Application User Guide

Form 12: Advanced Degree/Salary Class

Office of Certification
REVISED: April 8, 2026

Overview

The Office of Certification created this user guide to provide detailed instructions for
candidates to apply for an Advanced Degree/Salary Class to be added to a teaching,
student support, or administrative certificate through the WVEAP online system.

Certification Registration

Each candidate must first register with the Certification Portal to connect their
certification records with their Single Sign-on Account (SS0)/Webtop Account.

Account Types

« Full-time Employees: A Webtop account (SSO) is automatically assigned to all
full-time county school employees.

« Non-Employees: If you are not a full-time employee, you must create an SSO
account using a valid email address.

o Current Employees: Candidates currently employed in a WV School System
should already have a Webtop account through their district.

How to Register

1. Navigate to the West Virginia Education Information System (WVEIS)
Certification Portal.
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2. Click the Register button to start the process.
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Applicant Registration

Applicants who are applying for certification in West Virginia must first
complate this Certification Portal Registration process to astablish your
user account.

Start Portal Ragistration

A Important Message ***
Certification Approvers

Cartification Approvers who need access to approve applications need
to contact the Office of Certification to create an account or grant
access to your Webtop/SSO account.,

3. The system will ask questions to determine if you have an existing West
Virginia Department of Education (WVDE) record.
4, Once the system locates or creates your record, you may log in to submit your

application.
WVDE Authentication Portal

S80 Login

The application Certification Portal is asking you to log
in with your SSO username or email address.

User Name or Email: | |

Password: | |

Forgot user name andlor password?
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Creating the Application

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

Applications
3 Active Applications
Application Type Date Submitted ~ Status

Send Back

Form 207 Criginal Teacher BEES

Pending Institubon

Pending Irstitution

Application Steps

1. On the Dashboard, select Create New Application.
2. Under Choose Action, select Apply for Advance Degree/Salary or NBPTS.

3. Under Application Type, select Form 12 - Apply for Advanced Degree/Salary
Class.

4, Select After completion of an education preparation program from an
accredited college or university in West Virginia.
5. Select your United States Citizenship Status.
o Note: If you are not a U.S. Citizen, you must provide work authorization
documentation in the "Supporting Documents" section.
6. Click Start Application.

C Arrlirratd -
Start Application
LUse this form when applying for coertification upon completion of an eacher preparation program from a regionally acoredited insttution of higher education In West Viginia

Stat Appication

o Note: Once you have started your application you can click edit to edit
any personal information that is incorrect or request a name change.
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Legal Disclosures and Background Information

Candidates must answer Yes or No to all legal disclosure questions.

Question 1

Have you ever had adverss action taken against any spplcation. certificate. or license in any stats? Adverse acbion indudes butis mot limited
1o the following: letter of warning, reprimand, denial suspension, rewocation, voluntary surrender or cancellation.

Question 2

Hawe you ever resigned, entered into a setiement agreement, |eft employment a5 a result of alleged misconduct. or otherwiss left

employment while alegations of misconduct were panding?

Question 4

ks any action now pending against you for alleged misconduct in any school district. court, or before any educator liensing agency?

Question 5 m

Have you ever been arrested, changed with, convvicted of or are currently under indictment for 3 felony?

Have you ever bean arrested, changed with or convicted of 3 misdemeanar? (For the punpaose of this application, minor raffic violations
should not be reported ) Charges or convictions for driving while intosdcated (DW1) or driving under the influence of akoohol or ather drugs
(D) st be reported.

« 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.

Havwe you ever had aclverse octon taken aganst any agpécation, certfcale. or lconze o ony state’ Achone X nk
wng witer of warming, mepamand denisl Lxpenion, Isvocaton, v camielabor

o Clicking the select files button allows the candidate to upload documentation
which will be submitted to the WVDE along with the remainder 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.

« Editing: You may view and edit disclosures prior to submission, but they
cannot be changed once submitted for approval.
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Final Submission

1. Select Employer: Choose the Employing County Public School District, WVSDB,
the Diocese of Wheeling/Charleston, or No County.

2. Advanced Salary/Degree: Select the Advanced Salary/Degree being requested.

Advanced Salary Classification Options

Thess salary cassiScations and the apolicalio courseonk am defiand s WVEBE Policy 5202, $126-126.22
Piease chock e appropriate dogreo or salary lovel

SA15 (15 grachste hoors or 15 undergradiuate howrs tifeen sfier intial YWAVDE Profossional Cartification)
MA Dugren

MA15 (Slinkmun 45 Totsl Hours)

MAY) (Minkmum 00 Total Hours)

MAHS (Minimum 75 Total Hogrs)

Docserate Degren

3. Add Course Work: Enter ALL coursework being claimed for the Advanced Salary.

a. Please add previously claimed coursework (e.g., If you have recently
completed 3 hours at Marshall University but had 33 hours previously,
please add Marshall University - 36 hours)

b. Enter the State where the coursework was completed, select the
college/university, enter the total number of graduate hours at each
college/university, the date the course was completed, then click add.

tagtie Dadergraduste Hoors

Caatuate Hours

Clatw Crumgrbatont

6|Page



4. Upload Documents: Add any required files (e.g., Name Change, Out-of-State
License). Do not upload official academic transcripts.

5. Review and Submit: Click Review, verify all data, and then click Submit.

Review

Review Application
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Payment

After county-level approval, log back into the Certification Portal and click Pay Now.

Applications

e Applicatons

Application Type Date Submitted -~ - Status

Form 20T Oviginal Teachar 12042025 IR | 000 |

Pending Payment
View Recent Application History

« Note: If the application is rejected, the candidate will need to contact
the entity that rejected the application for the reason the application
was rejected.

1. Once the Pay Now button is clicked, the screen will display the Application
Cart, and the candidate will see all payments required for on-line applications
through the Office of Certification.
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2. Click check out. The Certification Payment screen will display to allow the
candidate to enter the information for the payment. Follow the prompts to
enter card details and print your receipt.

3. Your application will be routed to our office for processing. If anything is

needed, you will be notified via the email address that was entered on your
application.
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