&3 DEEDS 3.0

Powering Educator Credentialing

Support PersonneCertificatesUser Guide
This user guide will detail the steps involvedjplying forSupport Personnel certificas.
There arehree Support Personnel Certificatgpes.

9 Professional Secretary Certificate
91 CertifiedSecretary Certificate
1 Bachelo® Degree Certificate

The requirements for eacBupport Personnel Certificatgpe are detailed in th&eguirementsSection.

Sections:

1 Requirements
1 DEEDS 3.0 Access
9 Professional Secretafyertificate

o Application Data
Personal Information Review
Education
National/Professional Certificate
Experience
Tests
Criminal Affirmation
Application Submission
Application Tracker
View Credentials
Deficiencies
Application Complete

0 PrintCertificate
9 Certified Secretary Certificate

0 Application Data
Personal Information Review
Education
National/ProfessionaCertificate
Experience
Tests
Criminal Affirmation
Application Submission
Application Tracker
View Credentials
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Application Data

Personal Information Review
Education
National/ProfessionaCertificate
Experience

Tests

Criminal Affirmation
Application Submission
Application Tracker

View Credentials
Deficiencies

Application Complete

Print Certificate

1 General Instructions

(0]
(0]

Requirements

Associate Document
Upload Deument

The requirements for théhree Support Personnel Certificagare outlined below:

Professional Certificate

1 Holdahighschooldiplomaor certificate of equivalency
1 Complet one of the following options:

(0]

Gomplete 2 yearsof regionallyaccreditedcollegecoursework (minimumof 48 semester
hours)in businessprofessionabffice training,accountingor other related areas
Pasghe CertifiedAdministrativeProfessiona{CAP) exam administered by the
International Association of Administrative Professionals () AAP

Pasdhe NationalAssociatiorof EducationaDffice ProfessionalsProfessionaBtandards
Program(PSP)CertificateLevel Option| or Optionll, BASI®r above

Certified SecretanCertificate

1 Holdahighschooldiplomaor certificate of equivalency
1 Complete one of the following options:

(0]

Meet the eligibility requirements for Professional Secretary Certificate AND complete
12 semester hours (regionally accredited) in business, professionas effiming,
accounting or other related area; AND have a minimum 5 years of office professional
work experience

Pass the Certified Administrative Professiqi@AP) exam administered by the
International Association of Administrative Professionals (IAARD 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

Pass the National Association of Educational OfficeeBsadnals, Professional Standards
Program (PSP), Certificate Level, Option |; AND completert@ster hours (regionally
accredited)in businessprofessionabffice training,accountingor other relatedarea,;
ANDhavea minimumb5 yearsof office professimal work experience

Pass the National Association of Educational Office Professionals, Professional Standards
Program (PSP), Certificate Level, Option Il which includes the compétion

least12 semester hours (regionally accredited) in business,gagibnal office training,
accounting or other related area; AND have a minimum 5 years of office professional
work experience

I OKStf 2NRa 5S3aINBS / SNIATFAOFGS

f Completion ofa | O K DegeedIbin a 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 td Xor nonstate employee or unemployedX2, then you will
need toRegister an EdAccess Accaunt

If you already have an EdAccess Accoungin to EdAccess Account

Via the EdAccess dashboard, click the DEEDS 3.0 icon.

User is directed t&cducator Dashboard

Professional Secretary Certificate

Clickthe Apply for k12 menu iconin the upper righthand portian of the dashboard. List of options is

displayed:

Help

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
Salary Stipends

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

FigurePSMNU-01: Support Personné¥enu Selection

SelectSupport Personndtom the dropdown menu options.
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https://ssoapply.doe.k12.de.us/#home
https://launchpad.classlink.com/ddoe

Useris redirected toApplication Type Selectiopage:

Ebii

Application Type Selection
(O Aoply for a Professional Secretary Certficate

(O Apply for a Certfied Secretary Certiicals

(O Aoply for a Bachelors Degree Cerificate

[ [ ]

Figure 8SATS0L: Application Type Selection Options

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

Selectthe Apply fora Professional Secretai@ertificateradio button.

e

Application Type Selection
@ Apply for a Professional Secretary Certficate

() Apely for a Cerified Secretary Certificate

() Apply for a Bachelors Degree Certificate:

(WS —

Figure 8SATS02: Apply for aProfessional Secretaertificae Option Selection

Note that when one of the radio buttons is selected, tfext button is enabledClickthe 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 SRBTS03: Professional Secretary Certificate Requirements

Requirements for #rofessional Secretar@ertificateare listed in theRequirementsarea. In order to
process the application request, you must meet one of the requirements listed. Review the options to
ensure that you qualify for thBrofessional Secretary Certificate

If the requirements fothe Professional Secretary Certificatge met, then proceed with the application
process by clickindpe Create Applicatiorbutton.

Application Datag Professional Secretary

TheApplication Datawindow is presented:
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1 Application Type ‘. Applcation Data

Application

Application For Professional Secretary Certificate

Instructions

Personal Information Review

Professional Secretary Certificate application process.
Education
P-

National/Professional Certificate een v to signify that the step has been completed. All bars must be completed in

Experience

Click Save & Next to continue.

Tests

©0000 6.

—

Criminal Affirmation

Appiication Submission

©

Figure SRBD-01: Professional Secretary Certificate Application Data Instructions

TheApplication Typearrow that was previously highlighted is now disabled (gray) and\f@ication
Dataarrow is higlighted 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 bytledicking
Save Application For Latdxutton in the upper right hand side of thgage. To resume editing of the
application click theView My Applicationsbutton on the Educator Dashboardfind Professional

Secretary Certificatén the Application Typecolumn and clickhe associatedContinue Application

button. Likewise, the applicain can be withdrawn at any time by clicking M&thdraw Application

button in the upper righthand 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 stepy-step process, the user may or may not be required to provide data
specific to the topics displayed on the green barke data categories includistructions Personal
Information Review Education National/Professional CertificateExperienceTeds, Criminal

Affirmation and Application Submission

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

Click theSave & Nexbutton.
Thelnstructionsd  NJ Ada RSaA3Ayl G§SR 4eaiskep ltas @anBdngletad. 2 aA Iy A T

Personal Information Review Professional Secretary

ThePersonal Information Reviewar 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.

g
0000000

Figure BSPIR0L: Professional SecretaBersonal Information Review Bar

ThePersonal Informatiorentered previously is displaye@heck the information for accuracy and
completeness. Ensure that thtbome/Mailing Addresssection 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, $heke/Update

Clickthe Save & Nexbutton to continue

ThePersonalinformation Reviewd I NJ Aa RSaA3aylF SR gAGK | ANBSY K
completed.

Educationc Professional Secretary

TheEducationbar 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 foritiokvidual it will appear here;
otherwise, the table will be blank. Instructions relatedBducaton data entry are displayed.
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1 Application Type ~ Application Data

Application

Application For Professional Secretary Certificate

Instructons & Education

©0060G6Ec¢c

mn i i m

Figure 8SEDUOL: Professional SecretaBducation Bar

If Educationdata has already been entered in DEEDS and is shown listed in the Education table, then
adding additional information is optional. However, if tBducationtable is blank, thetthe useris

required to addEducationinformation. Any data that can be entd as proof oEducationis

encouraged and will support the subsequent review and approval prodestditional education
information is not needed, clicRave & Nexto continueandskipto the next step Otherwse, follow

the instructions in this section tAdd Educationinformation.

Clickthe Add Educatiorbutton.

Institution - * School Id
City :* State* -Select State- -
Degree -Select Degree- -
Start Date :* End Date
Major Minor

Graduated Student ID

(3 Currently Attending

[ Student Teaching Completed

m Cancel

Figure SBEDUO2: Professional SecretaAdd Education Form

Educationform is presented below the instructiorier entering education related information specific
to the Professional Secretafyertificateapplication requestThe required fields are designated with a
red * and includelnstitution, City, State, Degreeand Start Date Dropdown lists are provided f@&tate
andDegree offering valid options to choose from. T8&&art Dateentry field requiresyYY Yormat.

Enter thelnstitution 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
Educationinformation in the entry fields.

Click theSavebutton to save the nevEducationdata or click theCancebutton to dismiss any changes.
Either optbn will exit edit mode. Validation is performed with tBaveoperation 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 bardismissed 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 Htkicationtable 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 SBEDUO03: Professional Secretafducation Table

Optionally, thke Usedtoward Applicationcheckboxcan be checkedA 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 Educatiorinformation is incorrect or incomplet click the pencil icon in th&ctionscolumn to edit
the information, as appropriate.

Clickthe Save & Nexbutton.
TheEducationd  NJ Aa RSaA3ayl G4§SR ¢ A lstephas béeNBpletet. (2 AAITYyATFe
National/ProfessionalCertificate¢ Professional Secretary

TheNational/Professional Certificatdar 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 & National/Professional Certificate

Certificate

Personal Information Review &
« Click Adel New Nat/Pro Certificate button to enter your certification information and upload your new National Board Certificate or letter.
Education & » Documents that are uploaded need to be in pdf or image format.
« Click Save to save the changes
National/Professional Certficate. (%}
Special Notes:
Esperience o P
« Only official transcripts may be submitted for credentialing.
Tests @ « 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 SREIPC01: Professional SecretaNational/Professional Certificate Bar

Entering informatiorin thisstepis optional If National or Professional Certificate data has been added

to the system for thauser, it will appear here; otherwise, the table will be blarikapplicable to the
application for Professional Secretary, thany data that can be entered as proofrational or

professional certificatiorredentials is encouraged and will support the subsequent review and approval
processlif National/Professional Certificaiaformation is not needed, clicthe Save & Nexbutton to
continueandskipto the end of this section. Otherwise, follow the instructions in this sectiokci

Nat/Pro Certificationinformation.

Click theAdd New Nat/Pro Certificatiorbutton.
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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 : . )
If a document has already been uploaded, then there is no

reason to upload it again. In th

se, the proper action is to

Associate the ument, r

ning that the pre-loaded
document will be referenced. To Associate a document, click
the Associate Document button.

Save Nat/Pro Certificate Cancel

Figure SREIPG01: Professional Secretary Add National/Professional Certificate Form

National/Professional Certificategntry form is presented for entering certification related information
specific to the Professi@l 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 thational/Professional @rtificate in the top section. The
required fields are designated with a red * and includigpe EffectiveDate, Expiration Date,
Document Typand Document Dropdown lists are provided fdiype Content Area, Statend
Document Typeoffering valid optins from which to choosé=ffectiveDate and Expiration Dateneeds
to be entered iNMM/DD/YY YY 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 oftbheument Typealropdown list in

the bottom section and seledfat./Pro. Certificatefrom the Document Typearopdown 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 tNational/ProfessionalCertificationdocuments 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 isAtesociatethe document, meaning that the pAeaded

document will k& used.

To Associate a document, click tAesociateExistingDocumens button. AnAssociate 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 estoc. 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 ti$=lect Documents to Associdbatton to save the information or click

the Cancebutton to exit the operation without saving data. If necessary, refer toAkeociate
Documentsection for a detailed description of the how to associate a document.
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If the certification document has not beassociated, 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:
9 Drag the file from your computer to the middle of the area designated with the Bndp
file here to upload or click here to browse and select file to upload.
91 Click inside the aredesignated with the textDrop file here to upload or click here to
browse and select file to upload.
o0 File Explorer is opened to allow document to be selected ftromputer files.
0 Select the desired file and Clidjpen

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 theSave Nat/Pro Certificatéutton to upload the document and save th&t/Pro Certificatedata
or click theCancebutton to cancel the add operation. Either option will exit edit mode.

If data is saved, a new record is added to ad/Pro Certificatetable.

S _ SR S Applict::;m

Certified
Administrative
Professional (CAP)

N i Health

:‘i:?r‘\l?ernend 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

through Youn
Association of ¢ N

Adulthood
Administrative o
Professionals
(IAAP)

FigureSPENPC07: Professional Secretalyational/Professional CertificatEable

Optionally, theUsed toward Applicatiorcheckbox 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 aretkrezth time it
is clicked.

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

Click theSave & Nexbutton.

&
w»
<

TheNational/Professional Certificat®  NJ Aa RSaA3ayrFr iSR gAGK | 3IAN
completed.

Experienceq Professional Secretary

The Experiencéar is highlighted and designated with a red X to signify thastephas not yet been
completed Instructions related tdExperiencalata entry and form submission are displayed.

The following forms may be used to veriyperience
1 Form E Verification of Teaching Experience
1 Form T- Verification of 8ident Teaching Program
1 Form E/NT Verification of NoATeaching Experience
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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

 Form G 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
NationaProfessiona Cerlicate (5 « 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.
« Document submission:
o Educator Only
- If you submitted the documents previously and wish to use them for this application, check the bok 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

Experience (%}
Criminal Afirmation Q may expedite this process by choosing the appropriate form from the list in Special Notes and forwarding it to the appropriate organization.

Tests

o District or Charter School Only
e —— = If you submitted the documents previously and wish to use them for this application, check the box under “Use Toward Application”.
- Alternately, you can upload a new Experience document. Select the desired Document Type from the dropdown list and click inside the document upload 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

Showing 110 0 of 0 records

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

Figure SBEXPO1: Professional Secretafyxperience Bar

If Experiencalata has been added to the system for fndividual it will appear in theExperienceable;
otherwise, the table will be blanki Experiencealata is listed in the table, then adding additional
information is optional. However, if thExperienceaable i blank, therthe user is required to add
Experiencenformation. Any data that can be entered as prooEsferiences encouraged and will
support the subsequent review and approval procdisadditionalexperiencedatais not needed, click
Save & Nexto continueandskipto the next step Otherwise, follow the instructions in this sectitan
Add Experiencenformation.

Clickthe Add Experiencéutton.

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

Save Cancel

Figure SBEXP02: Professional Secretadd Experience Form

Experiencdorm is presented for entering experience related information specific toRhefessional
SecretanCertificate application requesthe required fields are designated with a red * and include:
Work Type Place City, State, Begin Dateand EndDate. Dropdown lists are provided fa¥ork Type
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School TypeandState, offering valid options to choose from. TBegin Dateand EndDate entry fields
require MM/DD/ YYY Yormat.

Complete the required fields specific to wdgkperience Click theSavebutton to save the new
Experiencedata or click theCancebutton to dismiss any changes. Either option will exit edit mode.
Validation is performed with th&aveoperation 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 uppesvagia corner of the banner

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

Grade . Used
EE::E"M’ TWurk fnhml Place Begin Date End Date Years and Full Time zah:sfadcry toward Documents | Actions
ale ype ype Subjects v Application

Cape

Traceand o DE Henlopen | oyes 09/012013 06012020 2
Industry High

School

Figure SBEXPO3: Professional SecretaBxperience Table

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

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

ClickSave & Nexbutton.
TheExperience® | NJ A& RS&aA3IYy Il 0SSR ¢ A (stephas beeNoBpletel. (2 AAITYyATFeE

Testsc Professional Secretary

The Testsbar is highlighted and designated with a red X to signify thastephas not yet been
reviewed. All information on theTessbaris readonly. If Test data has been added to the system for
the individual it will appear here; otherwise, the table Wie blank.

1 Appiication Type Appiication Data
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; othenwise, the table will be blank.
Education -,
< Click Save & Next to continue.
National/Professional Certficate ()
Experience o)
TestType Test Date EHEIE | D Pass? Entry Method | Load Date Al Test ACTFL Documents Actions
TypeName | Type Scoring
Tests %)

Griminal Affirmation Q
Application Submission @

Figure SBTST0L: Professional Secretafyests Bar

Clickthe Save & Nexbutton.
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TheTestso  NJ Aa RSaA3ayl 4G4SR 4 A lstephas beeNSBpletetl. (2 AA Iy ATFe
Criminal Affirmation¢ Professional Secretary

TheCriminalAffirmation bar is highlighted and designated with a red X to signify thastephas not
yet been completed.

1 Appiication Type ' Applcation Data

Application

Application For Pr i tary Certificate

Instructions o) Criminal Affirmation

T 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.
National/Professional Certificate (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.

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

Tests € N 1o Come ) Yes It
violations), including any offense for which you have received a pardon, in any jurisdiction?
Criminal Affirmation (%}
Appication 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 @ infermation might affect this application, that undersigned understands that participating or cooperating in fraud or material deceptior rder fo 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 furiher action, and that the undersigned has read and understands this affidavit
[J1 consent to electronic signature

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

Figure SBCRI0L: Professional Secreta@riminal Affirmation Bar

Onequestion related to criminal backgrourgldisplayed Answer the question by selecting eithtbe
Yesor Noradio button.The question is mandatory fieldand must be answered to move forward

The Affirmation Affidavit state§:he undersigned, according 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 thatarticipating 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 thaetundersigned has read
and understands this affidavit.

The electronic signaturevhich is legally bindingjgnifies that thendividualacknowledges andffirms
the above statement which is made under penalty of perjuriel consent to electronic sitature
checkbox is a mandatory field and must be checked to continue.

Sign the affirmation by typing your name in t8gnaturefield. TheDatefield is autepopulated with
the current dateand is a reaenly 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 SRERI02: Professional Secretafriminal Affirmation Form Completed

Clickthe Save & Nexbutton.

TheCriminal Affirmationd  NJ Aa RS&aA3ayl G§SR g A (stephhas beeNBBpletedl.

Application Submissiom Professional Secretary

G2

TheApplication Submissiobar is highlighted and designated with a red X to signify that the step has

not yet been completed.

1 Application Type . Appication Data

Application
Application For Professional Secretary Certificate
Inctructions () Application Submission
e =t R (V] Application Submission Instructions
— + Click the Submit Application button below to submit your application and begin the review process.
V]

+ You can monttor the status of your application on your Educator Dashboard, which will be used as the main communication channel moving forward

National/Professional Certificate

AV }
Experience &
Tests (V]

Criminal Affirmation

Application Submission (%}

Figure SBAPS01: Professional Secretary Certificaipplication Submission

TheProfessional Secretary Certificagpplicationprocess is completen that all the required
information has been supplied and the application is ready for submission

(V) Submit Application

Optionally, you can review the information provided within the individual steps by clicking on the

corresponding greebars
Clickthe Submit Applicatiorbutton to complete the application process.

Confirmation of the application submission is presentexhglwith additional information:

DDOE Licensure & Ceqdtion
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CONFIRMATION OF APPLICATION RECEIVED BY THE DELAWARE DEPARTMENT OF EDUCATION

Thank you for completing your online application. Your application will be reviewed ance we have feceived all the required documents ingicated

If further information is required, we will contact you via email in s with your application.
While-your application s pending, you will not be able to alter any infor ide or upload any
additional documents in response to DOE corraspondence

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 Commerce Way, Suite #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 SBAPCOL: Professional Secretary Certificad@plication Submission Confirmation

In addition to the oprscreen confirmation, an email is sent to the uséwo to your email provider
mailbox and find the email sent frodeeds@doe.k12.de.wwith the SubjecDEDept of Education
Important Application Information.

Clickthe Back To Dashboardutton.
Application Trackek, Professional Secretary

User is directed to th¥iew My Applicationgage showing the Application Trackdihe new
Professional Secreta@ertificateapplication is shown:

1 5

Application Type Submitted Date View PDF

2 3 4
'H‘ Professional Secratary Certificate 07/0812021 View Application
E E © g I

Application Intake Quality Review Analyst Review Finalize

Completed In Progress Not Started Not Started Not Started

Figure SBAPT01: Professional Secretary Certificaipplication Trackeg In Progress Status

Note that theApplicationbanneris green to signify that this step has been completed and the status
appears a<ompleted Thelntake banneris yellow to signify that this step is in progress and the status
appears asn ProgressFrom this point forwardthe Professional Secretary Géidate progress and
status can be monitored from ghView My Applicationspage

TheApplication Tracker is comprisedfofe banners Application, Intake, Quality ReviewAnalyst
Review andFinalize Thesebannersare used taepresent the various stages that an applicatinaygo
through. Not all application types will be required to go through each of the stagés|l of the
bannerswill always be present for completeness. It is important to note thatprogression wilalways
move from left to right andvill nevermovebackwards.

TheView My Applicationpagewill show the last three (3) applications that have been submitted. In
the event that there are more than three, click tMore button to see more applications.

To the right of the Application Tracker drghleveldetails of theProfessional Secretar@ertificate
application submittedn the previous stepdrofessional Secretary Certificaig displayed in the
Application Typecolumn along with thé&Submitted Date AView Applicationlink is provided in the
View PDFolumn, allowing thepplicantto view and print a pdf version of the application detaiat
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were submitted Although this is not necessary, it can be useful for reference. Additioa&llithdraw
button is provided so that the application can be withd/n at any time.

View Credentialg; Professional Secretary
Click theHomebutton to move back to th&ducator Dashboarttiome page.
From theEducator Dashboardclick theView My Credentialsoutton on the right

TheProfessional Secretar@ertificatecan be found in thé&dministrative Certificatesection. Scroll
down to theAdministrative Certificatesection to see the following

Administrative Certificates

O show an

Credential Definition

Certificate Application Pending

Figure SBVMG-01: Professional Secretary Certificateedentials Application Pending

Note thatCertificateappears in theCredential Definitioncolumn and shows a status Application
Pendingin the Credential Statusolumn

Once theProfessional Secretary Certificatgplication has beeaubmitted, 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 ¢iew My Applicatiors pageon the Educator DashboardThe
applicantcan monitor atus and respond to deficiencigas 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 p&§bibiea
deficiency is raised, thapplicantwill be informed irthree ways:

f  An email will be sent to the LILJ ApDrhayyi@rfedl address to notify that there is a deficiency
in the application that needs to be resolvedo to your email provider mailbox and find the
email sent fromdeeds@doe.k12.de.wwith the SubjecDDOK; Deficiencies in Application.

1 ARespond to Deficiendyutton appears on thé&ducator Dashboartiome page.

1 A Deficiency is listed on théew My Applicationgpage of theEducator Dashboard.

On theEducator Dashboardthere is a new re®espond to Deficiendyutton that appears on the right
side of the page under the menu options. TRisspond to Deficiendyutton is an immediate indicator
that a deficiency has been raised and action is required bwypipéicantin order to move forward with
the application process.

DDOE Licensure & Ceqdtion 24-Jul21


mailto:deeds@inlumon.com

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 SBDEFO1: Professional Secretary Certificddashboard Respond to Deficiency Button

ClickRespond to Deficiendyutton or ClickView My Applicationsbutton, as either choice will direct the
user to theView My Applicationgpage.

3 a
Application Type Submitted Date View PDF

5
° . m [ —— - o spicaton

Quality Review Analyst Review Finalize

Gompleted Not Started Not Started Not Started

iR
I

_————CQUIRED
\AC/T\ONV
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

Deficiency Details
Deficiency Name Notes.

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

Figure SBDEF02: Professional Secretary Certificaipplication Tracker with Deficiency Raised

Note that the color of théntake banner has changed to red and the status has chang&efwient
Additionally, there is action Requiredstamp below theApplication Trackegs an alert that action is
required. Refer to th@eficiency Detailsable below the Application Tracker foetils regarding the
deficiency raised. A brief description of the deficiency is listed iDfeciency Nameolumn and a
brief description of the required action is listed in tNetescolumn. The date that the deficiency was
raised is shown in thBate column

Review the description of the deficiency in theficiency Detaildbox and determine how to fix the
problem. The user will need to supply additional information specific tagte raised within the
deficiency Read theNotesto ensure that the required action can be achieved at the current time.

Clickthe Repond to Deficiencybutton directly above thdeficiency Detailsable and below the
Application Tracker banners.

Educator is directed tthe 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 adgeficien
raised in theEducationinformation provided with the application, so theseris directed to the

Education bar. Attention will be focused on tBeficiencysection 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) O Resolved

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

Educator
Notes

Figure SBDEFO3: Professional Secretary Certificd®espond to Deficiency Action

In the EducatorNotesfield, enter information related t@orrective measures that have been taken to
address the deficiency raise@heck theResolvedtheckbox to indicate that the deficiency has been
resolved.Note that when theResolved:heckbox is checked, the grebaricon changes to a gredfito
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]

Figure SBDEFO4: Professional Secretary Certificaespond to Deficiency Resolution
Clickthe Save Changesutton within the Deficiencybox. TheSave Changesutton disappears.

If more than one greebar is presented, then clicke Save & Nexbutton 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 deficidickite c
ReSubmibutton.
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to View My Applications on the Educator Dashboard.

Click the Back to Dashboard button to continue.

Back To Dashboard

Figure SBDEFO5: Professional Secretary Certific&®esubmit Application Confirmation

Confirmation message is displayed thankapglicantfor resubmitting the applicatiorClickBack to
Dashboardbutton.

Note that the redRespond to Deficiendyutton is gone from théeducator Dashboard

Clickthe View My Applicationsbutton to review the current status of the resubmitted application.

Figure SBDEFO6: Professional Secretary Certificaipplication Tracker after Deficiency Addressed

Thelntake banner has changed to yellow and the status has changéuPoogressAdditionally, the

Action Requiredstamp below the Application Tracker is gone. This status indicates that the application
has now been directed back to the DDOE L&C team for furévéew 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 teamthe information on theView My Applicationgage will change to:

Figure SBCMRO1: Professional SecretaApplication Tracker afteCertificatelssued

An email will be sent to the LILJ ApOrhayyieradl address to notify that trapplication has been
approved.Go to your email provider mailbox and find the email sent fderds@doe.k12.de.usith
the SubjecDDOK; Application Approval

ClickView My Credential®utton on theEducator Dashboardnd locate theAdministrative Certificates
section.

Figure SBCMRO02: Professional Secreta@redentials after Certificate Issued
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