are the
person who holds the credential being renewed, and that the
background questions above were answered honestly by the
holder of the renewing credential.

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

(® Continue - Please continue the wizard.

(0 Cancel - Please cancel the wizard.

|
\\ Next @;/

@ Previous _ /l
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Step 5

Here you will enter in your credit/debit card
information for online payment.

Fill in the required information boxes noted by
the * sign.

Verification code is the 3 or 4 digit code located
on the back of your card under the magnetic
strip to the right of the signature box.

Credit Card Street is the billing address where
the statement is mailed.

Note: Fee type, amount, processing fee, and
total renewal fee are grayed out because those
are the only options for those boxes.

3]

Renew Educator Certificate - Step 5 of 7

You are renewing an educator certificate.

Please enter your payment information and click Mext.

Fee Type: |REN - Renewal ($50.00)

Credit Card #: *no spaces or dashes

Expiration Date: * (Example: 08/2011)

Verification Code: *

Please provide the name on the credit card. You must also
provide the billing address for the credit card being used and
this address must match the address on the credit card
statement (the holder of the credit card’s address, notthe
bank’'s address).

Mame on Credit .
Card:

Credit Card Street: *
Credit Card Zip: *
Amount: *

Processing Fee: 5

Total Renawal
Fee:

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

@ Save - Please save the fee information.

) Cancel - Please cancel the wizard.

\9 Previous /

Oklahoma State Department of Education
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Step 6

This step is to review your
information to make sure it is all
correct.

By clicking Next you will be
submitting your information to
our database and your
credit/debit card will be
processed by clicking the Next
button.

If you discover a change you
need to make click the (edit)
button next to the information
type to make the update.

You will not receive a receipt
along with your certificate. You
can print this page and this can
act at your receipt if you need
verification for billing or
reimbursement purposes or you
can contact OSF Helpdesk and
they will be able to email you a
receipt.

Renew Educator Certificate - Step 6 of ¥ @

You are renewing an educator certificate.

Flease review the information below. Once you have reviewed the information click
the Renew link. By clicking the renew link you are electranically signing this
renewal application and authorizing the Oklahoma State Department of Education
to charge your credit card for the listed renewal amount.

— Profile (edit)
Mame:
SSM: Birth Date:
Gender: Maiden:
Print Mame: Ethinicity:
— Address (edit)
Address 1:
City State, fip:
Country:
— Contact (edit)
Work Phone:

Email Address:

— Payment (edit)

Credit Card #
Expiration Date:
CCVerification:
CC Mame:
CC Street:
CC fip:

Amount. $52.00

Once you have reviewed the information click on the Submit button to renew
your credentials. After clicking submit, it may take up to one minute to approve
the transaction. Do not refresh the screen or click on any buttons or you may
be double charged.

(*) Renew - Please renew my credentials.

(O Cancel - Please cancel the wizard.

- | |
@ Previous / \Hext @;/,
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Step 7

This last step is to verify your information was
sent and is being processed.

Click Submit and your credentials page will come
up and you will see your certificate.

Renew Educator Certificate - Step 7 of 7 9

You are renewing an educator certificate.

Please review the following information.

Your online renewal application has been processed and your new certificate is
now pending review by a certification specialist. Applications are processed in the
order they are received. Processing time during busy periods may take up to eight

Review the outcome of your application and click Submit.

(® Continue - Please continue the wizard.

wdl el =

L@Preﬁous J k Submit @;

The highlighted purple row shows the certificate you just applied for or renewed. The status column is if
your file needs to be sent to a specialist to review before it can be renewed if you had requirements that
needed to be met in order to renew. The application date is the date you did the online renewal. The
process can take up to a few weeks depending on the volume of renewals and applications the office
receives. You can check periodically to see if your certificate has been printed. When it is printed in the
Printed? column it will have the date it was printed. Once they are printed you will receive your

certificate within a week of the print date.

Crasensaln

Area Descnpoon
2019-75 PHYSICAL EDUCATIONHEAL THISAFETY (Pre-X to Grade 12)
5552.98 INTERMEDIATE MATHEMATICS|Grades 6 1o 12}
5555-77 RATH FOR HIGH SCHDOL CREDIT(Gradges 5 1o 6)

Agp Date
2872010
2R2010
2872010

Oklahoma State Department of Education
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Requesting Duplicate Copies
After your certificate has been issued you are able to request a duplicate copy online.

o lLoginto the OECS system
e C(Click My Credentials or View My Credentials
e C(Click Request Duplicate next to the valid certificate

Show AN Ceetificates
~ Satect Careor Tech License  issaed _ 212010 amaoe 212000 6302011 Quoued
Salect Liconse tz200d OK-BC (02V10@040) 2102010 2102010 2MR0W0 6232015 Oueoed
Select % Lcense maued OK-BE (11AT/2000) 1472000 11472009 1142008 63002014
Seect X Ucsnse tesyed OK-BC (111 22008) 1122009 -
750198 MARKETING EDUCATION (Geaoes 610 12) 2112010 2112010 212090 AA020611
| Online Dupicate Request Application - Step 1 of 7 w

Your are applyang for a8 Duplcate Certibicate Request Application
Step 1

Please upaste your profile informatan and click the Neat buton

Teacher Number

® Verify or update your profile

asn |
information Prot v
. Fast N »
® Click Next b
Middie Insal
Last Name [ -

Maigen Name

Print Nama

To spquedt ke offis! Same cSene pou Mot mel i fex ($05.522.1520) & meguest form mih copy of yout S5 cand

Click Here for Request Name Change Form
Suthx v

Genaer -

Srth Date MWODYYYY
Elnnicity v

@ Yen
uUs Ciizen
Ono
Work Expisaion Date MIDDAYYY

Macutec if o US Cilizen

Once you have entered the required data ciick on the Next bution.

) Continue - Please coninus ihe wizaa

|’T7 Cancet - Please cancel the wizard

Hoxt g
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Step 2
® Verify or update your address
information
® C(lick Next
Step 3
e Verify or update your contact
information
e C(Click Next

Online Duplicate Request Application - Step 2 of 7 @

You are applying for a Duplicate Certificate Request Application

Please update your address information and click the Mext button.

Mailing Address: | |’
City: | -
Country Code: | v|’
State Code: | "|’

Zip Plus4: |:|

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

() Continue - Please continue the wizard.

() Cancel - Please cancel the wizard.

@ Previous .-| Next @

Online Duplicate Request Application - Step 3 of 7 @

You are applying for a Duplicate Certificate Request Application

Please update your contact information and click the Next button.

Work Phone: |:| |}| |—| |ext.| |

Home Phone: (I:I}I:H:I
Alternate Phone: (|:|}|:H:|
Fax Phone: (|:|}|:H:|

Email Address:

Website:

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

(&) Save - Please save the profile information.

(O cancel - Please cancel the wizard

! @ Previous ;| Next @

Oklahoma State Department of Education
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Step 4

e Select the number of copies you
would like to have
o Click Next

Step 5

Here you will enter in your credit/debit card
information for online payment.

Fill in the required information boxes noted
by the * sign.

Verification code is the 3 or 4 digit code
located on the back of your card under the
magnetic strip to the right of the signature
box.

Credit Card Street is the billing address where
the statement is mailed.

Note: Fee type, amount, processing fee, and
total renewal fee are grayed out because
those are the only options for those boxes.

©

Online Duplicate Request Application - Step 4 of 7

You are applying for a Duplicate Certificate Request Application

Mumber of Duplicates Requested for |:|($25 each)

® Continue - click to continue to the next step

(O cancel - Please cancel the wizard

\9 Previous /,

&«

Online Duplicate Request Application - Step 5 of 7

You are applying for a Duplicate Certificate Request Application

Please enter your payment information and click Mext.

Fee Type: [DUP - Duplicate ($25.00)

Credit Card #: *no spaces or dashes

Expiration Date: * (Example: 08/2011)

Verification Code: =

Please provide the name on the credit card. You must also
provide the billing address for the credit card being used and
this address must match the address on the credit card
statement (the holder of the credit card’s address, not the
bank’s address).

Mame on Credit .
Card:

Credit Card Street: *
Credit Card Zip: i3
Amount: =
Processing Fee: e

Total Renewal .
Fee:

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

@ Save - Please save the fee information.

) Cancel - Please cancel the wizard.

- _ | I
\'9 Previous /

Oklahoma State Department of Education
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Step 6

This step is to review your information to
make sure it is all correct.

By clicking Duplicate Request you will be
submitting your information to our
database and your credit/debit card will be
processed by clicking the Duplicate
Request button.

If you discover a change you need to make
click the (edit) button next to the
information type to make the update.

You will not receive a receipt along with
your certificate. You can print this page and
this can act at your receipt if you need
verification for billing or reimbursement
purposes or you can contact OSF Helpdesk
and they will be able to email you a receipt.

Online Duplicate Request Application - Step 6 of 7 )

You are applying for a Duplicate Certificate Request Application

Flease review the information below. Once you have reviewed the information click
the Duplicate Request link. By clicking the Duplicate Request link you are
electronically signing this application and authorizing the Oklahoma State
Department of Education to charge your credit card for the listed application
amount.

— Profile (edit)
MName:
S5N: Birth Date:
Gender: Maiden:
Print Name: Ethinicity:
— Address (edit)
Address 1:
City State, Zip:
Country:
— Contact (edit)
Work Phone:
Home Phone:
Alternate Phone:
Email Address:
— Payment (edit)
Credit Card #
Expiration Date:
CC Verification:
CC Name:
CC Street:
CC Zip:

Amount: $52.00

Once you have reviewed the information click on the Duplicate Request button
to submit your application. After clicking submit, it may take up to one minute to
approve the transaction. Do not refresh the screen or click on any buttons or
you may be double charged.

® Duplicate Request - Please accept my duplicate request application.

) Cancel - Please cancel the wizard.

i : | Dupllcate@
-@ Previous / \\ o /
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Online Duplicate Request Application - Step 7 of 7

e

Step 7

This last step is to verify your
information was sent and is being
processed.

Click Submit and your credentials page
will come up and you will see your
certificate.

You are applying for a Duplicate Certificate Request Application

Please review the following information.

You have successfully applied for a duplicate of your Oklahoma teaching

credential.

Your duplicate request will be processed and your certicate will be printed and

mailed.

Review the outcome of your application and click Submit.

(%) Continue - Please continue the wizard.

A\ _/‘

Oklahoma State Department of Education
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Adding an Area

If you have taken a subject area test there will be a link for you to have the area added to your
certificate.

- Weicome Educator
== 4

Walcoms 1o Oxlahoma Educstor Crederfiaing Systom [CECS) We hawve recently added te abiMy 10 a¢d addtional areas 10 your certfhicato o license ¥ you have passad 3 test and not yet added
B ares ¥ you s wlighie 15 300 8 rew 3148 10 your NGl ro0 Wil 22¢ 3 meny Belaw wilh Moee informalion

g View Your Credentials Here 3 ou Qualify For Addlitional Credential Areas
Your cedendalz are avallatée anline You will e able to see 3l yoor cutrent and pnor 14

CIRGUNTRS, (eCRAEd QOCUMants ang Segrnes on e

ou hawe taken and pasced an Gkiahoma Subject Aras Test dut have net added the
MRa 1 pour Credentiad CRox on ik link Yo appiy for

YOUr AQARONAI Cradanma armas

If you have taken more than one test they will be automatically checked to have them added to your

credentials using one add area application. If you don’t want a test added simply uncheck the box for
that test.

Arsas ERgING 10 ba AGed 10 Your Oxlanoma Tescoing Cradentia From Tesong
Pazsed Tast

Test Omn Hlew Arsa To Aad
3 - EMOTIONALLY DISTURBED TI8ad 2501 - EMOTIONALLY DISTURBED (reswborn to Grade 12)
1 MENTALLY HANDICAPPED M

2507 « MENTALLY HANDICAPPED (Newbom 1o Grade 12)

Chck Hure 10 Add St Selected Arvas

Once you have selected the tests you would like to have added to your credentials follow the link Click
Here to Add the Selected Areas to launch the Add Area From Test Application wizard.
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Step 1

Verify or update your profile

information

Click Next

Educator Certification User Guide

- Add Area From Test Application - Step 10 7

You are applymng to have addiional areas added to your Okiahoma teaching credentials.

Please update your profile informalon and dlick the Next bulion

Teacher Number

SSH

Prefic

Farst Name

Middle Iniat

Last Name:

Maigen Name

Print Name-

To s=gquast sn offidal o

Sufic |

Gender
Buth Date

Eihnicey.

US Cilizen

Work Expiration Date:

ame change you must mait or iax (405-522-1520) = request form with copy of your SSH casd

Click Here for Regquest Name Change Form

v

v

MIRODIYYYY

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

(@ Continue - Please continue the wizard

Q Cancst

- Piease cancel the wizard.

Oklahoma State Department of Education
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Add Area From Test Application - Step 2 of 7 @

You are applying to have additional areas added to your Oklahoma teaching
credentials.
Step 2

Please update your address information and click the Mext button.
® Verify or update your address information

Mailing Address: | }‘
® Click Next City: | '
Country Code: | "}‘
State Code: | "}'

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

(® Continue - Please continue the wizard.

(O Cancel - Please cancel the wizard.

\ @ Previous ;| Next @

Add Area From Test Application - Step 3 of 7 Q
You are applying to have additional areas added to your Oklahoma teaching
Step 3 credentials.
° Verify or update your contact information Please update your contact information and click the Next button.
o C(Click Next

workPhone: ([ || lea| |
HomePhone: ([ |||
AtematePhone: () |- ]
carmen ()|

Email Address: | |

Website: | |

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

(® Save - Please save the profile information.

() Cancel - Please cancel the wizard

@ Previous ;| Next @
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Step 4

Answer the Criminal History Disclosure
questions and click the check box
confirming you are the person that holds
the credential being renewed. Checking
the box is your electronic signature for the
statement.

Note: When answering these questions
mark the bubbles correctly. If you mark a
bubble Yes in error you will need to send
in an information update form which is
found on the SDE website, and this may
delay your application/renewal process.

Add Area From Test Application - Step 4 of 7

o

You are applying to have additional areas added to your Oklahoma teaching
credentials.

Please answer the following required questions of the Criminal History
Disclosure Statement.

Yes No Question

1.0 ® During the preceding ten-year period, have you been
convicted of a felony

2 O ® Dwuring the preceding ten-year period, have you been
convicted of a crime involving moral turpitude

30 & Have you ever been convicted in Oklahoma, whether upon a
verdict or plea of guilty or upon a plea of nolo contendere (no
contest), or received a suspended sentence for a crime or an
atternpt to commit a crime which is considered sexually
related in nature

Have you ever been convicted, received a suspended
sentence, or received a deferred judgment for a crime ar
attermpted crime which was considered sexually related in
nature in any other state or jurisdiction

Have you ever had adverse action taken against any educator
certificate or license in Oklahoma or any other state or
jurisdiction

5 O @®

ONO)] Is any action now pending against you for alleged misconduct
in any school district, court, or before any educator licensing
agency in Oklahoma or any other state or jurisdiction

7.0 @ Do you currently have any outstanding criminal charges or
warrants of arrest pending against you in Gklahoma orin any
other state or jurisdiction

Click the check box to the left to confirm that you are applying
to add additional endorsement areas to your Oklahoma
teaching credential and that the background questions above
were answered honestly.

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

() Continue - Please continue the wizard.

(O Cancel - Please cancel the wizard.

- revious | |
& prevens

Oklahoma State Department of Education
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Step 5

Here you will enter in your credit/debit
card information for online payment.

Fill in the required information boxes
noted by the * sign.

Verification code is the 3 or 4 digit code
located on the back of your card under
the magnetic strip to the right of the
signature box.

Credit Card Street is the billing address
where the statement is mailed.

Note: Fee type, amount, processing fee,
and total renewal fee are grayed out
because those are the only options for
those boxes.

Add Area From Test Application - Step & of 7 (%]

You are applying to have additional areas added to your Oklahoma teaching
credentials.

Please enter your payment information and click Mext.

Fee Type: | AREA - Additional Area ($25.00)

Credit Card #: *no spaces or dashes

Expiration Date: * (Example: 08/2011)

Verification Code: *

Please provide the name on the credit card. You must also
provide the billing address for the credit card being used and
this address must match the address on the credit card
statement (the holder of the credit card’s address, notthe
bank’s address).

Mame on Credit
Card:

Credit Card Street: =
Credit Card Zip: *
Amount: i

Processing Fee: i

Total Renewal .
Fee:

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

@ Save - Please save the fee information.

©) Cancel - Please cancel the wizard.

n | |
\9 Previous _/- \Next @;/,
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Add Area From Test Application - Step 6 of 7 ]

Step 6

You are applying to have additional areas added to your Oklahoma teaching
credentials.

This step is to review your information to
L. Flease review the information below. Once you have reviewed the information click
make sure it is all correct. the Apply link. By clicking the Apply link you are electronically signing this
application and authorizing the COklahoma State Department of Education to

.. . s charge your credit card for the listed application amount.
By clicking Next you will be submitting Lo =

your information to our database and — Profile (edit)
. . . MName:
your credit/debit card will be processed . Birth Date:
by C|iCking the Next button. Gender: Maiden:
Print Name: Ethinicity:
If you discover a change you need to
make click the (edit) button next to the — Address (edit)
information type to make the update. Address 1:
City State, Zip:
. . . . Country:
You will not receive a receipt along with o
your certificate. You can print this page — Contact (edit)
and this can act at your receipt if you Work Phone.
o L Home Phone:
need verification for billing or Alternate Phone:
reimbursement purposes or you can Email Address:
contact OSF Helpdesk and they will be — Payment (edit)
able to email you a receipt. Credit Card #
Expiration Date:
CC Verification:
CC Mame:
CC Street:
CC Zip:
Amount:

Once you have reviewed the information click on the Apply button to submit
your credential application. After clicking submit, it may take up to one minute
to approve the transaction. Do not refresh the screen or click on any buttons or
you may be double charged.

(&) Apply - Please accept my credential application.

0 Cancel - Please cancel the wizard.

G provens e &)
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Step 7

This last step is to verify your information was
sent and is being processed.

Click Submit and your credentials page will come
up and you will see your areas have been added
to your certificate.

Add Area From Test Application - Step 7 of 7 9

You are applying to have additional areas added to your Oklahoma teaching
credentials.

Please review the following information.

You have successfully applied to add additional Oklahoma endorsement areas to
your teaching credential.

Atleast one new area has been issued. Your new credential and will be printed
and mailed within five business days.

Click here to view your new credential information.

Review the outcome of your application and click Submit.

& Continue - Please continue the wizard.

¢ Previous -| | Submit /
Q@ rromes o ©)

After you have finished the wizard the system will take you to your credentials page. If you look under
the Areas for selected certificate you will see the area(s) that you just added with that day’s date as the
application date, issued date, and effective date. Under certificates in the Printed? column it will say
Queued. Once it is reprinted with the added areas it will have the date it was printed and you will

receive it in the mail within 5 business days.

Armn Dencnpnon [EET ) Exuren
4501.93 HOME ECONOMICS (Grades 5% 12) 222010 GR0E01S
050398 BIOLOGY (Grades & %0 12 | 32212010 43072014
£000-08 CHENESTRY (Grades f to 12) e 3 010 V222010 83002018

TR008-98 EARTH SCIENCE (Orades 285 127 : w2010 TN20Y0 TR0
TS SEnN &C CE [Grates 8o 12} BTG o 2212 $ ik
601308 PHYSICAL SCENCE (Grades 610 12) ls30e0 NZ2A210 222010 32000 6302015
B055-77 SCIENCE (Grages 510 5) IE3u80 WZ22010 2272010 2010 8202015
£075-85 BCIENCELGE 3 (Wadle Schoolls 155060 3222010 222010 312010 -
1308 CEOGR 25 8 30 124 (221l ) 42019 P1zotn =
Ny T-u RLAHDMAHIS (v 51 Y00 s " 0
8550-77 SOCHL STUDIES (Crades T 10 1) ==ued 222050 22010 00 w3205 1]
47599 SOCWL ETUDIES (Grades 510 E (Middie School)) Issued 3222040 3222010 32010 W30R015
sirar VOCATIONAL HOME ECONOMICS (Grades 3 b 12 Vocational) Issued 2212010 32212010 2010 43072014

Note: If you have areas that you decide not to add, when you log into the OECS system again the option
to add your tested areas will be there if you later decide to add them to your credentials.

Oklahoma State Department of Education
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Educators Options Menu

In the Educators Options menu you can navigate through your file to view your degrees, background
submissions, passed tests, and mailed in applications. Listed below are examples of each.

Viewing Degrees

In the Degrees tab you can view the degrees the State Department has on file for you. From here you
can view the degree type, date, when it was entered in the system, and if and when it was updated.

Country State Institson Bgu“ Major Ume: HaprTwo Thee  Date Major Create ffo Upcated info

Us 0K  Okiahoma State Universiy 8 Awarded  Family Early Chidhood SH4NM9TT Mo oecs master- 023 master-
Development  Educalion 0412022009 3112010

us OK  Norhweskern Okiahoma Size M Awarded  Readng 32 Ne oecsmaster- oecs.master-
University 04202009 o320

Viewing Background

In the Background tab you can view the dates your fingerprints were submitted, the dates they were
cleared by OSBI and FBI, and the dates they were scanned into your file.

Background Check Resuits

SHE2007 UNKNCWN 811612007 2007 gecs master - (42822009 oBCs.masks - 04282009
T2Tn0T UNKNOWN T2712007 T27i2007 oecs.master - 042872009 0ecs.masier - 14282009
Noi= Yoo cennct =dit or delete Eadgroans Resdts thetl s ss0o0sied with &= Esued ossificsis

Viewing Tests

In the Tests tab you are able to view the test(s) the State Department has on file of you passing and the
date of the test.

1111980
Nt YOu (8NNGE (eieN IMPLNeT teet

Passed Tesrs |
|
EARLY CHILDHO00 EDUCATION 8012005
READING SPECIALIST 12112001
ELEMENTARY EDUCATION
|
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Viewing Images

In the Images tab you can view the date in which the State Department received and scanned in your
applications to your file.

{28270 orncio0Es Ys  AddWeaNp 2 FOF  Low | ioan ngujen - 10212009
{21784 DIOISDDAREA Yes  AddMealpp 2 PDF Low
Note: You canmol manage of wisw images that are asignad = higher confidentislity leva! than you iz alicesd io view.

Viewing Assignments

Under the Educator Options menu you can click on Assignments and view your teaching assignments,
co-teacher assignments, and HQT application statuses.

Other Credentials

In the Other Credentials tab you can view your specialty credentials such as National Board, Speech
Pathology or ASHA credentials.

Speciaity Credential nformation

2 Yes Tes 55
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Updating Information

In the Credentials view at the top of the screen in the three boxes is your primary information. If you
ever need to update this information click the link under the boxes labeled Click Here to Edit
Educator.

If you change your email address you will also need to change it in your myOKDOE profile. When you
first log in click My Profile, then Edit Profile.

Primary Informztion Contact informaton Miscellareces informafion
Full Name: Kristy M Smith Address: 409 Poppy Lane Rae
Teacher Number Ciy Siaiz Zp. Norman OK, 73069 USCilzen Yes
SSH RREESRY Emat testtestiSgmai.com Expraion
D08 REfRtkk Hame Phone: Stztus: Active
Gender Female fiork Prone: (405) 2021278
Maden Al Phone: Prnt Hame
| Gick Bere to £t Educator |

Note: If you have your name legally changed you will need to fill out a name change request form
and fax it in along with a copy of your new social security card with your new name on it.

Location
Home
Educator Options
Task Menus Credentials (3)
Degrees (2)
Under the Location menu you can click on home and it will Background
bring you back to your home page or to your credentials page. Tests (4)
Images
The Help menu allows access to the educator user manual and Print History
a shortcut to contact the OESC support email if you have any Assignments
questions the user manual could not answer. Screen Help will Other Credential
give you a short cut to forms that you may need for the page
you are viewing. The DOE Home tab takes you to the Help
Oklahoma State Department of Education main webpage. Screen Help
User Manuals
The Logout tab logs you out of the OECS system. Contact Support
DOE Home
Logout
Logout of OECS

Oklahoma State Department of Education Page 43



