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View Application Details.

Clicking the icon allows the user to view the application details and complete the approval

process.

Application Details

Applicant Information

After clicking the icon, you will now see details for the renewal application. The top of the page
shows the applicant’s name, license and contact information. The Form number and description will

appear at the top of the screen.

Form 20S Original Student Support

Applicant Information

First Name Fred
Last Name Test

Middle Initial
Previous Last Name

Gender M
Us Citizen Yes
Certification ID

F4E139200112

US Veteran Mo

Legal Disclosures

Primary Phone

Secondary Phone

Email

Street Address

Street Address 2

City

State

Zip Code

Country

555-555-5555

fred @test.takarsh

123 Main Street

Charleston

25213

United States

The applicant is required to answer all legal disclosure questions when completing the renewal

application. Questions answered as “Yes” will include additional information regarding the disclosure.

The example legal disclosure above shows that the applicant 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 column signifies if the disclosure was previously reported to the WVDE during a
prior renewal. Applicants are required to report all legal disclosures the first time renewing through the
online system, but are not required to provide additional documentation if the disclosure was previously
processed by the WVDE. Please contact the Office of Certification if you have questions regarding
previously disclosed legal disclosures.

Clicking the icon enables the user to view disclosure details.

Legal Disclosure Details
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Legal Disclosures

Cuestion 1

Have you ever had adverse action taken against any application, certificate, or license in any state? Adverse action includes but is not limited
1o the foliowing: letter of warning, reprimand, denial, suspension, revocation, voluntary surrender or cancellation.

ure Details
Ocanrence Date Qick the title of each action below o view more details

January 2016 Tim Test - MNarrative 04/12/2078 9:15 AN

112 Tirn Test - Disclosurs File 04/12/2015 915 AR

Adverse aclion taken
Disdosed
Nt Previously Disdosed

Request Additional Information

The raquest additional information button is for Approvers 1o
clarify information provided by the applcant without kaving to it Aot T ad el e ition

wstructions to Applicant for additional information.
diany the appiiction. The application will ba 2 hokd

state unt the applicant responds to your rquestis)

After clicking the icon for Question 1, you will see all of the information submitted for that
disclosure. Clicking on “Tim Test — Narrative”or” Tim Test — Disclosure File enables, the user to view the
narrative provided by the applicant and download any additional documentation provided.

Legal Disclosures
Question 1

Hawveyou ever had adverse action taken against any application, certificate, or license in any state? Adverse action includes but is not imited
to the following: letter of warning, reprimand, denial, suspension, revocation, veluntary surrendsr or cancellation.

(B Details
Ocomrence Date Oick the title of each action below to view more details

January 2016 Tim Test - Marrative 04/12/2016 9:15 AM

Thitle
|'was suspended from my last job.
Adverse action taken
Disdosed 3 i = )
Tim Test - Disclosure Fite 04/12/2016 835 AM
Mot Previously Disclosed
Added Disclosure File named: Test.pdf

Mark Reviewed @

The user may at this time request additional information about the legal disclosure or mark as
reviewed.

Request Additional Information

There may be times you unable approve or reject the application due to needing more information about
. . . [ —————— . .

the legal disclosure. Users have the option to click the M st i sl icon, which will start the send

back process. Send backs will be explained in further detail later in the user guide.
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The example above shows an example of the “Request Instructions” comment box that appears when
needing additional information about the disclosure. User should provide instructions for the applicant to
follow and then click the submit button when finished.

The example below shows the request for additional information being logged within the disclosure
history. The County User may delete the request prior to sending back.

Legal Disclosures

Question 1

Have you ever had adverse action taken against any application, certificate, ar license in any state? Adverse action includes but is not limitad
to the foliowing: fetter of warning, reprimand, denial, suspension, revocation, voluntary surrender or cancellation,

Ocamrence Date Click the title of each action below to view more details

January 2016 Tim Test - Marrative 04/12/2016 815 Akt

e Tim Test - Disclosurs File 04/12/2018 9:15 AM
Anverse action taken

o Stk s =5 &
o COA Test - Additional Information Reguested 04122018 541 AM

Mot Previousty Disclosed The disclosure file submitted does not provide encugh information regarding the suspersion, m

hdark Reviewad

Mark Reviewed

Users are required to click the icon before they can approve or reject the application. This tells
the WVDE that your review is compete and the county has no issues with the disclosure. You are not
required to mark as reviewed when requesting additional information. The example below shows the
history after the disclosure has beenmarked as reviewed.

Legal Disclosures
Question 1

Have you ever had adverse action taken against any application, certificate, or license in any state? Adverse action includes but is not limited
to the following: letter of warning, reprimand, denial, suspension, revocation, voluntary surrender or cancellation.

Di e Details
Ocomrence Date Oick the title of each action below to view more details

January 2016 Tim Test - Marrative 04/12/2015 9:15 AM
Title:

fim' Test - Disclosure File [J!‘J"IZIZU‘i& 095 Ak

Adverse action taken

i COA Test - County Reviewed 04,12/2016 936 AM

MNat Previously Disdosed Disclosure has been reviewed by County Approver,

Mark Reviewed
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Approval Process for Initial Student Support Applications

Once all legal disclosures have been marked as reviewed, you are ready to start the approval process
for the Initial Administrative Certification.

Step 1. Review Application. Review the application information and if all information is
correct you can Approve the application. If the requirements are not met, you will Reject the
application.

1. Approved
2. Rejected
3. SentBack

| certify that | hawe reviewed and can attest to the acouracy and truthriulness of the mformation provided in this application. When neceszary, | hawve induded documentation vesifying this irformetion. | heve revismed
tthe disdosure of badgroend info and, to the best of my knosledge, the applicant iz of good mon| charatter and & physically. mentally, and emoticral ly qualified %o perform the duties of a teacher. |
racomimend that 5ha be gramied certrcas

This application has een:

Choose Cne

Complete Review

Step 2. Supporting Documents. If you as the county approver have any additional
documents that need to be uploaded, you will use this section.

Supporting Documents

No Supporting Documents

Add New File

Document Type

Upload Document

File Size must be less than 5 MB

Select files...

Step 3. Save and Close/Complete Review. Once all information has been completed and
is ready for final approval, you will click Complete Review if you are the final approver or if someone else
needs to approve the application, you will select Save and Close.
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Comments (For Internal Use Only)

Internal Comments can be seen by County, Institution, and WVDE Approvers.

Application Completed

Save and Close Complete Review

Clicking the icon processes the application and automatically notifies the applicant of the

status change. If approved, the applicant can now pay for all application fees. You have the ability to
follow the approval process by accessing the application using the search functionality.

Applications

First Name

Last Name

1 Pending Application

Appli Name ~  Application Type Date Submitted

tommy Test Form 38 Temporary Authorization 04/12/2016

Application Status

All v

Date Resolved

From m To i

Date Resolved  Status Holds

Take note in the figure above that the status has been updated from “Pending County” to “Pending
Payment”. Once the applicant makes a payment, the status will once again update to show “Pending
WVDE”. A status of completed signifies the application has been approved by the WVDE. Rejected

applications will show a status of “Rejected”.

When all pending applications are completed, your dashboard will show you have no pending

applications.

Applications

First Name

Last Name

No Pending Applications.
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Application Status
Pending County Approval ﬂ

Date Resolved

From i To il
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