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Introduction

The Office of the State Superintendent of Education (OSSE) is responsible for reviewing the
credentials and qualifications of applicants seeking teacher, administrator, or school service
provider certification in the District of Columbia. OSSE’s Division of Elementary, Secondary, and
Specialized Education is responsible for overseeing procedures and protocols that govern
licensure application submission and ensure responsive service to applicants.

The Educator Credential Information System (ECIS) is an electronic educator licensure application
portal designed in an effort to provide those seeking authorization to serve as a teacher,
administrator, or school service provider with a user-friendly, web-based format for submitting
applications for a DC credential. Through ECIS, applicants will be able to enter personal and
demographic information, upload supporting documents, and pay for application processing fees
electronically using a valid Visa or MasterCard payment card.

For general questions regarding certification requirements, policies or other general information
please visit our Educator Credentialing website or contact us at osse.asklicensure@dc.gov .

If you are experiencing problems using ECIS or require technical assistance you may contact us at,
osse.ecis@dc.gov.



http://osse.dc.gov/ed-credentials
mailto:osse.asklicensure@dc.gov
mailto:osse.ecis@dc.gov
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Applicant Registration and Approval Procedures

To obtain access to use ECIS as a first-time user, you must register and receive an invitation to join the
application.

1. To get started, go to https://octo.quickbase.com/db/bkdy85kmw

2. Scroll to the bottom portion of the page. If you are a first-time user you must click the “Click here to
Register” button. If you have previously registered or are a returning user click the “Click here to Sign
In” button. See image below.

{New or First-time ECIS Users)
Register

(Returning or Registered ECIS Users) . .

3. Complete all fields requested in the Personal Information section when registering. Once completed,
review for accuracy. (This is important. Once you click “Save” you will not be able to edit or make
changes yourself. Changes or edits may only be done by OSSE staff.)

4. Once you have verified that all information is correct, click the green “ ” button located in the
upper right corner of the page.

5. A successful Save shall trigger three (3) e-mail notifications that will be sent to the e-mail address you
registered with.

e Email 1 - Your ECIS registration request has been received.....
e Email 2 - Your ECIS registration was reviewed and your unique ID number provided....

6. Once your request for registration is approved by an OSSE staff person, you will receive a 3rd email
message inviting you to the ECIS application. Open that message and click on hyperlink text “GO TO
THIS APP IN QUICKBASE”. This will re-direct you to a final registration screen to create a password and
select your security question for secured access.

e Email 3 - Invitation to the ECIS online application in Quickbase....

7. Create your password and then complete all required security question information. Review
information for accuracy.

Note: If you provided a DCGov email address as your primary email contact during registration, you
will bypass the create password page. As an active DCGov account user, you will use your existing
DCGov email address username and password to sign in once you receive the ECIS invitation email
message.


https://octo.quickbase.com/db/bkdy85kmw
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8. Click to select the “agree to the terms of service” checkbox. Then, click the green “Register”
button.

1 1 have read and agree to the QuickBase Tenms of Service

-

9. After clicking the green register button, you will be redirected to the ECIS application and you
will be automatically signed into ECIS. You have completed the registration process.

10. You may stay signed in and start a new application or you may sign out and come back later.

11. To sign out or leave the application, click on the dropdown arrow located next to your name in
the upper right corner of the page and select “Sign Out”.

@ Aleris L TONY GRAHAM GRAHAM  ~
TONY GRAHAM GRAHAM

My preferences

ECIS V2.0

signout €=

NOTE: If you receive a “...contain unique value...” error message during registration, you are
entering an e-mail address or social security number that have already been used. This happens
because you have previously registered on a prior date. ECIS does not allow duplicate e-mail
addresses or social security numbers. Instead of clicking the register button, click the “Sign In”
button. Then enter the email address username and password you created when you initially
registered. The error message will look like the screen shot below.

:,; Applicant Personal Information . Add Personal Information E
(']
L= T
Fields which are marked unique must contain unique values for all the records. You have entered a duplicate value for the unigue field "SSN" Please

check your data and try again.
{The personal information was not saved)

STEP 1 0F 2 - APPLICANT REGISTRATION

If you cannot remember the email address you registered with, send an email to osse.ecis@dc.gov
to request to be sent that information. Additionally, if you cannot remember your password, go to
https://octo.quickbase.com/db/main?a=Signin , then, click the “I forgot my password’ text link to
reset your password.

| 5
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Before You Officially Submit an Application

You must make sure that you have received all of the required supporting documents to upload
into ECIS before you make a payment and submit your application. Since all documents must be
converted into an electronic format for uploading, you will need to scan all required documents
and then save them as “PDF” files to your computer or other flash storage device. This will require
you to open the sealed envelopes that your documents were originally mailed in order to scan
them. When scanning documents that contain multiple pages, you must scan all pages of that
document into one (1) pdf file. For example, if your FBI personal criminal history report consists
of 3 total pages, you will scan all 3 pages into one document and save it as one pdf file. Once
scanned, you will then name it (i.e. John Doe FBI report). Follow these steps for each of the
documents you will be uploading.

To avoid potential denials or delays in the processing of your application, you must upload all
supporting documents required for the credential(s) you are seeking. Please be advised, the
processing time it takes to review your application does not start until OSSE receives a complete
application packet that includes all required fees and supporting documents. To make sure you
possess the proper documentation required for the credential(s) you are seeking, review the
requirements at Educator Credential Requirements Overview.

To see a list of the required supporting documents that you must upload, see the “List of Required
Supporting Documents” section of this user guide.
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List of Required Supporting Documents

1. Personal criminal history record report issued by the FBI or an FBI approved “channeler” agency, an
agency which has the ability to provide any United States citizen or lawful permanent legal resident the
right to request a copy of their personal FBI criminal background check. Criminal history record
reports must have been issued within the previous 12 months from the date an application is submitted
and shall remain valid with OSSE for a period of four (4) years from the date the report was generated.

a. Ininstances where the FBI channeler agency will only send the report directly to an agency, the
report may be e-mailed to osse.ecis@dc.gov .

b. Ifyou are currently employed or have recently completed the clearance process with the DC Public
Schools (DCPS) agency, DCPS will provide OSSE with electronic access to your criminal history
clearance information.

2. Official education transcripts issued by the registrar’s office of the college or university where you
completed a degree and where applicable education preparation training/coursework has been
completed. Education transcripts must be scanned as full, non-fragmented PDF pages using the “auto-
color detection” setting. Grade reports or student account transcript records are not accepted.

a. Ifyou completed studies at an institution outside of the U.S. (including Canada), you must submit a
foreign credential equivalency report issued by an approved agency. The District of Columbia
accepts foreign credential equivalency reports provided by the following entities: (1) organizations
that have current membership with the National Association of Credential Evaluation Services
(NACES) or the Association of International Credential Evaluators (AICE); (2) accredited four year
colleges/universities; and (3) evaluation organizations that are approved by other state educator
licensing/credentialing agencies for licensing purposes.

b. The report must include a U.S. eqgivalency degree summary statement and a course by course listing
of all completed coursework that includes the grade earned and credit hours completed for each
course.

c. Do not send diplomas, foreign transcripts, or any documents not printed in English.

3. Program verification form confirming your admission and/or completion of an approved educator
preparation licensure program.

a. A completed F-4 Program Admission Verification form - The purpose of the F-4 is to verify the
program enrollment and employment of an applicant seeking the issuance of an Initial teaching
credential

b. A completed F-1 In-state Program Completer Verification form - The purpose of the F-1 form is to
verify satisfactory completion of an approved educator licensure program for applicants who
completed their training program at a DC based institution.

c. A completed Out-of-State Approved Program completion verification form (The purpose of this
form is to verify satisfactory completion of an approved educator licensure program for applicants
who completed their training program at institutions outside DC.

| 7
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Alternative program completion verification letter confirming the sequence of requirements
completed if you completed an alternative or non-traditional educator preparation program in another
state where an official institution transcript was not issued.

Examinee score report(s) verifying passing scores for the required credentialing exams. Applicants
submitting score reports for comparable exams passed in another state must submit a valid full
credential from another state where those exams were accepted for issuance of the credential. All
score reports must be printed in English and indicate the test name, test date, test score, and pass/fail
indication. All pages of the score report must be submitted.

Note: If your state did not require any component of the credentialing exams as required by the District
of Columbia (e.g. basic skills, subject content or pedagogy), you will be required to present passing
scores for the missing exam prior to the issuance of the applicable D.C. credential.

Copy of valid educator credential (with no deficiencies) from another state where you hold
comparable endorsements or certifications.

Verification of full-time experience confirming full-time employment in the applicable assignment
area confirmed by the appropriate employment verification official of your hiring agency.

LEA annual performance evaluation review confirming your evaluation rating achieved for the
applicable academic year(s). The evaluation reviews must be properly signed and dated by all
required parties. Applicable towards initial credentialing or credential renewal.

Professional development (PD) training completion certificates or PD transcripts confirming
completion of PD activities that have been delivered by your employing LEA/school agency or other PD
training organizations. Applicable toward credential renewal only.

a. PD training transcripts generated by an employing LEA/school must be on official letterhead and
bear the appropriate seals, signatures, and dates.

b. PD training certificates issued by other organizations must by the following information:
attendee/participant’s full name, name of the provider presenting the activity/training, name (title)
of the activity/training, number of clock hours of activity /training completed; and dates of
activity/training and bear the appropriate seals, signatures and dates.

c. Official transcripts verifying completion of appropriate coursework in compliance with document
item #2 listed above.

| 8
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Signing Into ECIS

Once you have successfully completed the registration and approval process and have received an invite to

the application, you are ready to access ECIS.

To get started, go to: https://octo.quickbase.com/db/main?a=Signln

Enter the email address you registered with as your Username.
Then, enter the Password you created.
Next, click the green Sign In button.

=W

If you registered using a DCGov e-mail account, you will use the same username and password credentials

you already possess.

Username

Password

| forgot my password

[[] Keep me signed in on this computer

Not a QuickBase user? Create a log-in

5. Once signed in, find the ECIS V2.0 application icon in your list of “My Apps in OCTO” tab, then click to
open. Clicking to open the application will re-direct to the ECIS main web page.

octo

My Apps ECIS V2.0

QuickBase = My Apps in OCTO

Search my apps... Adv. Search

App Name

[ Mayor's Schelars Undergraduate Program

[ ECISV20¢ K
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6. Click the 4 icon located at the bottom of the page, under the “Application Status” title bar to
open your profile. (These are the steps you will take to see all of the applications and
supporting documents you submitted using ECIS.)

Download the ECIS User Guidebook for a comprehensive, step-by-step tutorial on how
OS5E Help desk at (202)-713-6500. IT you are already a registered ECIS user and experier
member of the Educator Credentials Team. For general questions about policles or procedu

osse.asklicensure@dc.gov

Click on the fEmDJI located at the bottom of the page to create new applications.

Application Status
%‘f & Fegistration Reviewed and approved for application

Note: The 4 icon or emoji opens your application in “Edit” mode.
Note: The @& icon or emoji opens your application in “View Only” mode.

7. Proceed to the next section for instructions on how to create a new application or re-opening
an application previously started but not submitted.

| 10
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Open your Profile to Create or View Applications

Once you have clicked on the # to open your profile on the ECIS homepage, you will be taken to this

screen.

~ Applicant Information

Applicant Unique Identifier 19%-90-00685
Last Name graham
Gender
SSNTemp. ID# 999-00-0685
DOB FEB-D1-2016

Street Address 310 1 ststne

City, Town or Province  washington
Country
Primary Telephone  (202) 741-5381

Primary Email address  ameriuniviest01@yahoo.com

~ Additional Applications

First Name tony Maiden Name

Unit/Apt #

State or District  District of Columbia Postal Zip Code 20011

Secondary Telephone

Secondary Email address

Click here to create new application

Full Report | More - 4 Additional applications

Applicant Unigue ID Application_ID Date Created Date Modified Last Name  First Name DOB
# @ 1999000685 ADDLAPPOO0D003376 03-05-2016 12:20 PM  08-05-2016 12:20 PM  graham  teny FEB-01-2016
# @ 1999000685 ADDLAPPO00D003375 08-05-2016 12:13PM  08-05-2016 12:113PM graham  tony FEB-01-2016

Each time you first open your profile, you will see two (2) sections. The “Applicant Information ” and

“Additional Applications” section.

The applicant information section contains the information you entered during registration. The
information for this section is displayed in “View Only” mode and cannot be changed or edited by you at
this time. To request changes or corrections to any field in this section, read the instructions found in the
“How to Request Changes to my Profile” section of this user guide.
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The additional applications section is where you will create new applications and also see a listing of the
applications you previously started or submitted. Rows that contain the word ‘Success’ in the success/fail
column represent applications that have been previously paid for and submitted to OSSE. Once an
application has been submitted it is available to you in View Only mode only. Rows that do not contain a
success result are still open and are available for you to change, edit and/or submit by clicking the # icon
located in the row of the corresponding application.

D, Cvmitied Do Vofes Listhamd  Frsl homw e E=al S Mppkead Tesootay D Posary Tewghone  Bacondary Teechors  Butceaf ol
————
v ogran by TR pmuniesn Goroo ion ) P15
BRI et Gt 0 000 2 A Success e-
£ e ol - o 4 EP{-.W"":&'E gt Nt o R
. . . Click here to create new application . « aps
1. To create a new application, click the button located in the “Additional

Applications” section.

2. Or, if you have created other applications that you want to open or view, click on the #° icon thatis
located in the same row of that application.

3. When you click to create a new application or open an existing application, you will be taken to the 1st
page or screen 1 of that application.

4. Proceed to the next section for instructions on completing a new application.

| 12
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Completing a new application

Click here to create new application

1. When you click the
screen is page 1 or screen 1 of your application.

button you will be taken to the following screen. This

2. You will see a list of sections that you will click to open and enter all required information for that
section.

3. The sections that require you to enter information or make selections are marked by a red arrow as
shown below.

4. You will be completing each section of the application by clicking on the " button located next to
that section’s title name to Open or Expand that section.

City, Town or Province State or District Postal Zip Code
washington District of Columbia 20011

Country

Primary Telephone Secondary Telephone

(202) 741-5881

Primary Email address Secondary Email address
amenuniviest01@yahoo.com

CHECK TO COMPLETE EACH SECTION.

» Applicant Background Information Section €=

» General Information Section €=

» Request for Credential Section €=

Chck here to select subject area(s) én—

Only “thecked” items in the cat ~ Type Description Main Subject Area

Mo selection subject areas found
TOTAL FEE PAYMENT
* Upload Required Documents Section <=

* Comments e

Applicant Comments

| 13
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To begin, click the arrow button nextto _~_APplicant Background Information Section
to expand this section.

*Note: For easier viewing, after you complete one section you can click to collapse that section to allow
more screen space for viewing other sections of the application that need to be completed.

N

= Applicant Background Information Section

You mest provide answer for sach item Delow. Additionally please be advised, if you answes “YES™ [0 any ibem, you must spioad copies of M official cowrt or Bearing
procesding documenis{s) mdecatieg the final judgement and current siius/'diaposioson of each offense. Fadure to upload fhe reguined documentabon or Ledune be
desclose requested inlomation may measi in a denisd or revocation debermination.

1) M you evr Bspaen chaiged wilh, convicied of, plid guilly 1o, enlirsd a8 Allord plea 1o, pled o contaslnols conlindeds b0, enlensd iilo pobation belods pedgemes]
0, Nad & cas plscdd O & SiE SoLE 107, OF Iouhd sl ity Iy Feas0n of meanity ..

1) fow sy Crime involving & child of yowth?
- |
Tl o any Eony T "
U.
1) for mmy crime involving dregs?
-
1] Bt @y Crime Solvisg whapons T -

]

) o sy Tebosrry OF AN CTiMe INVESVIng children, youth, Grugs of WOapons i another couniny? ©
1

I Hawm o arvdr Bl sty bypes of SCHOO! NSINeCton, pupl Sevices of SOMIneEIoT oense denbd, rvoked, srpended of vobuntanly usendensd or
By proceedings be deny, revols, sespend any type of school insinectorn, papl services of sdmines rstor icense besn initisted by any stabe or jurisdiction? *
W

3 Is any disciplnary schion of conditions wpon BOsNSune DTty i Saoe o pending 2gains! you andior your school instructor, pupil services or
administraion Bosnse by asy slate oF jurisdiction? *

V_

A} Hawe you ever Been dnciphned or had desciphinary schion mitisted agains] you. of been

Brom sy posEion due io H o eeprofessional conduct?
Wl

) Lind all stptesfurisdiclions whsere ANY leved of disciphinary of dismissal procedses have been acloned sgains] you.

N

v Gaeneral Information Section

Answer all questions in this section then, go to the next section.
Repeat steps 3 thru 5 to complete the “General Information” and “Request for Credential” sections.
Once completed, you will have to select the subject area of the credential(s) you are seeking.

Proceed to the “Selecting the Subject Areas for the Credentials you are seeking” section, to see how to do
this.

| 14
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are seeking

Once you complete the Request for Credential section, you will then need to select the subject area of the
credential(s) you are seeking.

1. Click the Click here to select subject area(s) button.

2. Point your cursor to click on the arrow to open the dropdown list in the “Make a Selection...”

list box.

(Screen before click)

Main Subject Area
Sub Category Area
Grade Level

Fee

Type

Applicant Unique 1D 159-5(

ID | Make a Selection.. * v

[C] Add item to the shopping cart

3. Once you open the dropdown list, you will then scroll through the list to select the subject area
of the credential you are seeking.

(Screen after click)

Applicant Unique ID
D

Main Subject Area
Sub Category Area
Grade Level

Fee

Type

Selection Subject Area = Add Selection Subject Area

195-90-00685

Make a Selection...

DUPLICATE CREDENTIAL REQUESTS - NA - Duplicate credential requests - NA - $20.00

SCHOOL ADMINISTRATOR - Administrative Services Credential - Principal/Assistant Principal - Grades PreK-12 - $50.00
SCHOOL SERVICE PROVIDER - Attendance Officer - School Service Provider - Grades PreK-12 - $50.00

SCHOOL SERVICE PROVIDER. - Audiologist - School Service Provider - Grades Prek-12 - $50.00

SCHOOL SERVICE PROVIDER - Psychometrist - School Service Provider - Grades PreK-12 - $50.00

SCHOOL SERVICE PROVIDER. - Pupil Personnel Worker - School Service Provider - Grades Prek-12 - $50.00

SCHOOL SERVICE PROVIDER - Reading Specialist - School Service Provider - Grades PreK-12 - $50.00

SCHOOL SERVICE PROVIDER - School Counselor - School Service Provider - Grades PreK-12 - $50.00

SCHOOL SERVICE PROVIDER - School Librarian / Media Specialist - School Service Provider - Grades Prek-12 - $50.00
SCHOOL SERVICE PROVIDER. - School Psychologist - School Service Provider - Grades Prek-12 - $50.00

SCHOOL SERVICE PROVIDER - School Social Worker - School Service Provider - Grades PreK-12 - $50.00

SCHOOL SERVICE PROVIDER - Speech Language Pathologist - School Service Provider - Grades PreK-12 - §50.00
SCHOOL TEACHER - Early Childhood - Early Childhood - Prek-3 - $50.00

SCHOOL TEACHER - Early Childhood Special Education - Early Childhood - Prek-3 - $50.00

SCHOOL TEACHER - Montessori Primary - Early Childhood - Prek-3 - §50.00

SCHOOL TEACHER. - Elementary Education - Elementary Education - Grades 1-6 - $50.00

SCHOOL TEACHER - Science Resource - Elementary Education - Grades 1-6 - $50.00
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4. Once a selection is chosen, the fields will auto-populate as shown below.

Applicant Unique ID

ID

Main Subject Area

Sub Category Area

Grade Level

Fee

Type

199-80-00685

SCHOOL TEACHER - Montessori Primary - Early Childhood - Prek-3 - $50.00

Early Childhood
Montessori Primary
Prek-3

§50.00

8T

[] Add item to the shopping cart

5. Next, you must click the [Icheckbox next to the “Add item to the shopping cart” text. If left unchecked

that subject area selection will not be added in your shopping cart total when you checkout, and that
item will not be reviewed for credentialing.

Applicant Unique ID

D

Main Subject Area
Sub Category Area
Grade Level

Fee

Type

199-90-00685

SCHOOL TEACHER - Mantessori Primary - Early Childhood - Prek-3 - $50.00

Early Childhood
Montessor Primary
PreK-3

$50.00

ST’

[+ Add Item to the shopping cart

6. After you make your selection and then add the item to your shopping cart, you must click the
m button located in the upper right corner of the page.

7. Once you click Save, you will be taken back to page 1 of your application. You must repeat steps 1 thru
6, if you want to add additional subject area selections. You may request up to five (5) selections within

one application. When all selections are added, go to the “Upload Required Documents Section”.

» Request for Credential Section

Click here to select subject area(s)

Full Report | More

2 Selection subject areas

100.00

TOTAL FEE PAYMENT

Only “checked” items  Type Description Main Subject Sub Category Grade Level Fee
in the cart Area Area
s ® v SCHOOL SERVICE School Service Psychometrist Grades $50.00
PROVIDER Provider Prek-12
r ® L4 SCHOOL TEACHER Early Childhood Montessori Prek-3 $50.00
Primary
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Uploading the required documents

To support your application, you will be uploading the applicable documents required for the credential(s)
you are seeking. A description of the acceptable documents for upload, as well as guidance regarding
proper documentation formatting are detailed on pages 6-8 of this user guide. Make sure you review this
information to ensure your documentation meets submission requirements.

1. Click the arrow button next to the Upload Required Documents Section title text.

2. Then. click the Click here to upload required documents button
. ) .

~

; 8 Upload Required Documents Section

You must scan and upload ALL documents required for the credential(s) you are seeking with
complete packet shall cause a delay in the processing of your application and could result in t
non-fragmented PDF pages using the “auto-color detection™ setting.

~

2 Click here to upload required documents

Document Type Document Name Document Load Applicant Unique ID

No upload documents found

3. You will then be on the following screen.

» Upload Documents

Applicant Unique Identifier
198-00-00685

When uploading your supporting documents, you must select the applicable document type from the dropdown list box, then

browse for the corresponding document to upload it. The naming convention for your documents should clearly identify each
WA fest scores, efc)

Document Type *
I~ |

Document Name *

Document Upload =

Browse...

To upload your next document you must click save then return to the Upload Documents Section
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4. Select the type of document you are uploading from the dropdown list for the ‘Document
Type™ field.

+ Upload Documents

Applicant Unique Identifier
193-90-00635

‘When uploading your supporiing documents, you must select the applicable document type from the dropdown
browse for the corresponding document to upload it. The naming convention for your documents should clearly
WA test scores, efc)

Document Type *

Background report/Court Doc’s
CredentialsfLicenses

Foreign Credential Report
Employment experience
(OSSE reviewsstatus notice

Program Verification Form
Test score report
Training/Morkshop Cerificates

- Browse...
Transcripts

To upload your next document you must click save then return to the Upload Documents Section

5. Create a name for the file being uploaded and enter it in the ‘Document Name™’ field.
6. Next, click the ‘Browse’ button to locate the PDF file you will be uploading. Remember,
documents that contain multiple pages must be uploaded as one complete pdf file. Do not

upload single pages as individual pdf files for pages that are part of the same document.

7. After you select your document to upload, your screen will look like the image below.

~ Upload Documents

Applicant Unique Identifier
199-00-D06385

When uploading your supporting documents, you must select the applicable document type from the dropdown
browse for the corresponding document to upload it. The naming convention for your documents should clearly
WA test scores, ete)

Document Type *

Background report/Court Doc‘sﬂ

Document Name *

Criminal Background Report

Document Upload *

C:\Users\anthonys.graham'Documents\AU1 Browse...

To upload your next document you must click save then return to the Upload Documents Section

8. Finally, click the m button located in upper right corner of the screen.

9. Whenever you click ‘Save’ from this screen, you will be taken back to page 1 of your
application. You must then, repeat steps 2 thru 8 to upload all other documents.
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A successful upload will generate a list or table of the documents that have been uploaded to your
application. The list will grow by one row each time you upload another document.

*_Upload Required Documents Section

You must scan and upload ALL documents required for the credential{s) you ane seeking willy this application. Failure to upload all supporting documents 1o form &
complete packet shall cause @ delay in the processing of your application and could result in the deniad of your application, The documents misst be scanned as full
non-fragmented POF pages using the “sulc-color datection™ setting,

\o upload equinedg documents

Full Report | Mo = 2 Upload decuments

Document Type Documenl Mams Docurnent Load Applcant Uinique ID
/' @ Background reportiCourt Doc's  Criminal Background Report dion [oe Wy FEI report oot 109-00.00685 _
o # & | Program Vedificabion Fom Program completon confirmation | Aporgved Program Verification form pdl  199-90.00685 -

Note: You can replace or edit the documents you upload by clicking the #" icon that is located in the same

row of the document that you need to edit. However, once you officially submit your application, your

documents are locked and will be available for you to open in “View only” mode.

10. When all required documents have been uploaded, proceed to the next section.

Applicant Comments

1. Click in the text box to add a comment or provide additional pertaining to your application.

*+ Comments

Applicant Comments

Enter my comments in this space.

SAVE AND NEXT

2. When you are finished entering your comments or if you do not wish to add a comment, click

the button to continue.
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Review information screen and prepare for
checkout

1. When you click the button, you will come to this screen.

2. Thisis referred to as page 2 or the review page of your application. When you first arrive on this
screen, you will notice a green message box indicating that the information you just entered has been
saved. Also, notice that the information is displayed in ‘View only’ mode.

- Applicant Information l © Additional application saved l

Application_ID
ADDLAPPOD000D3513

Applicant Unique Identifier

199-80-00685

Last Name First Name Maiden Name

graham tony

Gender

SSN/ECIS Temp. ID#
999-00-0685

DOB
FEB-01-2016

Street Address Unit/Apt #
810 1 ststne

3. Next, review this page to verify that all your information is correct.

4. Ifyou need to make corrections or changes, you must click the ‘Edit’ button located at the bottom of the
page. This will take you back to page 1 of your application, where you can make changes to any section
except for the ‘Application Information’ section.

5. Once your changes are completed, click the ‘Next’ button located at the bottom of page 1 to return to
this screen.

+ Comments

Applicant Comments

Enter my comments in this space.

EDIT PROCEED TO CHECKOUT

6. Ifall information is correct, click the “Proceed to Checkout” button.
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Making a Payment to Officially Submit an

Application

1. After you click the “Proceed to Checkout” button, you will see this screen.

» Licensure Application Type Fee schedule

Applicant Unique ID
198-90-00685

Full Report | More - 1 Selection Subject Area

50.00

Only “checked” items in the  Type Description Main Subject Sub Category Grade Fee
cart Area Area Level
£ ® v SCHOOL Early Childhood  Montessori PreK-3 $50.00
TEACHER Primary
Total Fee

2. Review the information that you are preparing to pay for.

3. Then, click the “Save & Next” button.

4. Next, read the ‘Authorization’ statement then check the box below to confirm that you agree
with the application terms. (see figure below)

Total Amount to be Charged
50.00

«~ Authorization

| hereby authorize the Office of the State Superintendent of Education (OSSE) to share or obtain any |
employer, or other licensing entity for use in this application process. | also cerify that the information
misrepresentation may result in the licensure denial or revocation of my licensel certificate.

5. Then click the “Next” button.
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6. Before you click to make payment, read the instructions under the “Make a Payment” section. It
provides important information regarding the items in your shopping cart and how to change those
items if necessary.

7. Next, review the table in the “Licensure Application Type Fee Schedule” section. This table is a list of
the subject area credentials that you have selected. Remember, only line items that include a v symbol
are being totaled in your shopping cart.

= Make a8 Payment ."; .."?Tﬁ'!'!.t?_p.’f “"'” - f“.fd

# Faiyroit NN 3 click this button

Bedone you CBCE 10 make your Dament, reves the fee labie to werity your cedential seechons. Remember, only ina iems Mal nciuoe 3 "v"™ SyMDOl 378 In youT Shopping cal. The

checkad demdg mais up the fotal tea Bredunt yvou Wil Day. I you need 10 make 3 Changs o 3 kne e, you must ok the 4 W00 0 {Rang2 e BRCDOM OF NEMOYE [Nl (FaCk
mark for that ibem in Bha shopping can. If you wish o 30d an addfional crpdandal sekcbon fo your shopping cart, 90 back to the frel page of this appication, Fen go bo ™o "Rogqusst
fior Cregential Sechon” and clxk the “Click here [0 select subjec] aneals)” buon
1= read
this 1 t—'f. WNBN YOU Nane venSad your Credential seiec hons, Chck 10 make your payment You may onfy USe 3 vabd Visa of MasterCan paymant cand AIRough, 8n Amencan Express
15 TEX

payment oplion is isied, £ 5 not accepted Tor payment in thes application. Cnde you input your payment informaiion, you mus! ook Te © buition
BAPCRTANT! On the necl SCresan. Onfy SRk ha SubDm button GRCE o awoed T possililfty of mullis Changes 1o your Cand. AN you CiCE submid it may take up 1o 15 manutes i

— reCene an e-maied receipl varifying had wour appicabion and paymen! fawe Deen Sucoessialy submied and eceived by OSSE Aso, 9o not afempt I0 submil addibonal
Sppbeabonis] i ECIE Ll 3fed you rstiig & rsciipl fior pour phévious submission This Greed [he payment Syalem Bme b propsdty iefesh

* Licensure Application Type Fee schedule

Applicant Unique 1D
199-20-00845

Ful Report | More = 1 Selection Subject Area

Ginty "checked” e I Tyoo Descripbon Main Subpct Sub Category Grade (]
can Afta A Lewwisl
Fx L SCHOOL Earfy Chighood  Mopniesson Prei-3 5000
TEACHER Primary

Tolal Fos o .
51,00 4EEmm 2% verify payment amount

. Click here to Make Payment
8. Next, click the ’ X

debit/credit card information.

button to proceed to the next screen to enter your
9. The “Amount to Charge” field is auto-populated and cannot be changed manually. The total is
calculated based upon your selection of items you added to your shopping cart.

10. You must use a valid Visa or MasterCard payment card. Although, an American Express option is listed
it is not accepted for payment in this application.

OSSE Online Credit Card Payment

Amount to Charge 50
Card Type * Visa | —
| MasterCard

Card Number *

|
Name on Card * | | American Express
Expiration * | V” Vl

Card Secunity Code " A code that ks printed {not imprinted} on the back of a credit card. It
consist of 3 or 4 digits,

Transaction 1D: 3846
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Enter the card number.

Enter cardholder name.

Enter card expiration date.

Enter 3 digit security code shown on the back of card.
Review information for accuracy.

Click the BEZT button. (To avoid multiple charges to your card only click the submit button
ONCE.)

Or, click Cancel to go back and pay later.

Congratulations, you are finished! You will receive an auto-generated email confirming that your

application has been submitted successfully. It may take up to 15 minutes for your to receive
confirmation.
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Request Changes to my Profile Information

To request changes or corrections to your personal information maintained in the “Applicant Information”
section of ECIS, you must:

1. Compose an email to send to: osse.ecis@dc.gov

2. In the subject line of the email, type: “Profile change request”, re: enter your Unique Applicant
ID# (example: Profile change request, re: 199-90-00685)

3. In message body of the email, type a short description of change (example: Address change or
Name change, etc.)

4. Then, type the specific changes as it should be entered. Additionally, when requesting a name
change, you must attach a copy of the name change order or a copy of your valid driver’s
license or non-driver’s ID card.

5. Click to Send.

Note: Changes cannot be made to your e-mail address. The primary and secondary e-mail addresses you
provided during registration are your permanent username credentials when using ECIS.
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How to Upload Additional Documents after You've
Submitted an Application

1. Scan all pages of the documents that need to be uploaded and save them as “pdf” formatted files.
Use the auto-color detection settings when scanning. Also remember, documents that contain
multiple pages must be scanned and uploaded as one complete pdf file. Do not upload single
pages as individual pdf files for pages that are part of the same document. Once scanned, you
will then name the document (i.e. John Doe FBI report).

2. Save the file(s) to a folder on your computer or other storage device for retrieval later.

3. Compose an email to send to: osse.ecis@dc.gov

4. Inthe subject line of the e-mail type: “Add document(s) to my application”, re: enter your Unique
Applicant ID# (example: Add document(s) to my application, re: 199-90-00685)

5. Browse to find the .pdf files that you previously scanned.
6. Then, click to select the files as an attachment to include them in the email being sent.

7. Click to Send.

Questions and Technical Assistance

For general questions regarding certification requirements, policies or other general information
please visit our Educator Credentialing website or contact us at osse.asklicensure@dc.gov .

If you are experiencing problems using ECIS or require technical assistance you may contact us at,
osse.ecis@dc.gov.
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