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Powering Educator Credentialing

LEA Dashboard User Guide

This user guide will provide an overview of the functionality contained within the LEA Dashboard.

8 DEEDS 3.0
Delaware Department of Education i)

Walcome 1o the LEA Dashboard

LN

The LEA Dashboard consists of a number of sections, namely Header, Main Menu, Bulletin Board, Useful
Links and Navigational Site Map. The sections and their contents will be described in this user guide.

Sections:

e Header
e Main Menu
o LEA Dashboard
o Find Educator
= Search Results Panel
= Status Section
= Single Educator Search
=  Multiple Educator Search
e Allow Fuzzy Search On

e Allow Fuzzy Search Off
e Change Sort Order
=  Educator Data Tabs
Application Data
Correspondence

Coursework

Credentials
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e Documents
e Experience
e National/Professional Certificates
e Other
e Personal Info
o Personal Info Section
o Address Contact Details Section
o Aliases Section
o Military Section
e Student Teaching
e Transcripts
e DIEEC (EL
e PD Training (EL
e (Class Schedule
e Clock Hours

e Emergency/COE
e Employment History
e Evaluations

e Financial

e Grad Salary Increments
e Mentoring

e QOS Credentials

e Stipends

e Tests

e Document Generation

o ReviewQ
o Emergencies & COEs
=  Emergency Recommendations
=  Emergency Extensions
=  Emergency Upgrades
= 91 Day Application
o LEA Mentoring Center
= Mentor Forms

e Bulletin Board

e  Useful Links

e Navigational Site Map

e General Instructions
o Associate Document
o Upload Document

DEEDS 3.0 Access
To access DEEDS 3.0, you must have an EdAccess account.

If you do not have an EdAccess account, then you will need to Register an EdAccess Account.
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https://ssoapply.doe.k12.de.us/#home

If you already have an EdAccess Account, Login to EdAccess Account

Via the EdAccess dashboard, click the DEEDS 3.0 icon.
User is directed to LEA Dashboard.
Header

il DEEDS 3.0

Boruaring Eouentar Credratialing

Delaware Department of Education

Figure DDB-HDR-01: LEA Dashboard Header Information

The header information appears at the top of the page and contains elements inactive, meaning that
they do not have any action and are not clickable. These header items include titles and logos that are
informational in nature and do not offer any action. Inactive items in the header include the Delaware
Department of Education logo, Delaware Department of Education header text, LEA Dashboard header
text and DEEDS 3.0 logo. To confirm that an item is inactive, move the mouse over the item and the
pointer remains unchanged.

Depending upon your role, there may also be a dropdown list on the right-hand side of the page for
selection of the district or charter. This control is only available to users that are permitted to view
information across districts.

Main Menu

I LEA Dashboard BllR=0T=160 ReviewQ Emergencies & COEs LEA Mentoring Center Reports
Figure DDB-MNU-01: LEA Dashboard Main Menu

The blue bar that spans the page just below the headers is the Main Menu. The menu bar represents the
high-level categories of functionality contained within DEEDS for the District or Charter user.

To select a main menu option, click on the menu title. The menu option that is selected will appear as a
white tab to indicate that it has been selected. There are two types of menus offered: single menu and
dropdown menu. A brief description of each menu type follows.

Single menu items: There are three single menu items (LEA Dashboard, Find Educator, ReviewQ) and a
simple click will load a page for performing the selected function.

Dropdown menu items: The remaining main menu items (Emergencies & COEs, LEA Mentoring Center,
Reports) offer a dropdown list of options, or sub-menu options. When the menu option on the blue bar
is clicked, there is a dropdown list with sub-menus to choose from. A sub-menu option must be selected
in order to load a page for performing the selected function.

An overview of each of the menus and sub-menus follows along with links to specific user guides, if
applicable.

LEA Dashboard

l (NTYCHINLELM Find Educator  ReviewQ  Emergencies & COEs LEA Mentoring Center Reports

Figure DDB-HOM-01: LEA Dashboard Menu Option
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https://launchpad.classlink.com/ddoe

LEA Dashboard is a single menu option that represents the landing or home page for the District or
Charter school user and is arguably the most important button on the dashboard. Whenever the user
wishes to get back “home”, selecting the LEA Dashboard menu will bring them back to the home page.

Find Educator

Find Educator is a single menu option used for searching educators within the system. With this option,
the District or Charter user is not restricted to educators within their district or charter. The Find
Educator function enables a search across all DEEDS users. However, data associated with educators
from other districts or charters are read-only and cannot be edited. A detailed description of the Find
Educator search functionality follows.

Select the Find Educator main menu option.

m Find BEducator Reviewl Emergencies & COES  LEA Mentonng Canter Reports.

Blstoor Fiozy Saarcn

Figure DDB-FEI-01: Find Educator Search Form
Find Educator page is loaded to enter search terms for finding educators.

None of the fields are mandatory, as the user may enter either specific or general search criteria to find
an educator, or educators that match the search criteria. The search terms are not case sensitive, so
there is no need to enter capitalized letters to find educators. Enter search terms in the entry fields.

m EUEITIEE I Reviewd  Emergencies & CORs  LEA Mentoring Canter Reports
Bow Fuazy Gamicn

Figure DDB-FEI-02: Find Educator Search Criteria Entered

Click Search button.
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Figure DDB-FEI-03: Find Educator Search Results

Search Results are displayed on the page for the educator or educators that match the search criteria
entered. The page can also be configured in many ways as described in the details that follow. Initially,
the Search Results page is divided into two major sections: Search Results panel on the left-hand side
and Status section in the middle. These two sections are described in detail below.

Search Results Panel

On the left side of the page is a panel where high level details of the educator are displayed. At the top
of the panel, Last Name, First Name and License# are shown in table format. Directly below the header
information is a section labeled At a Glance that displays data including Demographics, Open
Applications, Test Scores, Transcripts, Employment and Out of State (OOS) records.

The At a Glance section within the Search Results panel includes a scroll bar in the event that all the
information does not fit within the panel. To expand the Search Results so that the data can be viewed

more clearly, click the arrow pointing right (indicated with a red arrow below) in the upper right-hand
corner of the panel:

Find Educstor Rynewd Emorgencies & COES  LEA Mantoning Centor Repens
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Figure DDB-FER-01: Find Educator Search Results Expand Button

The information is expanded horizontally to include additional fields across the top and the Search
Results panel overlays the Status section of the page as:
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Figure DDB-FER-02: Find Educator — Search Results Panel Expanded

The arrow that was previously pointing right in the upper right-hand corner of the Search Results panel
has rotated and is now pointing left. To collapse the section back, click the same arrow pointing left
(indicated with a red arrow above). The Search Results panel is restored to its original size:
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Figure DDB-FER-03: Find Educator — Search Results Panel Collapsed

The At a Glance section (indicated with a red arrow above) can also be collapsed and expanded. Click
the — button in the At a Glance header to collapse the data. When the = button is clicked, the data is
collapsed and a + button appears in its place. The At a Glance section, when collapsed, appears as:
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Figure DDB-FER-04: Find Educator - At A Glance Panel Collapsed

Click the + button to expand the educator information again.
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Figure DDB-FER-05: Find Educator - At A Glance Panel Expanded

In addition to expanding and collapsing the entire At a Glance section, parts of the data can be collapsed
as well. Click the individual - buttons (indicated with red arrows above) to the left of the Demographics,
Open Applications, Test Scores, Transcripts, Employment and OOS headers to collapse the data, as

desired. To expand the data again, click the corresponding + button. The individual sections collapsed
within the At a Glance panel appears as:
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Figure DDB-FER-06: Find Educator - At A Glance Panel Sub-Sections Collapsed

Lastly the entire Search Result panel can be hidden completely by clicking the arrow pointing right
(indicated with a red arrow above) in the middle of the left side of the panel. When this arrow is clicked,

the entire Search Result panel is hidden and the Status section expands to fit the whole page. The entire
Search Results panel hidden appears as:
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Figure DDB-FER-07: Find Educator — Search Panel Hidden

The arrow that was previously pointing right has rotated as is now pointing left. To restore the Search

Result panel, click the same arrow pointing left (indicated with the red arrow above). The Search Results
panel is restored to the left side of the page and appears as:
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Figure DDB-FER-08: Find Educator — Search Panel Restored

Status Section

In the middle side of the page is a section labeled Status: where all the data for the selected educator is
made available.

Status L+

Ctner | Personalinfe  Studert Teaching  Transcrigts  DIEEC PO Tisining  Cless Schedule  ClockHours | Emengence/COE
Employmant story | Evalustions Fnancial  Mentormn | 008 Cradenials | Grad Saleny Iroamsnis Sioends | Toos [

Data Ce

NELFro.

Appliestion Dita

1 2 3 1 5
Appilication Type Subwnitied Date View PIF
Salary Incrament for Masters Degree Der292021 Yiew Applcation
Compisted Complatad Cempisted Complated Compisted

Figure DDB-FES-01: Find Educator Status Section

Since there is a vast amount of information stored for each educator in the system, the data is broken
into categories. These data categories appear as tabs across the top of the Status section and are
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broken into three major categories that are color coded for ease of access. The green tabs represent
data that is common to both K-12 and Early Learning users; the orange tabs represent data specific to
Early Learning users only; the blue tabs represent data specific to K-12 users only. Within the categories,
the data tabs are sorted in alphabetical order.

The Application Data tab is selected by default, showing applications that are associated with the
selected educator. Note that the Application Data tab appears as a lighter shade of green, to indicate
that this tab is selected. To change the data view, click on another tab. In this example, the Employment
History tab is selected.

4+

Application Data  Corsspondence  Coursawork Credenfisls  Documents Experiance  Mal Pro. Cedificates.  Other  Personal info  Studant Tesching  Transcripte.  DNEEC  PDTraineg | Class Schadule  Clock Howrs | Emergency/COE

Empioymen! Hislary — Evalusfions  Financial Slentoring OOS Credentigly . Grad Sgfary Incrémens.  Stipands  Tesis

Wanual

Figure DDB-FES-02: Find Educator — Employment History Tab Selected

To note, the Employment History tab is a blue tab, which means that the data is specific to K-12 users
only and the tab appears as a lighter shade of blue to indicate that the tab is selected. The data view has
changed to display Employment History information for the selected educator.

The tabs allow the District or Charter user to view or edit data, as needed, for an educator. Educator
data may only be edited for those within your District or Charter. Information for educators outside your
District or Charter is read-only and cannot be edited. Refer to the Educator Data Tabs section for a
detailed description of each of the educator tabs.

Single Educator Search
Select the Find Educator main menu option to reset the search, if necessary.

To find a specific educator, enter search terms such as First Name and Last Name, or Social Security
Number (SSN) as a unique identifier. The search terms are not case sensitive, so there is no need to
enter capitalized letters to find educators.

[RRPTATES  ReviewD  Emergencies & COEs  LEA Mentoring Center  Reports

Baiiow Fuzzy Ssann

Figure DDB-FESS-01: Find Educator — Single Search Criteria

Click the Search button.
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Figure DDB-FESS-02: Find Educator — Single Search Results

Search Results are displayed on the page for the educator that matches the search criteria entered.
Note that the first and last name search fields exactly match the search results returned.

Multiple Educator Search
Select the Find Educator main menu option to reset the search, if necessary.

To find a group of educators that match certain search criteria, enter search terms such as just Last
Name or License Type. For this example, Last Name is specified as embers. Note that the search terms
are not case sensitive, so there is no need to enter capitalized letters to find educators.
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Figure DDB-FEMS-01: Find Educator — Multiple Search Criteria

Click Search button.
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Figure DDB-FEMS-02: Find Educator — Multiple Search Showing First Record
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Search Results are displayed on the page for the educator(s) that matched the search criterion entered.
The view defaults to Application Data, showing the educator’s applications. Complete data is listed for
the first educator that meets the search criteria, in this case Andrew Embers. Click the plus icon
(indicated with a red arrow above) in the top row of the Search Results panel table.
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Figure DDB-FEMS-03: Find Educator — Multiple Search Showing Multiple Records

The Search Results table view is expanded to show the entire list of educators that meet the search
criteria. By default, the data is listed in alphabetical order by Last Name and then First Name. For details
on how to change the sort order, refer to the Multiple Educator Search — Change Sort Order section.

The top row is highlighted blue to indicate the record is selected, and the data in the Status section
shows information for the selected educator. Click the record in the top row (indicated with a red arrow

above) of the Search Results panel table again.
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Figure DDB-FEMS-04: Find Educator — Multiple Search Toggle Back to First Record

The view reverts back to the previous view, hiding the entire list of educators and focusing on the
selected educator in the At a Glance section. Clicking on the educator record acts as a toggle to move
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between views in the Search Results panel. Click the plus icon or the top row (indicated with a red arrow
above) again to return to view of educator list.
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Figure DDB-FEMS-05: Find Educator — Multiple Search Toggle Back to Multiple Records

To view data for another educator, click on the desired row (indicated with a red arrow above).
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Figure DDB-FEMS-06: Find Educator — Multiple Search Showing Selected Record Details

The display changes to data specific to the newly selected educator, in this case James Embers. Click the
plus icon or the record in the top row (indicated with a red arrow) of the Search Results panel table to
see the entire list of educators again.
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Figure DDB-FEMS-07: Find Educator — Multiple Search Revert Back to Multiple Records

Note that the information shown on the right is still specific to the selected educator; however, the view
has changed to show the entire list again. As described in the previous steps, the Find Educator search
results page is highly configurable to allow the user to view data as desired. The next sections will detail
the nuances of entering search terms to get the desired list of results.

Multiple Educator Search — Allow Fuzzy Search On
Select Find Educator main menu option to reset the search, if necessary.

To find a group of educators that match certain search criteria, enter search terms such as just Last
Name or License Type. For this example, the Allow Fuzzy Search checkbox is checked and Last Name is
specified as embers. Note that the search terms are not case sensitive, so there is no need to enter
capitalized letters to find educators.
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Figure DDB-FEZN-01: Find Educator - Fuzzy Search Criteria
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Figure DDB-FEZN-02: Find Educator — Fuzzy Search Showing First Record
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Search Results are displayed on the page for the educator(s) that matched the search criterion entered.
Complete data is listed for the first educator that meets the criteria, in this case Andrew Embers. Click
the plus icon (indicated with a red arrow above) or the record in the top row of the Search Results panel
table, which is shaded blue.
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Figure DDB-FEZN-03: Find Educator — Fuzzy Search Showing Multiple Records

The entire list of educators that meet the search criteria are shown in the Search Results table. The top
row is highlighted blue to indicate the record is selected, and the data in the Status section shows
information for the selected educator.

Look closely at the search results that were returned for educators with Last Name = Embers. The last
two educators in the list have Last Name = Emberson and Last Name = Lemberst. These educators were
returned in the search because the Allow Fuzzy Search checkbox was checked. The Allow Fuzzy Search
checkbox tells the system to include results that contain the search terms entered. The search term
‘embers’ is contained in both of the last names, even though the Last Name did not meet the search
term exactly. This is a handy option to use if you don’t know the exact spelling of a name.

Multiple Educator Search — Allow Fuzzy Search Off
Select Find Educator main menu option to reset search.

To find a group of educators that match certain search criteria, enter search terms such as just Last
Name or License Type. For this example, the goal is to get the list of all educators with the Last Name of
Embers. The Allow Fuzzy Search checkbox (indicated with a red arrow below) is unchecked and the Last
Name is specified as embers. Note that the search terms are not case sensitive, so there is no need to
enter capitalized letters to find educators.
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Figure DDB-FEZF-01: Find Educator — Specific Search Criteria
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Click Search button.
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Figure DDB-FEZF-02: Find Educator — Specific Search Showing First Record
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Search Results are displayed on the page for the educator(s) that match the search criterion entered.
Complete data is listed for the first educator that meets the criterion, in this case Andrew Embers. Click
the plus icon (indicated with a red arrow above) or the record in the top row of the Search Results panel
table, which is shaded blue.
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Figure DDB-FEZF-03: Find Educator — Specific Search Showing Multiple Records

The entire list of educators that meet the search criteria are shown in the Search Results table. Look
closely at the search results. All of the educators have Last Name = Embers. The search returns results
that exactly match the search terms entered because the Allow Fuzzy Search checkbox is unchecked. By
deselecting the Allow Fuzzy Search checkbox, the system is directed to only include results that match
the search terms exactly.

Multiple Educator Search - Change Sort Order
Select Find Educator main menu option to reset the search, if necessary.

To find a group of educators that match certain search criteria, enter search terms such as just Last
Name or License Type. For this example, the goal is to get the list of all educators with the Last Name of
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Embers. The Allow Fuzzy Search checkbox is unchecked and Last Name is specified as embers. The
search terms are not case sensitive, so capitalized letters are unnecessary.
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Figure DDB-FESO-01: Find Educator Search Criteria
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Figure DDB-FESO-02: Find Educator Search Results Showing First Record

Search Results are displayed on the page for the educator(s) that match the search criterion entered.
Complete data is listed for the first educator that meets the criterion, in this case Andrew Embers. Click
the plus icon (indicated with a red arrow above) or the record in the top row of the Search Results panel
table, which is shaded blue.
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Figure DDB-FESO-03: Find Educator Search Results Showing Multiple Records

The entire list of educators with Last Name = Embers is shown in the Search Results table. The Search
Results table view is expanded to show the entire list of educators that meet the search criteria. By
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default, the data is listed in alphabetical order by Last Name and then First Name. The information in the
Status section is associated with the selected educator, which is shaded blue in the Search Results table.
Click the arrow pointing right (indicated with a red arrow above) in the upper right-hand corner of the
Search Results panel to expand the Search Results table view.
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Figure DDB-FESO-04: Find Educator Search Results Panel Expanded

The Search Results table is expanded horizontally, revealing more columns of data for the educators
listed. Similar to other spreadsheets, data can be sorted by clicking on the column name. Click on
License# header text (indicated with a red arrow above) to sort the educator data by License#.
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Figure DDB-FESO-05: Find Educator - Sort by Ascending License# Showing First Record

The data is sorted, and the view reverts back to the At a Glance view. Click the plus icon (indicated with
a red arrow above) or the top row highlighted in blue to view the entire list of educators.

L [ ..., oo o6 L o Rors

Sesren Rasuits 5 =ase

Livsd Marme First Mame Licensas

Eimbers

i+
Embar: =
Accacsinn Date Comespancence  Coursework  Crecerdas  Docusmnts  Expenence  NalPio. Ceniicates  Ofher  Perspnalinfo  Stusen Tesctw)  Transengss DOEEC  PDTeneg  Cass Schedule  Clock Heurs

Emamency/COE  EnpinmantHiclery  Evalushons  Financial  Mamorng DOS Cradentia | Orad Salary ineements. Swpends  Tect - [y TRl

Ember

Embars

Embars
Ember:

, Embats Hansan
Emperz itena
Emtaers L
Empers dacin

Emmsts Biis 234724

Figure DDB-FESO-06: Find Educator - Sort by Ascending License# Showing Multiple Records

The educator data is now sorted by License# in ascending order, by default. Note that the educator at
the top of the list has no License#, meaning that there are no credentials. Additionally, the Application
Data section on the right side (indicated with a red arrow above) is blank to indicate that no applications

DDOE Licensure & Certification 26-Jul-21



have been submitted for this educator. To change the sort to License# in descending order, simply click
the License# column header again.
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Figure DDB-FESO-07: Find Educator - Sort by Ascending License# Showing First Record

The data is sorted, and the view reverts back to the At a Glance view. The educator with the most
recent license is shown at the top of the list, along with the associated data. In this case, since there is a
License# associated with the educator, then there is information in the Application Data section on the
right. Click the plus icon (indicated with a red arrow above) or the top row highlighted in blue to view
the entire list of educators.
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Figure DDB-FESO-08: Find Educator - Sort by Descending License# Showing Multiple Records
The educator data is now sorted by License# in descending order.

As evidenced in the previous sections, there are many ways to find educators and sort the data to find
desired information. Once an educator record is located, all the information associated with the
educator can be viewed and/or edited, depending on the data. The next section will describe all of the
data that is stored in DEEDS for an individual educator.

Educator Data Tabs

To view educator data that is stored in DEEDS, the Find Educator function is used. The resultant search
results contain a section labeled Status and this is where all the data for an educator is made available.
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Figure DDB-ET-01: Educator Tabs
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Since there is a vast amount of information stored for each educator in the system, the data is broken
into categories. These data categories appear as tabs across the top of the Status section. These data
tabs are further divided into three major groupings and are color coded to easily distinguish their
purpose. The educator data groupings and corresponding colors are:

e Data shared by K-12 and Early Learning - green
e Data specific to K-12 Educators only - blue
e Data specific to Early Learning Educators only — orange

Within each major grouping, the tabs are also sorted in alphabetic order for ease of use. The following
sections will detail each of these categories, or Educator Data Tabs, that appear in the Status section.

Application Data

The Application Data tab displays information and status related to applications that have been
submitted by the educator. Upon entry the page defaults to the Application Data tab.

If not already selected, click the Application Data tab on the Find Educator search results page.
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Figure DDB-TAD-01: Educator Application Data Tab

The Application Data tab shows information for each of the applications associated with the educator.
For each application, there is an Application Tracker. The Application Tracker is comprised of five
banners: Application, Intake, Quality Review, Analyst Review, and Finalize. These banners are used to
represent the various stages that an application may go through. Not all application types will be
required to go through each of the stages, but all of the banners will always be present for
completeness. It is important to note that the progression will always move from left to right and will
never move backwards. The status of any specific educator application can be monitored via this tab.

The Application trackers are sorted in descending chronological order, with the most recent entry at the
top. In the example above, the educator has applied for and been issued a Paraeducator Permit. All of
the banners are green to indicate that each of the application stages have been successfully completed.

The information on this tab is read-only and data cannot be added, edited or deleted. However, the
information can be viewed. Note that there is also a View Application link in the View PDF column of
each table and this can be used to view the application that was submitted by the educator. To
download the application to the Downloads folder of the computer, click the View Application link.

Correspondence
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The Correspondence tab contains all correspondence that has been sent to the educator from the
DEEDS system.

Click the Correspondence tab on the Find Educator search results page.
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The Correspondence data lists emails that have been sent to the educator from the DEEDS system.
Although the information on this tab is read-only and cannot be modified, it can be searched for specific
activity. The Correspondence data can be beneficial in finding when a certain email was sent, which can
be indicative of a particular action.

To search for a particular activity, enter a search term in the Search field. The Search field is not case
sensitive, so capitalization is unnecessary. Enter emergency in the Search field (indicated with a red
arrow below) on the right-hand side of the tab directly above the Correspondence table. As the letters
are being typed in the Search field, the system is dynamically searching on the search term entered.
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Figure DDB-TCR-02: Educator Correspondence Tab Search Results

The filtered table shows any emails that were sent to the educator where emergency appears in the
Subject. To view an email that was sent, click the eye icon in the Action column.

The email contents are inserted in the Correspondence section. From here, the email can be resent to
the educator using the Resend button. If no action is required, click the Cancel button to close the email
that is being displayed. To clear the search, simply delete the contents of the Search field.

Coursework
The Coursework tab displays coursework that has been added for the educator.

Click the Coursework tab on the Find Educator search results page.
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Figure DDB-TCW-01: Educator Coursework Tab

If any coursework data has been added for the educator, it will appear in the Coursework table at the
bottom of this tab; otherwise, the table will be blank.

Credentials
The Credentials tab details the credentials that the educator has been issued or has applied for.
Click the Credentials tab on the Find Educator search results page.
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Figure DDB-TCR-01: Educator Credentials Tab

The information on the Credentials tab consists of all the academic or educational qualifications of the
educator. These credentials include qualifications that are complete or incomplete, as reflected in the
status. For example, once an application has been submitted, the credential will appear here with a
status of Pending and the progression can be monitored here through to completion, ultimately
showing a status of Issued. If the educator has any pending or issued credentials, they will be listed in
the Credentials table; otherwise, the table will be blank.

The Credentials tab consists of two major sections K-12 and Early Learning. There are also subsections
within each of these major sections and the structure for the Credentials information follows:

o K-12
o K-12 Licenses
o DPAS
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o

Paraeducator Permits

o Other Permits
o Administrative Certificates
e Early Learning

o

O
O
O

Certificates

Career Lattice
Specialized Training
STARS Credentials

Note the minus icon in the upper right-hand corner of each section and subsection (indicated with red
arrows above). This allows the section to be collapsed. When the minus icon is clicked, the section is

collapsed and a plus icon appears in its place, allowing the section to be expanded. For example, if all
the major sections are collapsed the view will appear as:
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Figure DDB-TCR-02: Educator Credentials Tab with Sections Collapsed

Tramicrgls  DIEEC PO Training  Class Schedule  ClackHows  Emergency/COE

Simply click the plus icon to expand the desired section. Likewise, the detailed information within a

subsection can be collapsed. For the K-12 Certificates section (expand button indicated with a red arrow
above), the expanded section appears as:
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Figure DDB-TCR-03: Educator Credentials Tab with K-12 Certificates Sub-Section Expanded

Crodential Siatis

Note that there is a minus icon in the K-12 Certificates header bar (indicated with a red arrow above). By
clicking the minus icon, the K-12 Certificates subsection can be collapsed, so the view appears as:

DDOE Licensure & Certification

26-Jul-21
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Figure DDB-TCR-04: Educator Credentials Tab with K-12 Certificates Sub-Section Collapsed

This allows the user to customize their view if only interested in seeing certain sections. The information
on this tab is read-only and data cannot be added, edited or deleted.

Documents
The Documents tab contains all documents that have been uploaded for the educator

Click the Documents tab on the Find Educator search results page.

ppficafion Data € Ci Cradentials  Documentz  Experience Nl /Pro. Cedificatas  Other  Personslinfo  Student Teaching: Transcripls  DIEEC P Training Class Schedule:  Clock Hours
0E Histary Financiet  Mentoring — OOS Credentigis  Grad Salary Increments  Stipends | Teals WCiETLEIR el 0]
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Load Delated: _ Search:
Document Name Document Type Name: Date Link Action
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Gllege Transcripl (HR & DOE Oty (742021 S mEnt Dt o =

Gallege T 0725 AN

Document Type *  -Select DacumentT w
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Figure DDB-TDC-01: Educator Document Tab

The Documents tab is divided into two sections labeled Document and Legacy Document. The top
section, labeled Document, is for K-12 purposes; the bottom section, labeled Legacy Document, is for
Early Learning purposes. This user guide will focus only on the top section, labeled Document.

If any documents have been uploaded for the educator, they will appear here; otherwise, the table will
be blank. The documents are pdf or image files that have been uploaded as required documentation.
Existing documents on this page can be deleted (if applicable) or emailed. New documents may be
added using the document upload section directly below the Documents table.

To add a new document, first select the desired document type from the Document Type dropdown list.

Optionally, a document identifier or descriptor can be entered in the File Description entry field. The
next step is to provide the document in pdf or image format.

DDOE Licensure & Certification 26-Jul-21



Select the file to be uploaded in one of two ways:
e Drag the file from your computer to the middle of the area designated with the text: Drop
file here to upload or click here to browse and select file to upload.
e Click inside the box designated with the text: Drop file here to upload or click here to
browse and select file to upload.
o File Explorer is opened to allow document to be selected from computer files.
o Select the desired file and Click Open.

As soon as the file is selected, the Click here to complete Upload button is enabled. The file name is

displayed along with a trash bin icon on the right. If the file selected is not the correct file, click on the
trash icon bin to delete it.

Caument

Hama Achion

Colisge Transcriot.pdf w

Figure DDB-TDC-02: Educator Document Tab — Add New Document Form Completed

Click the Click here to complete Upload button to upload the document or click Cancel to dismiss the
changes without saving. If the Cancel button is clicked, the document upload section is reset, removing
the data and cancelling the operation. If the Click here to complete Upload button is clicked, the new
document (indicated with a red arrow below) is added to the Documents table.

Document Mame DecuEment Type Bame

D Tranacpt Collage Tranzcrioh (HR & DOE Only)

O71520211243822 174428304 3-NewAspicatian par

Figure DDB-TDC-03: Educator Document Tab — Document Table

To delete a record, click the trashcan icon in the Actions column of the Documents table. A confirmation
message box is displayed: Are you sure you want to delete this document? Click OK button to confirm
deletion of the record, or click Cancel button to deny deletion of the record.

To email a document, click the letter icon in the Actions column of the Documents table.

Ta scA3st@mmalinaarcom
Template Salec Tempiale w

Figure DDB-TDC-04: Educator Documents Tab — Email Selected Document Form

An email entry form is inserted in the Documents section directly above the Documents table, putting
the user in edit mode. The To: field defaults to the educator’s primary email address, but this email
address can be changed to send to another email recipient. Select SecureMessage (email) from the
Template dropdown list. Click the Send button to send the document to the desired recipient or click
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the Cancel button to cancel the operation. Either option will exit edit mode and the email entry form is
hidden.

Experience

The Experience tab displays experience data that has been added for the educator. This experience may
include teaching or non-teaching experience.

The following forms may be used to verify Experience:
e Form E - Verification of Teaching Experience
e Form T - Verification of Student Teaching Program
Form E/NT - Verification of Non-Teaching Experience
Form C - Verification of School Counseling Clinical Experience

Click the Experience tab on the Find Educator search results page.

Apphcation Dats  Conespordence  Coursework Credentiale  Documents  Expenenca  NalPro, Cerfificates - Other Parsonalinfa  Student Teachmg  Transenots  IEEC. PO Tiaming  Chass Schedule  Clock Hoors - EmeegencyiCOE

Empioymant Hitory  Evaliafions  Finsnoal  Menionng OO Credantials  Gra Salay Inmemants: Stpands Tesls

Satect an Apphcatian:

Licensure and Certification

Experience instructions:

it Icon in the Actions column to edrt the inft ate
ginal copy s ification and then uploadad. You may expedite this process by
n Special Notes and forwardir
yicusly and wish 1 use tha his applicanan, check t
= documant, 5 ocurment Type he document upload area to select a file from your comauter,
rifiy Experience:
o - \erfcaton of Teaching Expenence
. m E/NT - Vesification of Man- ching Expeience Foim
B m T - e in of Bludent Teaching Program
+ Foum C - Vedfication of Scheof Counssiing Clinical Exgenente
Add Expérience

Figure DDB-TEX-01: Educator Experience Tab

If any experience data has been added for the educator, it will appear in the Experience table at the
bottom of this tab. The Experience tab is divided into two major sections: Licensure and Certification
and Early Learning. Guidance will be provided for the Licensure and Certification section only.

To add new Experience data, click the Add Experience button.
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https://www.doe.k12.de.us/cms/lib/DE01922744/Centricity/Domain/512/FormE.pdf
https://www.doe.k12.de.us/cms/lib/DE01922744/Centricity/Domain/512/FormT.pdf
https://www.doe.k12.de.us/cms/lib/DE01922744/Centricity/Domain/512/FormENT.pdf
https://www.doe.k12.de.us/cms/lib/DE01922744/Centricity/Domain/512/FORM%20C%20__School%20Counselor%20Clinical%20Hours%20Verification%20Form%20fillable%20060820.pdf
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Figure DDB-TEX-02: Educator Experience Tab — Add New Record Form

An entry form is form is inserted in the Experience section for addition of a new experience record.

Complete the required fields specific to work Experience. The required fields are designated with a red
* and include: Work Type, Place, City, State, Begin Date and End Date. The date fields require
MM/DD/YYYY format. When the cursor is in a date field, a calendar is presented for selection or entry
of the specific date. Dropdown lists are provided for specification of Work Type, School Type and State.

Click Save button to save new experience information or click Cancel button to dismiss any changes.
Either option will exit edit mode. If data is saved, a new record is added to the Experience table at the
bottom of the tab. If data is not entered for required fields, then an error message is displayed in a red
banner across the top of the section. The error can be dismissed by clicking the x in the upper right-hand
corner of the red banner.

Received : — . - ; n Grade and Satistactory | Used towara
i el m e e i EEE Apples Sl m
- _”’ Privale DE Tatnal Hockessn | 012018 2 s No & o
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Figure DDB-TEX-03: Educator Experience Tab — Experience Table

To edit existing information, click the pencil icon in the Actions column.

sed Infemship v

Figure DDB-TEX-04: Educator Experience Tab — Edit Existing Record

An entry form is inserted in the Experience section, populated with the current record data. Make
changes as required and click Save button to save changes or click Cancel button to dismiss changes.
Either option will exit edit mode. The entry form is hidden when edit mode is exited.

To delete a record, click the trashcan icon in the Actions column of the Experience table. A confirmation
message box is displayed: Are you sure you want to delete this record? Click OK button to confirm
deletion of the record, or click Cancel button to deny deletion of the record.
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Nat./Pro. Certificates

The Nat./Pro. Certificates tab displays National or Professional Certificates data that has been added for
the educator.

Click the Nat./Pro. Certificates tab on the Find Educator search results page.

Apphcation Data. Conesponderce  Coursewoek  Credenfislz  Documents  Expenence  Nal/Pro, Cerfficstes  Oiher  Parsonalinfe  Studen! Teacheng Transoupts.  DIEEC. PO Tramng  Ciass Schecule  ClockHows  EmargencyiCOE

Employmant Hefory  Evdustions - Financal  Mantoring  OO0S Credantals  Grad Salary Incraments Sapants Tests

Seigctandophcaion; | —Select v]
Wational/Professional Certificats instructions:
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+ Documents that

N 10 enter your cermfic

farimage &
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Add New Nat/Pra Certificate
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Figure DDB-TNP-01: Educator Nat/Pro Certificates Tab

National or Professional Certificates are uploaded as proof of national certification status. If National or
Professional Certificate data has been added to the system for the educator, it will appear here;
otherwise, the table will be blank.

To add a new national or professional certificate, click Add New Nat/Pro Certification button.

Efactive Datg oo Expiration Dsta

Action

File Description Document Type Dait Link

No Record Found

Fiie Description Daocument Typs

Figure DDB-TNP-02: Educator Nat/Pro Certificates Tab — Add New Record Form

A new Nat./Pro. Certificate entry form is inserted in the Nat./Pro. Certificate section for addition of
national or professional data. The top section is for entering information specific to the National or
Professional Certificate and the bottom section is for uploading supporting documentation.

Complete the top section by entering the certificate information in the entry fields. The required fields

are designated with a red * and include: Type, Content Area, State, Effective Date, Expiration Date,
Status, Document Type and Document. The date fields require MM/DD/YYYY format. When the cursor
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is in a date field, a calendar is presented for selection/specification of the specific date requested.
Dropdown lists are provided for specification of Type, Content Area and State.

Complete the bottom section by providing supporting documentation in the form of a pdf or image file.
Please ensure that the certification is current and valid prior to adding new certificate information.
Select Nat./Pro. Certificate from the Document Type dropdown list. When a document needs to be
provided, the document can either be uploaded or associated. If the document has already been loaded
in DEEDS, then the correct action is to associate the document. If the document has not been loaded in
DEEDS, then the document is uploaded.

There may be instances where National/Professional Certification documents have already been
uploaded to the system. If a document has already been uploaded, then there is no reason to upload it
again. In this case, the proper action is to Associate the document, meaning that the pre-loaded
document will be used.

To Associate a document, click the Associate Existing Documents button. An Associate Documents
popup window is displayed for selection of the document to be associated. The documents shown are
those that have been added to the system for the educator. Select the document by clicking inside the
checkbox associated with the desired entry. A check will appear in the checkbox to indicate that the
document is selected. Click the Select Documents to Associate button to save the information or the
Cancel button to exit the operation without saving data. If necessary, refer to the Associate Document
section for a detailed description of the how to associate a document.

If the National/Professional Certificate document has not been associated, then follow the next steps
to upload the certification document.

Select the file to be uploaded in one of two ways:
e Drag the file from your computer to the middle of the area designated with the text: Drop
file here to upload or click here to browse and select file to upload.
e C(Click inside the area designated with the text: Drop file here to upload or click here to
browse and select file to upload.
o File Explorer is opened to allow document to be selected from computer files.
o Select the desired file and Click Open.

File name is displayed along with a trash bin icon on the right. If the file selected is not the correct file,
click on the trash icon bin to delete it.

Click Save Nat/Pro Certificate button to upload document and save certification data.

| st | Documen | Actons

Exgibie for Stigend Diownad & 0

Figure DDB-TNP-03: Educator Nat/Pro Certificates Tab — Nat/Pro Certificates Table

New National/Professional Certificate information entered is displayed in the window.

To edit existing information, click the pencil icon in the Actions column.
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Figure DDB-TNP-04: Educator Nat/Pro Certificates Tab — Edit Existing Record

An entry form is inserted in the Nat./Pro. Certificate section, populated with the current record data.
Make changes as required and click Save button to save changes or click Cancel button to dismiss
changes, either option will exit edit mode. The entry form is hidden when edit mode is exited.

To delete a record, click the trashcan icon in the Actions column of the Nat./Pro. Certificates table. A
confirmation message box is displayed: Are you sure you want to delete this entry? Click OK button to
confirm deletion of the record, or click Cancel button to deny deletion of the record.

Other
The Other tab displays educator data that does not fit into one of the other categories.

Click the Other tab on the Find Educator search results page.

Ci Credentizs  Documents  Experience  Nat/Pro.Cerificaies Oter Fersona info.  Student Teaching  Tramscrpts  MEEC PO TrammeQ  Ciass Schedue  CiockHours  EmengencyCOE
Employrignt Higtory ~ Evalugtions  Fieancisl  Menlorng  OOS Credenfigic  Giad Salary Increments . Stipesds resls

Salert 80 Applcation
Other Instructions:

The Other tak contains documents and data that does not it nicely In any of the other tab cald

a5, Proof of Progress is required to demanstrate that the educater is making progress tawards certification. The list of sceeptable forms of Proof of Progress Include

axls || Tast Attempt, of Praxis || Test Passing Score

o Performance Assessment Attempt, or Performance Assessment Passing Score

= ACTFL Tast Aftempt, or ACTFL Test Passing Score

= Copy of Test Registration, or Receipt of Test Registrabon

o Coursework - Offical Transeript

» Coursework - Unofficial Transcript, ARTC Nen-Credit Course Record, of ARTC Status

Showing 1 1o0-of O records.

Figure DDB-TOT-01: Educator Other Tab

If any Other data has been added for the educator, then it will be shown on this tab. The data
represents information that was entered on the Other bar during the application process. Each
application is comprised of application data that must be provided and for some credentials an Other
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bar is included so that the educator can upload documents that do not fit into one of the other
categories. The information on this tab is read-only and data cannot be added, edited or deleted.

Upon entry, all Other data is shown in the Other table. However, the data can be filtered using the
Select an Application: dropdown list. Click the down arrow of the Select an Application: dropdown list.

Shsiving ¥ 43 100 1 ress

et Date Trpe | Descmpton Stale HeuEwe Marmyrea | Onte Dacumsents | achors

4 cut ervee 3 dcamm [ ap— oE o) o Al dear' P

Figure DDB-TOT-02: Educator Other Tab — Application Dropdown List Options

A list of applications associated with the educator is displayed. Select one of the application options in
the dropdown list to filter the data. The data results will show the Other data associated with the
selected application.

Sty 1 4 0 o 0 recentts

Pt Ot Ty | et sk Thmcmboest hbinel Vs | Exp e | Dot | Ak

Figure DDB-TOT-03: Educator Other Tab — Data Filtered by Application

Once an application is selected, the Other table lists the data that was entered on the Other bar for the
selected application. In the example above, there is no Other data associated with the selected
application.

Personal Info
The Personal Info tab contains high-level personal data for the educator.

Click the Personal Info tab on the Find Educator search results page.

! Data Ci Documents  Experience  Mal/Pro. Cerlificates  Other  Personalinfo Student Teaching  Tranacripls DIEEC  PDTraining Class Schedule  Cloek Hours
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First Nam® . * | Amanaa Frafin . -Selpet Prefi-

Middie Nams -3elect SUM. ~

Lasi Nams -* | Efnbers Frotezzonal Tnig Select Professional Title- w

3580 | M-HN-0T1S Gonder 7 waate @) Femaie O Diner
= Age” 33
DOB-° | o7rigi1999

Address Contact Detalls

Figure DDB-TPI-01: Educator Personal Information Tab
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The Personal Info tab displays personal identification and contact information specific to the educator.
The tab is divided into four (4) major sections: Personal Info, Address Contact Details, Aliases and
Military. Upon entry, all of the sections are expanded, showing all of the educator information.
However, any of the sections can be collapsed to customize the view. To collapse a section, click the
minus button (indicated with red arrows above) in the section header.

When all of the sections are collapsed, the Personal Info tab appears as:

\palicabion Dida || jenca NaliPro. Cerificalas  Ofbar  Parsonallvfo  Sludsr Taaching  Transerghs  DIEEC  PDTraming | Clacs Schoduls  Giock Hous
History b Fnancial.  Merorng  DOS5 Credentisls | Ored Salary Incraments . Sopengs  Tests

Parzonal [nfo -

I S
S

Y
I Y

Figure DDB-TPI-02: Educator Personal Information Tab with Sections Collapsed

When the minus icon is clicked, the section is collapsed and the icon changes to a plus. Likewise, the
sections can be expanded by clicking the plus icon (indicated with red arrows above) in the individual
section headers. Expand the individual sections to view the educator data. Each of the sections will be
reviewed in detail in the following sections.

Personal Info Section
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Figure DDB-TPI-03: Educator Personal Information Tab Personal Info Section

The Personal Info tab displays high level identification data for the selected educator. The required
fields are designated with a red * and include First Name, Last Name, Social Security Number (SSN) and
Date of Birth (DOB). The SSN field is masked, showing only the last four digits of the unique identifier.
The Age field is auto-calculated based on the DOB and is read-only, even when in edit mode.

If the educator is in your district or charter, then the Edit button (indicated with a red arrow above) is
enabled for modification of the data. If the educator is not in your district or chart, then the Edit button
is disabled. Click the Edit button.
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Figure DDB-TPI-04: Educator Personal Information Tab Personal Info Section in Edit Mode

The entry fields that were previously gray (disabled) are now white (enabled) to indicate that changes
can be made to the data. Additionally, the Edit button has been replaced with two action buttons: Save
and Cancel. Make changes, as necessary, and click the Save button to save the data or click the Cancel
button to dismiss changes; either option will exit edit mode.

Collapse the Personal Info section to focus on the Address Contact Details section.

Address Contact Details Section

Application Dta  Cormespondance  Cowsework  Credenialz  Documents | Expapence  Nal/Fro. Cetfcalss Omer  Fersonal i Swudeni Teaching  Transcripts [DMEEC PO Traming T Clack Houra CCE
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cei: (903) 305-5035 Secancary Email eff=nail com
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Figure DDB-TPI-05: Educator Personal Information Tab Address Contact Details Section
The Address Contact Details tab displays contact information for the selected educator, including
address, phone and email data. Note that there is also a checkbox I authorize the Delaware Department

of Education to send text messages to the listed cell phone, which indicates whether the educator
wishes to receive text messages from the system or not.
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The data that appears in the upper section of the page represents the current address information for
the educator. The bottom section allows the user to view previous addresses of the educator, if
applicable. Click inside the Show Previous Addresses checkbox so that a V appears in the box.

Show Pravious Addiessss

S S S o
Frevicus 903 Fairway Or. Georpetown. DE 19347 sedSU3@mailnator com L]
Cumrent 308 Olive Ave, Rehobotn Beach. DE 15871 ecdzd3Emalinator com -

Figure DDB-TPI-06: Educator Personal Information Tab Address Contact Details Section - Show Previous Addresses View

The bottom section of the page is expanded to reveal previous addresses of the educator. Click inside
the Show Previous Addresses checkbox again so that a V disappears from the box. The table is collapsed
to show only the Current address, as previously.

If the educator is in your district or charter, then the Edit button is enabled for modification of the data.
If the educator is not in your district or chart, then the Edit button is disabled. Click the Edit button.
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Figure DDB-TPI-07: Educator Personal Information Tab Address Contact Details Section in Edit Mode

The entry fields that were previously gray (disabled) are now white (enabled) to indicate that changes
can be made to the data. The Edit button disappears and is replaced by Save/Update and Cancel
buttons. In the Address table below, there are icons in the Actions column to edit (pencil), mark
previous (box) or delete (trashcan).

Dropdown lists are available for the State, County/Parish and Country fields, providing a list of options
to choose from. The Attn:, Street Line 1, Street Line 2, City and Zip are free form entry fields, allowing
the user to enter data, as appropriate. The Work Phone and Cell fields are restricted to numeric data
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and will not accept any other characters. Make changes, as necessary, and click the Save/Update button
to save the data or click the Cancel button to dismiss changes; either option will exit edit mode.

Collapse the Address Contact Details section to focus on the Aliases section.

Aliases Section

ion Data C NalPro Cerfificates Odher  Personal Info  Student Teaching Transcrigls  DIEEC  PD Training  Class Schedule  Clock Hows:
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educatar in legal documents,
Click the Add Alioses button to add a naw Alas.
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Figure DDB-TPI-08: Educator Personal Information Tab Aliases Section

The Aliases tab displays aliases associated with the selected educator. If there are any aliases for the
educator, they will be listed in the Aliases table. If the educator is in your district or charter, then alias
data can be added, edited or deleted.

To add a new record, click the Add Aliases button.

First Mame -~ Last Name *
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Tipe:” Seledt Type- o Status v
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Figure DDB-TPI-09: Educator Personal Information Tab Aliases Section — Add New Alias Form

A new entry form is inserted in the Aliases section for addition of a new alias record. Required fields are
indicated with a red * and include First Name, Last Name, Type, Status and Effective Date. Type and
Status are dropdown lists, offering a defined list of valid options. Effective Date defaults to the current
date. Make changes as required and click Save button to save changes and exit edit mode, or Cancel
button to dismiss changes and exit edit mode. The entry form is hidden when edit mode is exited.

If data is saved, then a new record is added to the Aliases table.

Furst Mam m Last Nama e States Efiochive Dato End Do m Acions

Da01S

Samaning Gray aiden
Figure DDB-TPI-10: Educator Personal Information Tab Aliases Section Aliases Table

To edit an existing record, click the pencil icon in the Actions column of the Aliases table. To delete an
existing record, click the trashcan icon in the Actions column of the Aliases table.
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Collapse the Aliases section to focus on the Military section

ops .
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Figure DDB-TPI-11: Figure DDB-TPI-08: Educator Personal Information Tab Military Section

If military service information has entered for the educator, it will be listed in the Military table;

otherwise, the table will be blank. The information on this tab is read-only and data cannot be added,

edited or deleted.

Student Teaching

The Student Teaching tab displays student teaching that has been added for the educator.

Click the Student Teaching tab on the Find Educator search results page.
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o Click Add Student Teaching 10 enter informanion that is relevant to the Certificate request. Click Sve to save the changes.
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Figure DDB-TST-01: Educator Student Teaching Tab

If any student teaching information has been added for the educator, it will appear in the Student
Teaching table at the bottom of this tab. The Student Teaching tab is divided into two major sections:

Licensure and Certification and Early Learning. Guidance will be provided for the Licensure and
Certification section only.

To add new student teaching data, click the Add Student Teaching button.
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Figure DDB-TST-02: Educator Student Teaching Tab — Add New Record Form

An entry form is form is inserted in the Student Teaching section for addition of student teaching that
has been completed by the educator.

Complete the required fields specific to student teaching. The required fields are designated with a red
* and include: Subject, Cooperating Teachers and District. The District control is a dropdown list,
offering valid options for selection of school district. If data is not entered for required fields, then an
error message is displayed in a red banner across the top of the section. The error can be dismissed by
clicking the x in the upper right-hand corner of the red banner.

Click Save button to save new student teaching information or click Cancel button to dismiss any
changes. Either option will exit edit mode. If data is saved, new student teaching information is added to
the Student Teaching table at the bottom of the tab.

T
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Figure DDB-TST-03: Educator Student Teaching Tab — Student Teaching Table

To edit existing information, click the pencil icon in the Actions column.

Tupfet igonormetry Ceoperating Teachars

ﬁ ot

Figure DDB-TST-04: Educator Student Teaching Tab — Edit Existing Record

An entry form is inserted in the Student Teaching section, populated with the current record data. Make
changes as required and click Save button to save changes or click Cancel button to dismiss changes.
Either option will exit edit mode. The entry form is hidden when edit mode is exited.

To delete the record, click the trashcan icon in the Actions column of the Student Teaching table. A
confirmation message box is displayed: Are you sure you want to delete this record? Click OK button to
confirm deletion of the record, or click Cancel button to deny deletion of the record.

Transcripts
The Transcripts tab displays transcript information that has been added for the educator.

Click the Transcripts tab on the Find Educator search results page.
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Figure DDB-TXS-01: Educator Transcripts Tab

Official transcripts are normally submitted through the HR office. Uploading the transcript data to
DEEDS will be done via this Transcripts tab. If any educational transcripts (high school, college) have
been added for the educator, they will be shown on this tab.

To add new transcript data, click the Add Education button.
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Figure DDB-TXS-02: Educator Transcripts Tab — Add New Record Form

A new Education entry form is inserted in the Transcripts section for addition of a new Education record.
The top section is for entering information specific to the transcript record and the bottom section is for
uploading supporting documentation.

Complete the top section by entering the transcript information in the entry fields. Enter the Institution
where the degree was obtained. Note that while typing, the information is auto-filling with appropriate
choices. Select the correct Institution from the list. Enter the remainder of the Education information in
the entry fields. Required fields are indicated with a red * and include Received Date, Institution, City,
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State, Degree, Start Date, Document Type and Document. Dropdown lists are provided for State,
Degree and Document Type, offering valid options to choose from. The Start Date entry field requires
YYYY format. When the cursor is in the Start Date field, a yearly calendar is presented for
selection/specification of the year that the education was started.

Complete the bottom section by providing supporting documentation in the form of a pdf or image file.
Please ensure that the certification is valid and contains required dates. Select the document type from
the Document Type dropdown list. When a document needs to be provided, the document can either
be uploaded or associated. If the document has already been loaded in DEEDS, then the correct action is
to associate the document. If the document has not been loaded in DEEDS, then the document is
uploaded.

There may be instances where transcript documents have already been uploaded to the system. If a
document has already been uploaded, then there is no reason to upload it again. In this case, the proper
action is to Associate the document, meaning that the pre-loaded document will be used.

To Associate a document, click the Associate Existing Documents button. An Associate Documents
popup window is displayed for selection of the document to be associated. The documents shown are
those that have been added to the system for the educator. Select the document by clicking inside the
checkbox associated with the desired entry. A check will appear in the checkbox to indicate that the
document is selected. Click the Select Documents to Associate button to save the information or the
Cancel button to exit the operation without saving data. If necessary, refer to the Associate Document
section for a detailed description of the how to associate a document.

If the transcript document has not been associated, then follow the next steps to upload the document.

Select the file to be uploaded in one of two ways:
e Drag the file from your computer to the middle of the area designated with the text: Drop
file here to upload or click here to browse and select file to upload.
e C(lick inside the area designated with the text: Drop file here to upload or click here to
browse and select file to upload.
o File Explorer is opened to allow document to be selected from computer files.
o Select the desired file and Click Open.

File name is displayed along with a trash bin icon on the right. If the file selected is not the correct file,
click on the trash icon bin to delete it.

Click the Save button to save the Education data or click the Cancel button to dismiss changes; either
option will exit edit mode. If saved, the new Education information appears in the Education table.

Used
End Date Magr Hainar Graduated | Remarks Frogram ‘D(»mm toward Accepted ‘Wmed

| Appiicaton |

Figure DDB-TXS-03: Educator Transcripts Tab — Education Table
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The educational data can also be exported to an Excel spreadsheet. Click the Export Data button above
the Transcripts table to export the data. The Excel file will be saved to your Downloads folder.

DIEEC (Delaware Institute for Excellence in Early Childhood)

The DIEEC tab displays training that completed for the educator at the Delaware Institute for Excellence
in Early Childhood.

Click the DIEEC tab on the Find Educator search results page.
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Figure DDB-TDI-01: Educator DIEEC Tab

If any DIEEC training has been completed by the educator, it will be listed in the DIEEC table; otherwise,
the table is blank. The information on this tab is read-only and data cannot be added, edited or deleted.

PD Training

The PD Training tab contains Personal Development (PD) Training information that has been added for
the educator.

Click the PD Training tab on the Find Educator search results page.
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Figure DDB-TPD-01: Educator Personal Development (PD) Training Tab

If any personal development training data has been added for the educator, it will be listed in the PD
Training table; otherwise, the table will be blank. The information on this tab is read-only and data
cannot be added, edited or deleted. To download the document to the Downloads folder of the
computer, click the Download link in the Document column.

Class Schedule

The Class Schedule tab contains data related to the educator’s course schedule.
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Click the Class Schedule tab on the Find Educator search results page.
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Figure DDB-TCS-01: Educator Class Schedule Tab

If course schedule information has been added for the educator, it will be listed in the Class Schedule
table; otherwise, the table will be blank. The information on this tab is read-only and data cannot be
added, edited or deleted.

Clock Hours

The Clock Hours tab displays clock hours data that has been entered for the educator. In order to earn
or maintain certain credentials, clock hours are entered as proof of developmental activities that have
been performed by the educator. Clock hours are the burden of proof for license and permit renewals.

Click the Clock Hours tab on the Find Educator search results page.
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Figure DDB-TCH-01: Educator Clock Hours Tab

If clock hours data exists for the educator, it will appear in the Clock Hours table; otherwise, the table
will be blank. The Clock Hours table displays the clock hours that have been entered for the educator

along with whether the hours have been verified and accepted. The information is summarized above
the table, showing total Verified and Unverified hours. The Verify and Accept buttons can be used to

verify and accept clock hours that are not already associated with an upgrade or renewal.

Emergency/COE (Certificate of Eligibility)
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The Emergency/COE tab displays emergency recommendations that have been submitted for the
educator.

Click the Emergency/COE tab on the Find Educator search results page.
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Figure DDB-TEC-01: Educator Emergency/COE Tab

If an emergency recommendation application has been submitted for the educator, it will appear in the
Emergency/COE table; otherwise, the table will be blank. The table provides an overview of the
emergency recommendations submitted for the educator. Note that in the above example, the educator
has been recommended for an Emergency Certificate and an Emergency Upgrade for the ARTC Route,
both of which were Issued.

Use the eye icon in the Action column to review the high-level application submission details and click
Cancel to dismiss. The information on this tab is read-only and data cannot be added, edited or deleted.

In addition to viewing the data, the results can be filtered by application type. Upon entry, all of the
Emergency/COE data is shown in the Emergency/COE table. However, the data can be filtered using the
Select an Application: dropdown list. Click the down arrow of the Select an Application: dropdown list.

Apphicaton Data  Comespendence  Coursework  Oredentsls  Documants  Experence Nat P Cerficates . Ofher  Parseral Info  Studenl Teachng  Transopls. [WEEC PO Tramng  Class Schedule  Clesk Hours
o v Hisloey Foencial  Menlorny  OOS Credentials  Grad Salsry ncramenle  Stipends  Tests

Showing 1 o 2 07 2 rocords

Emergancy Carificate 2
Racamr rdation

ARTC

: ARTC
Recommandation YET UISTRICT

Figure DDB-TEC-02: Educator Emergency/COE Tab — Application Dropdown List Options

A list of all applications associated with the educator is displayed. If a non-emergency application is
selected, then the table of results will be blank, since there is not Emergency/COE data associated with
this application.

Select one of the emergency application options in the dropdown list to filter the data. The data results
will be filtered to show the Emergency/COE data associated with the selected application in the
Emergency/COE table.
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Figure DDB-TOT-03: Educator Emergency/COE Tab — Data Filtered by Application

Once an application is selected, the Emergency/COE table lists the emergency data that is associated
with the selected application. In the example above, Emergency Upgrade Recommendation appears in
the Type column and ARTC appears in the Route column of the table. This data matches the ARTC
Upgrade to Standard — Emergency Application selection in the Select an Application: dropdown list.

Employment History
The Employment History tab contains data related to educator employment.

Click the Employment History tab on the Find Educator search results page.
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Figure DDB-TEH-01: Educator Employment History Tab

If any employment data has been added for the educator, it will be listed in the Employment History
table; otherwise, the table will be blank. The information on this tab is read-only and data cannot be
added, edited or deleted.

Evaluations
The Evaluations tab contains evaluation data that has been added for the educator.

Click the Evaluations tab on the Find Educator search results page.
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Figure DDB-TEV-01: Educator Evaluations Tab
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If any evaluations have been added for the educator, the data will be listed in the Evaluations table;
otherwise, the table will be blank. The information on this tab is read-only and data cannot be added,
edited or deleted.

Financial
The Financial tab contains transaction information related to payments made by the educator.

Click the Financial tab on the Find Educator search results page.
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Figure DDB-TFN-01: Educator Financial Tab

The Financial table shows details of payments made, along with the Date, Amount and Transaction
details. If the educator has been issued a license, then there will be an entry here for the mandatory
one-time payment of $100. The Date will align with when the license application was first submitted and
payment was required. The data is informational in nature and cannot be added, edited or deleted.

Mentoring

The Mentoring tab contains data related to the educator’s mentoring program, including assignment
and progress.

Click the Mentoring tab on the Find Educator search results page.
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Figure DDB-TME-01: Educator Mentoring Tab

If the educator has been enrolled in a mentoring program, details will be listed in the Mentoring table;
otherwise, the table will be blank. The information on this tab is read-only and data cannot be added,
edited or deleted. All mentoring management is done through the LEA Mentoring Center menu options.

If there is an entry in the Mentoring table, the progress can be viewed by clicking the View Progress
button in the Actions column.
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Figure DDB-TME-02: Educator Mentoring Tab — View Progress

The educator’s progress in the assigned mentoring program is displayed. The mentoring progress
information is divided into two tabs: Progress and Evaluations. The Progress tab is selected by default,
and appears green to indicate that it has been selected.

The Progress tab is broken into four sections: Year 1, Year 2, Year 3 and Year 4, which correspond to the
four years of a mentoring program. If the educator has qualified for a reduced number of years in the
mentoring program, then this information is shown in the Verified Years Experience column. In the
example above, the mentee has been awarded one year of experience and is therefore only required to
complete three years in a mentoring program, so Year 1 is skipped.

Click the Evaluations tab.
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Figure DDB-TME-03: Educator Mentoring Tab — View Evaluations

The Evaluations tab appears green to indicate that it has been selected. The Evaluations form is broken
into three sections: Program Withdrawal, Summative Evaluations and Final Evaluations. Each section
contains a single checkbox, to indicate the educator’s progress. The progress indicators within the three
sections are self-explanatory, based on their labels.
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00S (Out of State) Credentials

The OOS Credentials tab displays out of state credentials that have been added to the system for the
educator. These credentials may include licenses, certificates or permits that the educator has earned
outside the state of Delaware.

Click the OOS Credentials tab on the Find Educator search results page.
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Figure DDB-TOS-01: Educator Out of State (OOS) Credentials Tab

If any non-Delaware credentials have been added for the educator, they will appear in the OOS
Credentials table at the bottom of this tab.

To add a new out of state credential, click the Add OOS Credential button.
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Figure DDB-TOS-02: Educator OOS Credentials Tab — Add New Record Form

An entry form is form is inserted in the OOS Credentials section for addition of non-Delaware
credentials that have been earned by the educator. The top section is for entering information specific
to the out-of-state credential and the bottom section is for uploading supporting documentation.

Complete the required fields specific to OOS credentials. The required fields are designated with a red *
and include: Application Type, State, Category, Effective Date, Subject, Content Area and Level.
Dropdown lists are provided for selection of Application Type, State, Category and Subject. The date
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fields require MM/DD/YYYY format. When the cursor is in a date field, a calendar is presented for
selection/specification of the specific date requested. The Level control allows the user to select
multiple levels. Click on Level and a Select Level box is presented to check the level(s) that apply to the
credential. Note that multiple levels may be selected using this control. Once the appropriate selections
are made, click on the Level box again to dismiss the Select Level box. The Level box is shaded light blue
to indicate that data has been entered.

Complete the bottom section by providing supporting documentation in the form of a pdf or image file.
Select OOS Credential from the Document Type dropdown list. When a document needs to be provided,
the document can either be uploaded or associated. If the document has already been loaded in DEEDS,
then the correct action is to associate the document. If the document has not been loaded in DEEDS,
then the document is uploaded.

There may be instances where O0S Credential documents have already been uploaded to the system. If
a document has already been uploaded, then there is no reason to upload it again. In this case, the
proper action is to Associate the document, meaning that the pre-loaded document will be used.

To Associate a document, click the Associate Existing Documents button. An Associate Documents
popup window is displayed for selection of the document to be associated. The documents shown are
those that have been added to the system for the educator. Select the document by clicking inside the
checkbox associated with the desired entry. A check will appear in the checkbox to indicate that the
document is selected. Click the Select Documents to Associate button to save the information or the
Cancel button to exit the operation without saving data. If necessary, refer to the Associate Document
section for a detailed description of the how to associate a document.

If the OOS Credential document has not been associated, then follow the next steps to upload the
document.

Select the file to be uploaded in one of two ways:
e Drag the file from your computer to the middle of the area designated with the text: Drop
file here to upload or click here to browse and select file to upload.
e C(Click inside the area designated with the text: Drop file here to upload or click here to
browse and select file to upload.
o File Explorer is opened to allow document to be selected from computer files.
o Select the desired file and Click Open.

File name is displayed along with a trash bin icon on the right. If the file selected is not the correct file,
click on the trash icon bin to delete it.

Click Save button to save new 0OOS Credentials data or click Cancel button to dismiss any changes. Either
option will exit edit mode. If data is not entered for required fields on Save, then an error message is
displayed in a red banner across the top of the section. The error can be dismissed by clicking the x in
the upper right-hand corner of the red banner. If data is saved successfully, a new OOS credential record
is added to the OOS Credentials table at the bottom of the tab.
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Figure DDB-TOS-03: Educator OOS Credentials Tab — OOS Credentials Table

To edit existing information, click the pencil icon in the Actions column. An entry form is inserted in the
0O0S Credentials section, populated with the current record data. Make changes as required and click
Save button to save changes or click Cancel button to dismiss changes. Either option will exit edit mode.
The entry form is hidden when edit mode is exited.

To delete the record, click the trashcan icon in the Actions column of the OOS Credentials table. A
confirmation message box is displayed: Are you sure you want to delete this record? Click OK button to
confirm deletion of the record, or click Cancel button to deny deletion of the record.

Grad Salary Increments
The Grad Salary Increments tab contains the educator’s salary increment details.

Click the Grad Salary Increments tab on the Find Educator search results page.
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Figure DDB-TSI-01: Educator Pluses Tab

If a salary increment application has been submitted by an educator, it will be listed in the Pluses table;
otherwise, the table will be blank. The Status column indicates whether the salary increment has been
approved or not. If the Status is In Progress, then the application has been submitted but not approved.
If the Status is Approved, then the salary increment has been approved. The information on this tab is
read-only and data cannot be added, edited or deleted.

Stipends

The Stipends tab displays salary stipends associated with the educator. Some educators who hold
national certifications may apply for and earn a salary stipend and the associated information will
appear on this tab.

Click the Stipends tab on the Find Educator search results page.
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Figure DDB-TSP-01: Educator Stipends Tab

If salary stipend data exists for the educator, it will appear in the Stipends table; otherwise, the table will
be blank. The information on this tab is read-only and data cannot be added, edited or deleted.

Tests
The Tests tab displays test data that has been added for the educator.

Click the Tests tab on the Find Educator search results page.
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All information on the Tests bar is read-only. If Test data has been added 1o the system for the Educatar, it will appear here; otherwise, the table will be biank,

Click Sove & Next to continue.

Test Subjert | Test Score " = Al Tast . Used toward .
Tast Type Test Date T = Scare: Load Date 2 ACTFL Dacumants Acxapiod Varification Huckiors
i | T : s e e el

PRAXIE I D5082029

Figure DDB-TTE-01: Educator Tests Tab

If any test data has been added for the educator, it will be shown on this tab. The information on this
tab is read-only and data cannot be added, edited or deleted. However, the Tests data can be exported
to an Excel spreadsheet. Click the Export Data button above the Tests table to export the data. The
Excel file will be saved to your Downloads folder.

Document Generation

The Document Generation tab allows documents to be created for credentials that the educator has
earned.

Click the Document Generation tab on the Find Educator search results page.
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Figure DDB-TDG-01: Educator Document Generation Tab

The document generated is defined by the License and Document Type. Click the arrow on the Select a
License dropdown list to view the licenses that have been issued for the educator.
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Figure DDB-TDG-02: Educator Document Generation - License Dropdown List Options

Select a license from the Select a License dropdown list. The Select a Document Type list of options is
based on the license selected, offering a list of documents that can be generated for the license type
selected.
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Figure DDB-TDG-03: Educator Document Generation - Document Dropdown List Options

Select the Wall Certificate... option from the list. The name of the wall certificate option will vary with
the credential type. When both options have been specified, the Generate button is enabled. Click the
Generate button. A pdf version of the certificate is downloaded to the Downloads folder of the user’s
computer. Go to the Downloads folder and locate newly generated credential file. Open pdf file to view
contents:
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A wall certificate of the educator’s credential, suitable for framing, has been downloaded to the district
or charter user’s computer.

ReviewQ

ReviewQ is a single menu option used for reviewing applications that have been raised by educators and
require review and approval by the HR office. When an educator submits an application for a Renewal or
Salary Increment, the review and approval process is directed to the HR office first. After the application
is approved by the HR office, it is then redirected to DDOE L&C team for final review and approval.

Select ReviewQ main menu option.
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Figure DDB-RVQ-01: District ReviewQ Defaults to My Worklist Filter

ReviewQ page is loaded to show applications in queue for review, hence the name ReviewQ. Any
applications that have been submitted by educators in your district or charter requiring HR office
approval will appear in the ReviewQ.
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Note that there are buttons below the search section for filtering. By default, the applications to be
reviewed are filtered by My Worklist (indicated with a red arrow above), which represents the subset of
data most pertinent to the user. Note that there are other filters to choose from which include All,
Continuing License Renewal, Paraeducator Permit Renewal, Salary Increment Requests and Other
Permits Renewal. These items appear as free text on the screen, but the appearance changes to a
button when clicked. Click the Paraeducator Permit Renewal link.
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Figure DDB-RVQ-02: District ReviewQ ParaEducator Permit Renewal Filter

The Paraeducator Permit Renewal link now appears as a button to indicate that this is the filter option
selected. The data is filtered to show all Paraeducator Permit Renewal applications that are in the
ReviewQ for review and approval. Click the Review Application button in the Action column to open the
application.

Emergencies & COEs

Emergencies & COEs is a dropdown menu option containing all the functionality associated with
creating and managing Emergency Certificates. When the Emergencies & COEs menu option is clicked, a
dropdown list of options is presented and one of the options must be selected. Refer to the LEA
Emergencies User Guide for a detailed description of the role HR plays in generating, submitting and
managing emergency recommendations.

If an educator lacks the necessary skills and knowledge to meet certification requirements in a specific
content area, then a temporary credential may be granted. This temporary credential is called an
Emergency Certificate. Routes for emergency recommendations include Alternate Routes to
Certification (ARTC), Out of Area (Additional), Certificates of Eligibility (COEs), Skilled & Technical
Sciences (STS) and 91-day in lieu of student teaching. A description of each of the sub-menu options is
included in the next sections.

Emergency Recommendations

This menu option is used for creating and managing Emergency Recommendation applications that are
raised on behalf of an educator for an Emergency Certificate.

Select Emergencies & COEs /| Emergency Recommendations menu option.
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Figure DDB-EMR-01: Existing Emergency Certificate Recommendations View
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Existing Emergency Certificate Recommendations tab is selected by default, as indicated by the green
color. The Search Existing Recommendations search form can be used to find a specific educator that
currently has been recommended for an emergency certificate.

The list of educators that have an Emergency Recommendation are displayed in the table below the
Search Existing Recommendations search area. This tab is used for managing all emergency certificate
recommendations. The educator that was most recently recommended for an Emergency Certificate
should appear at the top of the list. Alternately, search for an educator using the search entry form.

Note the listings in the table which detail the high-level details of the emergency certificate applications,
such as emergency route in the Route column and certificate type in the Certificate column. The status
of the emergency recommendation applications can also be deciphered by the information in the
Actions column. In the first row, the application has been started, but not completed or submitted as
evidenced by the green Continue Application button in the Actions column. In the second row, the
application has been submitted and is in the approval process, as indicated by a status of Pending in the
Status column and the presence of a red Withdraw button in the Action column. In the last row, the
application has been submitted, approved and completed, as indicated by a status of Issued in the
Status column and the absence of a red Withdraw button in the Action column. In the Action column
for all entries, there is also a green button with a user icon that can be used to view the profile of the
associated educator.

Click the Recommend New Emergency Certificate tab.
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Figure DDB-EMR-02: Recommend New Emergency Certificate View

The Emergency Recommendation process is designed to guide the user through the series of steps that
need to be completed in order to recommend an Emergency Certificate. The Search Educators search
form is used to search for a specific educator to be recommended for an emergency certificate. The tab
is initialized to no search criteria, as evidenced by the No record found message in the table.

Refer to the LEA Emergencies User Guide for a detailed description of the emergency certificate
recommendation process.

Emergency Extensions

This menu option is used for creating and managing Emergency Extension applications that are raised on
behalf of an educator to extend an Emergency Certificate expiration date.

Select Emergencies & COEs /| Emergency Extensions menu option.
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Figure DDB-EME-01: Existing Emergency Extension Recommendations View

Existing Emergency Extension Recommendations tab is selected by default, as indicated by the green
color. The Search Existing Recommendations search form can be used to find a specific educator that
currently has been recommended for an emergency extension.

The list of educators that have an Emergency Extension are displayed in the table below the Search
Existing Recommendations search area. This tab is used for managing all emergency extension

recommendations. The educator that was most recently recommended for an Emergency Extension
should appear at the top of the list. Alternately, search for an educator using the search entry form.

Note the listings in the table which detail the high-level details of the emergency extension applications,
such as emergency route in the Route column and certificate type in the Certificate column. The status
of the emergency extension recommendation applications can also be deciphered by the information in
the Actions column. In the first row, the application has been started, but not completed or submitted
as evidenced by the green Continue Application button in the Actions column. In the second row, the
application has been submitted and is in the approval process, as indicated by a status of Pending in the
Status column and the presence of a red Withdraw button in the Action column. In the last row, the
application has been submitted, approved and completed, as indicated by a status of Issued in the
Status column and the absence of a red Withdraw button in the Action column. In the Action column
for all entries, there is also a green button with a user icon that can be used to view the profile of the
associated educator.

Click the About to Expire tab.
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Figure DDB-EME-02: Emergency Extension Certificates About to Expire View
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About to expire tab is selected, as indicated by the green color. Educators with an emergency certificate
that is due to expire are listed in the table below the search area. Alternately, the search form can be
used to find a specific educator.

The Emergency Extension process is designed to guide the user through the series of steps that need to
be completed in order to recommend an Emergency Extension. Refer to the LEA Emergencies User
Guide for a detailed description of the emergency extension recommendation process.

Emergency Upgrades

This menu option is used for creating and managing Emergency Upgrade applications that are raised on
behalf of an educator to request an upgrade from Emergency to Standard Certificate.

Select Emergencies & COEs |/ Emergency Upgrades menu option.
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Figure DDB-EMU-01: Existing Emergency Upgrade Recommendations View

Existing Emergency Upgrade Recommendations tab is selected by default, as indicated by the green
color. The list of educators that have an Emergency Upgrade are displayed in the table below the
Search Existing Recommendations search area. This tab is used for managing all emergency certificate
upgrade recommendations. The search entry form can be used to search for a specific educator.

Note the listings in the table which detail the high-level details of the emergency upgrade applications,
such as emergency route in the Route column and certificate type in the Certificate column. The status
of the emergency upgrade recommendation applications can also be deciphered by the information in
the Actions column. In the first row, the application has been submitted and accepted by the educator,
approved and completed, as indicated by a status of Issued in the Status column and the absence of a
red Withdraw button in the Action column. In the second row, the application has been submitted and
is in the approval process, as indicated by a status of Pending in the Status column and the presence of
a red Withdraw button in the Action column. In the third row, the application has been started but not
submitted, as indicated by a status of Pending in the Status column and the presence of both a green
Continue Application button and a red Withdraw button in the Action column. In the Action column for
all entries, there is also a green button with a user icon that can be used to view the profile of the
associated educator.

Click the Upgrade to Standard tab.
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Emergency Upgrades

Figure DDB-EMU-02: Recommend Emergency Certificate Upgrade to Standard View

The Upgrade to Standard tab is selected as indicated by the green color. Educators with an emergency
certificate are listed in the table below the search area. Alternately, the search form can be used to find
a specific educator.

The Emergency Upgrade process is designed to guide the user through the series of steps that need to
be completed in order to recommend an Emergency Upgrade. Refer to the LEA Emergencies User Guide
for a detailed description of the emergency certificate upgrade recommendation process.

91 Day Application

This menu option is used for creating and managing Emergency 91 Day applications that are required as
a pre-requisite for the 91 day in lieu of student teaching Emergency Certificate route.

Select Emergencies & COEs / 91 Day Application menu option.
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Figure DDB-E91-01: Existing 91-Day Applications View

Existing 91 Day Applications tab is selected by default, as indicated by the green color. The list of
educators that have a 91 Day Application are displayed in the table below the Search Existing
Recommendations search area. This tab is used for managing all 91 Day application recommendations.
The search entry form can be used to search for a specific educator.

Note the listings in the table which detail the high-level details of the 91 day applications, including
certificate type in the Certificate column. In the first row, the application has been submitted, approved
and completed, as indicated by a status of Accepted in the Status column and the absence of a red
Withdraw button in the Action column. In the second row, the application has been submitted and is in
the approval process, as indicated by a status of Pending in the Status column and the presence of a red

DDOE Licensure & Certification 26-Jul-21



Withdraw button in the Action column. In the Action column for all entries, there is also a green button
with a user icon that can be used to view the profile of the associated educator.

Click the 91 Day Application tab.

91 Day Application

Figure DDB-E91-02: Add New 91 Day Application View

91 Day Application tab is selected, as indicated by the green color. The search form can be used to find
a specific educator for 91 Day application recommendation.

The 91 Day Application process is designed to guide the user through the series of steps that need to be
completed in order to create and submit a 91 day Application, as a pre-requisite for the 91 day in lieu of
student teaching Emergency Certificate. Refer to the LEA Emergencies User Guide for a detailed
description of the 91 Day application recommendation process.

LEA Mentoring Center

LEA Mentoring Center is a dropdown menu option containing all the functionality associated with
managing mentors and mentees. When the LEA Mentoring Center menu option is clicked, a dropdown
list of options is presented and one of the options must be selected. A description of each of the sub-
menu options is included in the next sections. Refer to the LEA Mentoring User Guide for a detailed
description of the role HR plays in managing mentors and mentees.

Mentor Forms
This menu option is used to obtain mentor forms.
Select LEA Mentoring Center / Mentor Forms menu option.

Bulletin Board

DDOE Licensure & Certification 26-Jul-21



Welcome to the LEA Dashboard

Welcome to DEEDS 3.0. This newly revised system is a comprehensive entryway into your LEA's educator data and the credentialing information that you need. Once
an educator has an account in DEEDS 3.0, then from this point, you will be able to inform the DDOE about your educators, initiate applications for the educator’s
approval, upload files, and input LEA approval where necessary.

Announcements:

« Coming soon

Figure DDB-BB-01: LEA Dashboard Bulletin Board

The Bulletin Board section appears on the left side of the dashboard, just below the main menu. The
bulletin board is for announcements and general information that is important to all LEA users.

Useful Links

Useful Links
HR Forms
HR Flyars

Alternate Routes to Cerfification (ARTC)

Graduate Level Salany Increments

Figure DDB-UL-01: LEA Dashboard Useful Links Section

The Useful Links section appears on the right side of the dashboard, just below the main menu. The
useful links sections provide hot links to information that is beneficial to LEA users. The list of useful links
will be updated periodically to include new helpful links.

Navigational Site Map
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Figure DDB-NSM-01: LEA Dashboard Navigational Site Map
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The Navigational Site Map section appears across the bottom of the dashboard. The site map outlines
the high-level structure of the LEA dashboard, including menu and submenu options. The site map is
useful for locating where specific functionality within the system resides.

General Instructions

This section contains detailed instructions for functionality that is shared across screens. The individual
application data sections contain high-level descriptions of the operations, but here the instructions are
provided in more details, including screen shots, if applicable.

Associate Document

When a document needs to be provided, the document can either be uploaded or associated. There
may be instances where documents have already been uploaded to the system for the educator. If a
document has already been uploaded, then there is no reason to upload it again. In this case, the proper
action is to Associate the document, meaning that the pre-loaded document will be used. To Associate a
document, click the Associate Existing Documents button.

Associate Documents

n Document Tvpe

] Updated ARTG \Welcome Lefier
O HiGh School Transcriot
] Collega Transcrpt (HR & DOE Dnly)

| aw Application

Figure DEM-GAD-01: Associate Document Window

An Associate Documents popup window is displayed for selection of the document to be associated.
The documents shown are those that have been added to the system for the educator. Note that the
Select Documents to Associate button is disabled because nothing has been selected.

Select the document by clicking inside the checkbox associated with the desired entry. A check will
appear in the checkbox to indicate that the document is selected. The field acts as a toggle and will
check and uncheck each time it is clicked. As soon as a document is selected, the Select Documents to
Associate button is enabled. If the desired document does not appear in the table of documents, simply
click the Cancel button to dismiss the Associate Documents window and follow steps to Upload
Document.

DDOE Licensure & Certification 26-Jul-21



Associate Documents

o Document Type:
Uidoted ARG Wiksome Lelfer

] High School Transcrpt
O Coliege Transcript (HA & DOE Oniy

Naw Application

Search:

Figure DEM-GAD-02: Associate Document Selection

Click the Select Documents to Associate button to save the information or the Cancel button to exit the
operation without saving data. Either will dismiss the Associate Documents popup window. If the Select
Documents to Associate button is selected, then the document appears in the document upload area.

Upload Document

When a document needs to be provided, the document can either be uploaded or associated. If the
document has already been loaded in DEEDS, then the correct action is to associate the document. If the
document has not been loaded in DEEDS, then the document is uploaded. The following steps outline

the way to upload a document.

Select the file to be uploaded in one of two ways:

e Drag the file from your computer to the middle of the area designated with the text: Drop

file here to upload or click here to browse and select file to upload.

e C(lick inside the area designated with the text: Drop file here to upload or click here to
browse and select file to upload.
o File Explorer is opened to allow document to be selected from computer files.

o Select the desired file and Click Open.
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