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The West Virginia Department of Education, Office of Certification created this user guide to provide 
detailed instructions for county officials on how to process pending applications submitted through 

the WVEAP online system.

https://wveis.k12.wv.us/nclb/HRMS/brandcenter/WVDELogo2.jpg
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LOG-IN TO THE WVDE ON-LINE CERTIFICATION SYSTEM AT https://wveis.k12.wv.us/certportal 
 

 
 

Once logged into the on-line system, the Dashboard is displayed reflecting all pending applications for the 
county and search options to view previous applications assigned to the county which allows authorized 
users to search for current or past applications by using the filters provided. Users may use one or more 
of the search options to locate specific applications.  
 
New approval request(s) are listed first by default. 
 
The License Number allows a search by the candidate’s license number. 
 
The Application Status allows a search for applications by selecting ALL from the drop-down menu. 
 
The Submitted Date column reflects the date the application was submitted to the IHE for approval. 
 
The Resolved Column reflects the date the application was approved by the Office of Certification. 
 
The Entity Column reflects the current location of the application in the process of approval.  
 
The Status Column reflects the step in the approval process to review. 

https://wveis.k12.wv.us/certportal
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Click THE VIEW ICON TO VIEW THE APPLICATION DETAILS AND BEGIN THE APPROVAL 
PROCESS 

 
After clicking the  icon, you will now see details for the candidate requesting approval of their 
application and the type of application to approve.   

 

 
The candidate is required to answer all legal disclosure questions when completing an 
application. Questions answered as “Yes” will include additional information regarding the 
disclosure. 
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The example legal disclosure shows that the candidate answered “Yes” to Question 1. The Date, Title, 
Previously Disclosed and Status are listed for each disclosure along with the ability to view disclosure 
details. 

The previously disclosed section signifies the disclosure was previously reported to the WVDE during a 
prior application using the on-line system. Candidates are required to report all legal disclosures the first 
time using the online system, but are not required to provide additional documentation  

Clicking the  icon enables the user to view disclosure details. 

After clicking the  icon for the disclosure, you will see the information submitted for that 
disclosure.  
When additional documentation is requested by the Office of Certification, the documents must be 
uploaded by the county through https://wveis.k12.wv.us/certupload. 
When an application is in SEND BACK mode from the Office of Certification and the county does not 
wish to proceed with the application, do not reject the application.  Contact the legal coordinator in 
the Office of Certification for assistance.  

 
The candidate’s United States Citizenship status is now displayed. 

 
 
If the candidate is not a United States Citizen, the candidate must provide documentation of their ability to 
work in the United States under Supporting Documents in this application. 
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The EMPLOYING COUNTY section will display reflecting your county as the county of employment. 

 
Any supporting documents the candidate has uploaded will be displayed for review. 

 
 
Application History will reflect the date and time the candidate started the application and the 
date and time the application was approved by the candidate before forwarding to the county. 

 
If there is a Form 7 included in the upload, the county can view and print the Form 7 to 
complete for uploading in this document or retrieving any documents required for the files in 
the county.  
 
The Review Application section begins the approval process and validation of the candidate’s 
character for the county to approve or reject the application as well as provide any comments 
related to the approval or rejection of the application should it be required. 
If the candidate has not been offered employment as a Coach, Limited Sports Trainer, or 
Athletic Trainer in the county the application must be rejected. 
Do not select the SENT BACK option as that is reserved for the Office of Certification. 
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Click APPROVED IF THE CANDIDATE IS EMPLOYED OR HAS BEEN OFFERED EMPLOYMENT AS A COACH, 
LIMITED SPORTS TRAINER, OR ATHLETIC TRAINER IN THE COUNTY 

 
 
Enter THE EMPLOYMENT INFORMATION WITH THE SCHOOL YEAR AND SELECT THE RADIO BUTTON 
BESIDE THE POSITION FOR WHICH THE CANDIDATE HAS BEEN HIRED 
 

 
 
Select LIMITED SPORTS TRAINER FOR THE POSITION WHEN A CERTIFIED ATHLETIC TRAINER CANNOT BE 
FOUND AND A PERSON WITH A MEDICAL PROVIDER CARD CAN BE FOUND.  FOR THE LIMITED SPORTS 
TRAINER, THE COUNTY MUST HAVE EVIDENCE OF CURRENT HEALTH CARE PROVIDER LICENSE, THE 
WVSSAC RULES CLINIC OR PROMISE TO ATTEND AS IT GETS CLOSE TO THE START OF THE SEAON, 
PROOF OF HIGH SCHOOL DIPLOMA, AND THE COUNTY HAS VERIFICATION THE CANDIDATE HAS 
COMPLETED THE CPR AND AED TRAINING.  FINALLY, ENTER THE START DATE OF THE EMPLOYMENT FOR 
THAT POSITION. 
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Select COACH FOR THE COACHING POSITION WHERE THE CANDIDATE PROVIDES TO THE COUNTY 
PROOF OF A MINIMUM OF A HIGH SCHOOL DIPLOMA OR EQUIVALENCY, CERTIFICATES OF 
COMPLETION FOR THE WVSSAAC COACHING PRINCIPLES, SPORTS FIRST AID, OR THE ASSOCIATION 
COURSE 
A CANDIDATE WITH A JROTC AUTHORIZATION OR CTE CERTIFICATE IS EXEMPT FROM THE WVSSAC 
COURSES, BUT MUST HOLD THE COACHING AUTHORIZATION 
ALL CANDIDATES MUST MEET THE CPR/AED REQUIREMENT AND SUBMIT THE VERIFICATION TO THE 
COUNTY.  THIS IS NOT SUBMITTED TO THE WVDE, BUT IT IS KEPT ON FILE WITH THE COUNTY 
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Select ATHLETIC TRAINING IF YOU HAVE HIRED A FULLY CERTIFIED ATHLETIC TRAINER WITH EVIDENCE 
OF A NATABOC LICENSE AND REGISTRATION WITH THE WV BORAD OF PHYSICAL THERAPY.   
THE CANDIDAT MUST ALSO COMPLETE THE CPR AND AED TRAINING TO SUBMIT IT TO THE COUNTY 
OFFICE 
 

 
 
Add OFFICIAL ACADEMIC TRANSCRIPTS, DIPLOMA, FORM 7, THE WVSSAC CERTIFICATES OR IF THE 
CANDIDATE HAS REQUESTED THE IHE UPLOAD A NAME CHANGE REQUEST IF THE DOCUMENTS WERE 
NOT PROVIDED BY THE IHE DURING APPROVAL AT THAT LEVEL 

 
 
Click REJECTED IF THE CANDIDATE HAS NOT BEEN EMPLOYED IN THE COUNTY AS A COACH, LIMITED 
SPORTS TRAINER, OR ATHLETIC TRAINER NOR HAS BEEN OFFERED EMPLOYMENT AS A LONG-TERM 
SUBSTITUTE 
Enter THE EXPLAINATION AS TO WHY THE APPLICATION WAS REJECTED 
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Click SAVE AND CLOSE IF THE APPLICATION NEEDS TO HAVE MORE INFORMATION FROM THE COUNTY 
ADDED BEFORE FINAL APPROVAL OR IF ANOTHER APPROVER IS REQUIRED FOR FINAL APPROVAL 

 
 
Click COMPLETE REVIEW IF ALL MATERIALS HAVE BEEN INCLUDED AND THE FINAL APPROVAL IS READY 
TO MOVE THE APPLICATION TO THE COUNTY FOR APPROVAL OR TO THE CANDIDATE FOR PAYMENT 
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