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Overview

The Office of Certification created this user guide to provide detailed instructions
for candidates to apply for an Initial In-State Administrative Application after
completion of an approved preparation program in West Virginia through the
WVEAP online system.

Certification Registration

To apply, you must have already completed the Certification Portal registration
process. For instructions on how to register, please see the Certification Registration
User Guide.

Applicant Dashboard

The Applicant Dashboard consists of two sections: Applications (pending and history)
and Credentials (current WVDE files).

Applications
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Creating an Application

1. Onthe Dashboard, select Create New Application.
2. Under Choose Action, select Apply for Licensure.
3. Under License Type, select Administrator.
4. Select, yes if you have completed an administrator preparation program at a
West Virginia IHE. Selecting NO will stop the application and make you
ineligible for an administrative certificate.
Select, Professional Administrative Certificate
6. Select, after completion of an educational preparation program from an
accredited college or university in West Virginia.
7. Select your United States Citizenship Status.
» Note: If you are not a U.S. Citizen, you must provide work authorization
documentation in the "Supporting Documents" section.
8. Click Start Application.

U

Start Application

on apgiying for corfcaton upon compieson af an leacher preparation program friom a reglonally accredted rsituton of nigher educanon in West Virgns

Application Sections

Applicant Information

Once you have started your application you can click edit to edit any personal
information that is incorrect or request a name change.

Fust Nuve \ Primary Phare

Lant Nanwe | Secondary Phore

Widale vl Cmat
Pruvioun Lavt Nave Trwet Adiveas
Deniler Vet Address

Us Cligen \ City
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Legal Disclosures and Background Information
Candidates must answer Yes or No to all legal disclosure questions.

Question 1

Have you sver had adverss action taken sgainst any spplication, certificate. or hosnss in any stats? Adverse action indudss but is not limited
to the following: ketter of waming, reprimand, denial. suspension. revocation, voluntary surrender or cancellation.

Question 2

Have you ever resigned, entered into & settement agresment, left employment a5 3 result of slleged misconduct, or otherwiss left
employment while allegations of misconduct were pending?

Question 4

Question 6

Have you ever baen arrested, charged with ar convicted of 3 misdemeanar? (For the purposa of this application, minor raffic violations
should not be reported.) Charges or convictions for driving while intoxicated (DWW or driving under the influence of alochol or other drugs
(DUl must be reportad.

« Reporting Requirements: You must report all background information even if it
was previously mailed to the WVDE.
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« Submitting a "Yes" Answer: You must provide the Occurrence Date, Title, a brief
Narrative, and upload Supporting Files.

o Clicking the Select files button allows the candidate to upload documentation
which will be submitted to the WVDE along with the rest of the application.

e Once all the information has been entered and files are uploaded, click the
add disclosures button to add the legal disclosure.

o Once added, the candidate will see the view disclosures details button
allowing the candidate to view and edit the legal disclosure prior to submitting
for approval.

Frowouety Daclosed B Statue

 Editing: You may view and edit disclosures prior to submission, but they
cannot be changed once submitted for approval.
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WVBE Required Tests, County Information, Institution Information, and
Work Experience in Education

1. Select, yes or no, if you have completed the on-line evaluation leadership
institute.

2. Select the employing county if the candidate is employed in any manner of a
public school district, multi-county CTE center, WVSDT, WVSDB, MSESC, EPIC, or
the Diocese of Wheeling/Charleston in West Virginia.

e Note: Candidates not employed with any of the previously stated
entities in West Virginia will select, | am not currently employed in the
last 12 months with any of the school systems listed.

3. Select the institution where the administrative preparation program was
completed in West Virginia.

4. Select, add work experience for full-time experience in education and answer
yes. Note: Answering no, will not allow the candidate to receive certification.
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5. Enter in the state date an end date of the work experience, making sure to use
the format DD/MM/YYYY.
e Note: If you are still employed in the position enter the date the school
year ends for the end date.
Specific assignment is the subject taught.

Grade levels are the grades taught.

State is where the position was located.

. Select out-of-state for employing district.
10. Enter the name of the school.

11. Select, add.

© 0N o

Supporting Documents

Add any required files (e.g., Name Change). Do not upload official academic
transcripts. Official transcripts must be sent by the college or university or the county
certification official.
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Review and Submit
1. Click Review to verify all data in your application.

W AR RNCaUO!

Puazs take soma Ime 1o review your apgiicaton defoce submiting

2. Once you have reviewed your application and resolved any errors, click Submit.

( A | s \
SUDMIT Applicalior

ubmit Apphcatior

| swear or affiem under e penalty of false swearing that all informatsion provided in or with this application is true, cormeet, and complete 10 the best of my
knowledpe. | understand that any faise statements, misrepresentations, or omissions of fact in or with this application are grounas for denlal, suspension, or
revocation of the licsnss|s| that | am seehing or currently hold

WVDE Cermfication Services connot process an inoompiete applicanon. Your application is conssdered compiete when ALL required documentaton 5 recerved. The

Office of Cersification cannot be responsibie for delays that resuft from incomplote submissions or paperwork that is not received. | understand that all funds
associated with an applcation are nonwefuncable wh of NGt an appl on is appi or dented and a cartificate is issund

Payment

Payments for electronic applications can be made online through the certification
portal. Once your electronic application is approved in the system, you will receive an
email notification for payment. For detailed instructions on how to make a payment,
please see the EAPP Payment User Guide.

Please note: You can only make a payment once the application status is Pending
Payment.

Processing

Your application will be routed to the Office of Certification for processing, and the
status will state Pending Application. Once the application has been received by our
office, the status will change to WVDE Pending. If anything is needed, you will be
notified via the email address that was entered on your application.
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