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Create an Account or Sign In 

1. Go to Ecis.osse.dc.gov and click “Log In.” 
 

2. There are several ways to access the system: 
 

• You can use your Gmail account to sign in or create an account. OR 
• If you don’t have a Gmail account or prefer to use a different email (e.g., Hotmail, AOL, etc.), click “Sign 

up now” to create an account. OR 
• If you’re a returning user, enter the email address and password that you previously used to register 

your account in this system and click “Sign in.” 

 

 

 

 

 

 

 

 

 

 

 

3. For new accounts, when the User Details dialogue box appears, enter the email address that you are using 
for this account, then click the “Send verifica�on code” buton. 
 
Retrieve the verifica�on code that was sent to your email inbox and paste it into the Verification code box. 
Enter the matching code and click the “Verify code” buton. 
 

 
 
 
 
 
 
 
 
 
 
 
 

https://ecis.osse.dc.gov/landing
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4. Once your email has been successfully verified, enter and re-enter a sa�sfactory Password (entering a 

Display name is op�onal), then click the “Create” buton.  The system will provide on-screen verifica�on of 
a sa�sfactory password.  

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
5. When the email verifica�on steps have been successfully completed, you will be directed to the next 

screen to complete account registra�on. 
   

Registra�on 
 
1. Enter accurate informa�on for all required fields in the Personal Information and Contact Information 

sec�ons.   
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2. In the Contact Preferences sec�on, your email address is selected as the automa�c default contact that will 

be used to communicate correspondence and status no�fica�ons to you. You can also choose to receive 
no�fica�ons via mobile text messaging by selec�ng the “Phone” checkbox. 

 

  
 
3.  Review all entered informa�on for accuracy and completeness, then click the “Save and Submit” buton 

located at the top of the screen to be redirected to your “Home” page to complete the remaining 
registra�on steps.   

 
 
 
 
 
 
Duplicate or Locked Accounts 
During account registra�on, this system automa�cally checks for prior accounts.  
 
1. Upon entry of poten�ally matching informa�on, you will be prompted to verify the SSN and Date of Birth 

informa�on that you provided during registra�on. 

 
 
2. If the informa�on needs to be changed click “Cancel”.  If the informa�on is correct click “Proceed”.
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3. When an exis�ng account is found, you will be allowed to either login with your exis�ng creden�als or 

proceed with the new email address that you entered. 

 

4. Next, you will be required to answer all security ques�ons and click “Submit”. 

  
 

5. When all security ques�ons have been correctly answered, you will receive a successful account 
verifica�on prompt.  Click “Ok” to return to the main page and then log in to your account to con�nue. 

 
 

6. Failure to answer all ques�ons correctly will result in the account being locked.  

 
 

7. If your is locked, you must submit an ECIS Technical Support Ticket for assistance. 

https://forms.office.com/g/k08REy54RK
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Naviga�ng the Home page 
 
1. The “Home” page is the main page for your applicant dashboard. There are six main menu tabs that 

provide access to the corresponding page when selected. When a tab is selected, it becomes highlighted to 
indicate the current tab. The main tabs include: 

a. My Profile 
b. My Applica�ons 
c. My Creden�als 
d. My Payments 
e. My Documents 
f. My Ac�vity 

 
 
 
 
 
 
 
 
 

 
 
2. Just above the main tabs, there is a row of addi�onal op�ons for more informa�on and features.  

 

 
Email address Indicates the email address that you are currently signed in using. 
Applicant ID Indicates your unique applicant user iden�fica�on number. 
Select Language Allows you to switch the screen language to be displayed in either English or Spanish. 
Home Returns you to the My Applications default landing page from any loca�on. 
Cart Applica�ons that you intend to submit to OSSE are stored here un�l checkout is completed. 
OSSE Provides a direct link to OSSE’s main web page. 
Sign Out Exits or logs you out of the system. 

 
 

  



Page 8 of 17 
  

Educator Creden�aling Informa�on System V3.0 

 
My Profile Tab  

 
 
1. This is where you can view and edit your Personal Informa�on, Contact Informa�on, and Contact Preferences.  Under 

this sec�on, you have two tabs: My Profile and My Profile Requests. 
 

2. The My Profile tab contains the summary view of all your personal informa�on.  
 

3. You must use the  buton to update or request changes. 
 

4. When in edit mode, use the  icon that is located in the same data field that needs to be changed. Fields that 
contain the edit icon require you to atach suppor�ng documenta�on that will be automa�cally sent to OSSE for 
review and approval to complete the change. The system provides on-screen instruc�ons that will guide you to a 
successful change request. Data fields without an edit icon allow real-�me updates without the need for addi�onal 
documents or OSSE approval. 
 

 
  

 
 
 
 
 
 
 
 
 
 
 
5. To successfully complete updates or submit change requests you must click “Save.” When complete you will receive 

this message. 
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6. The “My Profile Requests” tab contains the history and statuses of all the update requests that you submited. 
 

 
 
7. A�er a profile change has been successfully completed, the updated informa�on is automa�cally populated in the 

corresponding data field(s) and is viewable in your “My Profile” tab. 
 
 
My Applica�ons Tab 

 

 
 
1. This is where you find all informa�on regarding any of your started, saved, under review, pending addi�onal 

informa�on, approved, rejected, or denied applica�ons. 
 

2. This is also the tab where you will receive all message alerts and no�fica�ons regarding your applica�ons. 
 

3. There are eight ac�ve menu op�ons (see below) that correspond to each applica�on status category. When logged in 
to your account, you can hover over each of the op�ons to generate a tool�p that defines each status. 

 
4. Any�me there are applica�ons under one of those statuses, you will see a number directly to the right, indica�ng the 

total number of applica�ons under that specific status. 
 

 
 
 
 
 

5. When you are ready to start and submit a new applica�on, you must use the “Create New Applica�on” buton.  
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6. To re-open, edit, or con�nue with a previously created applica�on that is in Dra� status use the  icon. 
 

7. To delete an applica�on that is in Dra� status use the icon. 
 

 
 

8. Applica�ons that are not in Dra� status cannot be deleted, because this means the applica�on has been submited 
to OSSE for processing. 

 

Filter and Sor�ng 

1. This system allows you to easily organize your applica�ons on every page. 
 

2. To filter or search for applica�ons, use the icon located to the le� of the specific column name you want to use to 
create a search box, then type your search value and hit enter. The matching records will be the only ones displayed.  

 
 

3. To remove or clear your filter criteria, simply click the close buton for each filter. 

 
 

4. To sort columns by alphabe�cal or numerical order, click directly on the specific column name and the list is 
automa�cally sorted in ascending or descending order as indicated by the direc�onal arrow. 
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My Creden�als Tab 

 

 

1. This is where you will have access to view and print your OSSE educator creden�als and informa�on. 

2. You can search your applica�ons using the filter and sort func�on available for each field column. 

3. You can view your “Ac�ve” creden�als and “Archive” creden�als by selec�ng either of those buton op�ons, found 
on the top right side of the page. 

• Ac�ve – Displays the most recent issuance of your creden�als. 
• Archive – Displays the history of your prior creden�als. 

 

4. Click the “Creden�als” buton to download, view, and print secure official 
PDF copies of your Ac�ve creden�als. 

 

5. If you have a creden�al that requires an upgrade or renewal, the system generates "Click to Upgrade" or "Click to 
Renew" butons based on the creden�al type and its eligibility date. A�er collec�ng all official suppor�ng documents 
needed, click the “Upgrade” or “Renew” buton to start your applica�on.  
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My Payments Tab 

 
1. This is where you will find the history of your applica�on submission payment transac�ons.  

2. Each payment record displays its “Transac�on ID” and Payment date.   

3. The total amount paid for transac�on is displayed to the right on the same row.  

4. Use the            buton to download or print a report of your payment history. 

 

My Documents Tab 

 
1. This is where you will find the documents that have been uploaded and accepted to your account.  

2. You can search your documents using the filter and sort func�on available for each field column. 

3. Use the icon to preview the uploaded documents. 

4. All approved documents are saved in your account for easy access when submi�ng future applica�ons. 
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My Ac�vity Tab 

 

 

1. This is where you will see a list of your “Ac�vity Log.”  

2. If you’ve recently made a profile change request, it will show up here, specifying which change you have 
requested to be updated. 

3. Applica�on submission no�fica�ons will be seen here as well.  

4. Any �me a change has been made to your account by yourself or an OSSE member, you will be able to see 
that informa�on on this page. 

5. You can search ac�vity informa�on using the filter and sort func�on available for each field column. 

6. Use the            buton to download or print a report of your ac�vity log. 

7. Use the items indicator located at the botom of the page to change the number of rows that are visible at 
one �me. 
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Create and Submit a New Applica�on 

 
1. Go to My Applications tab or click “Home.” 
2. Click the “Create New Applica�on” buton. 

 

3. You will land on the "Introduc�on" page, which provides an overview of the applica�on's func�ons and 
system requirements necessary for successful comple�on. 
 

4. To the le� of the page are subheadings that represent each applica�on sec�on that must be completed. 
Each locked sec�on will be greyed out un�l the previous one is completed.  

 

5. Completed applica�on sec�ons are iden�fied by a green  
check mark. 

 
6. Incomplete applica�on sec�ons are iden�fied by a circled 

exclama�on point.  
 

7. Read the “Introduc�on” page in its en�rety, then click “Next >” to con�nue. 
 

8. To navigate through the applica�on submission steps, follow the on-screen prompts to enter accurate 
informa�on and upload all necessary documents as you advance to each page. The system will guide you 
through all required sec�ons of the applica�on. 

 
9. When you reach the "Applica�on Summary" page, review all entered informa�on and the uploaded 

documents in each sec�on to ensure accuracy and completeness.  
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10. If you need to make changes in any sec�on, click the icon to update the informa�on in that sec�on.  
  

11. A�er confirma�on that all informa�on is correct, click “Next >” to proceed to the Applicant Acknowledgement. 

 
 

12. Upon landing on the Applicant Acknowledgement page, read the consent informa�on, then confirm your 
acknowledgment and provide your signature.  When done, click the “Acknowledge & Add to Cart” buton to 
proceed. 

 

13. You will receive one addi�onal pop-up, that will give you the op�on to proceed to the “Add to Cart” or “Cancel”.  
 
 
 
 
 
 
 
 
 
 

14. When in the cart, follow the on-screen prompts to Proceed to Checkout and submit payment. 

 
15. Enter your payment card informa�on and click “Pay.” 

 
16. Upon successful payment, you will receive this payment 

message. 

 

17. To edit or remove an applica�on that is in the checkout cart, use the "Remove from Cart" link under each 
applica�on. The applica�on will return to “dra�” status, allowing you to make changes or delete it. 
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Prepare to Submit  
an Applica�on 
 

 

 

 

 

1. Go to Osse.dc.gov/ed-creden�als to visit OSSE’s website to review the requirements and list of documents 
that are needed for the creden�al you are seeking. 
 

2. Contact all ins�tu�ons and agencies responsible for issuing official copies of all required applica�on 
documents and request that official electronic copies of those documents be sent to you. 
 

3. If the issuing agency sends paper documents, you must open the envelope upon receipt and scan all pages 
of the same document into one PDF file. It is important to note that you may not make any markings or 
atempt to alter the documents in any way, as this will render the document invalid. All documents must be 
uploaded as scanned complete PDF files. 
 

4. Go to Ecis.osse.dc.gov a�er you have collected all needed documents, to create an ECIS V.3.0 account. 
 

5. Log in to your ECIS account and create an online applica�on. 
 

6. Upload all required documents and informa�on when prompted by the system. 
 

7. Ensure that you have a valid debit or credit card to successfully submit the online payment.   
 

8. Please be reminded that applica�on processing fees are non-refundable. 
 

  

https://osse.dc.gov/ed-credentials
https://ecis.osse.dc.gov/landing
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Ques�ons and Technical Assistance 

 
For general ques�ons regarding cer�fica�on requirements, policies, or other 
general informa�on please visit OSSE’s Educator Creden�aling website or contact 
us at Osse.asklicensure@dc.gov. 

 
If you are experiencing problems, submit an ECIS Technical Support Ticket so that 
we can troubleshoot and resolve your issue as soon as possible.  
 
For addi�onal technical support, you may contact Osse.ecis@dc.gov.  

 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

  

http://osse.dc.gov/ed-credentials
mailto:Osse.asklicensure@dc.gov
https://forms.office.com/Pages/ResponsePage.aspx?id=8Unkj5SLt0-ZBm-Tnagtc7Tc94-xwX9BoA0upOmS-LxUMDVWM09WOUEwMDcwVFRFVEpCWU00TDZKWS4u
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