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Getting Started

Begin by accessing the Oklahoma State Department of Education website.

e http://www.ok.gov/sde/
e From the home page click on the link in blue labeled Single Sign On to access your account

T B

About Services News & Blogs Resources

.
ministrators

2013 Oklahoma Teacher of the Year Elaine Hutchison Featured
on The Ignite Show

National Math and Science Initiative Expands Comprehensive
Advanced Placement Program at Enid High Schoo

@ Oklahoma State Department of Education Releases A-F Repo O
: ':

Card for Schools Statewide I:DUCATIBN

SINGLE SIGHEOR

NAEP Scores Show Oklahoma Students up in Three Areas, Still
Behind Nation

State Board of Education Meeting, November 6, 1 p.m

Creating a New User Account

e If you have never created an account to manage various school or state reports or your own
teacher records you will need to create a user account.
o Click, Are you a new user? Click here to create an account

L N S A AL A ]

#% Home / Applications

Username:
& About This Site

Password:
@ Help Page

47 Signin Signin

‘_ Are you a new user? Click here to create an account

~
“=% Usemame problems? Click here to recover your username
—

'S
y

’é Password problems? Click here to recover your password
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Create a New Us r Account Wizard Steps

Step 1

e Fllinthe blanks with the required information
e Use the drop down menus to fill in your Date of Birth
e Click Next

Create A User Account Home > Create A User Actount

Create A User Account - Step 10f4

Use this form to create an account.

Please enter the information below and click the Next button.

User Name: | *

Password: *

Confirm Password: *

First Name: &

Last Name: *

Primary Email Address: %
2nd Email Address: optional

Date of Birth: Jan [~] 1 [+ 1994[+] *

Cancel Next

The username and email address must be unique. Only one email address can be tied to an account for if
you ever forget your password the system will send you an email to reset your password. The username
can only be tied to one account as it is a searchable option when locating accounts in the SSO system.
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Step 2

e Select a Secret Question from the drop down menu
e Enter your answer to each question
e Click Next

Create A User Account Home > Create A User Account

' Create A User Account - Step 2 of 4

Use this form to create an account.
Please enter the information below and click the Next button.

Secret Question 1: EFTEENN - *
Secret Answer 1: *
Secret Question 2: _select-- E *
Secret Answer 2: x
Secret Question 3: _select-- E *
Secret Answer 3: *

Note: These questions will be used to verify your identity if you ever need to reset your password.

Cancel Previous Step Next

--select--

e Hereisan example of the Secret Question bank  |What is your father's middle name?

e Once you choose a question it will not appear What town were you born in?

on next question selection bank SETRGE (9 Sk R 05 JINK sk ot
q What is your mother's maiden name?

What was the name of your first school?
What make was your first car or bike?
What was your high school mascot?
Who was your childhood hero?

Where did you meet your spouse?
What is your favorite pastime?

|What is your favorite sports team? )
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Step 3

On this step you will indicate whether the Oklahoma State Department of Education holds an educator
file for you or if you are just beginning the certification process.

e Ifyou currently hold an Oklahoma teaching certificate, are needing to complete a college
recommendation, Career Tech recommendation, or a Teach for America recommendation you
will highlight the bubble, I DO want to access my Oklahoma certification records. Enter your
teacher number if you have one and know it, or you can use your social security number to
verify your identity and link your Single Sign On (SSO) account with your Oklahoma teacher
record.

e Ifyouare working on getting your Oklahoma teacher certification but have not submitted
paperwork you will highlight the bubble, | do NOT want access to my Oklahoma certification
records. You can continue creating your account but you will not have access to the Oklahoma
Educator Credentialing System until paperwork has been submitted.

Create A User Account Home > Create A User Account

Create A User Account - Step 3 of 4

Use this form to create an account.
Please enter the information below and click the Next button.

Would you like to access your Oklahoma certification records? If so, provide your Teacher Number or SSN.
© Ido NOT want to access my Oklahoma certification records.
@1 DO want to access my Oklahoma certification recerds.

Note: Teacher Number or Social Security Number is required. &
Teacher Number:

Social Security Number:

Cancel Previous Step Next
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Create A User Account Home > Create A User Account

| Create A User Account - Step 3 of 4

‘ Use this form to create an account.
Please enter the information below and click the Next button.

Would you like to access your Oklahoma certification records? If so, provide your Teacher Number or SSN.
@ | do NOT want to access my Oklahoma certification records.
| DO want to access my Oklahoma certification records.

Note: Teacher Number or Social Security Number is required
Teacher Number:

Social Security Number:

Cancel Previous Step Next
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Online Educator Credentialing System

Step 4

Once the system finds your teacher file it will link your Single Sign On account with your Oklahoma

online teacher file. This last step is a summary of your Single Sign On account. Once you click Submit it

will bring you back to the log in page.

Create A User Account

| found

Create A User Account - Step 4 of 4

New User Account Summary Page

Please enter the information below and click the Submit button.

Home > Create A User Account

User Name:
Password:

First Name:
Last Name:

Primary Email Address:
2nd Email Address:

Phone:
Phone Extension:
Fax:

Secret Question 1:
Secret Answer 1:
Secret Question 2:
Secret Answer 2:
Secret Question 3:
Secret Answer 3:

Teacher Number:
Social Security Number:

County Code:
District Code:
Site Code:

Tester1
Password

@yahoo.com

What is your father's middle name?
Adam

What town were you born in?
Oklahoma city

What was your high school mascot?
Tiger

Previous Step Submit

Oklahoma State Department of Education
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Step 4

If you do not have an xisting Oklahoma educator record with the Oklahoma State Department of
Education this is an example of what you will see for step 4.

Create A User Account Home > Create A User Account
Create A User Account - Step 4 of 4 |

New User Account Summary Page

Please enter the information below and click the Submit button.

User Name: testert
Password: Password

First Name:
Last Name:

Primary Email Address: @yahoo.com
2nd Email Address:

Phone:
Phone Extension:
Fax:

Secret Question 1; What is your mother's maiden name?
Secret Answer 1:

Secret Question 2. What make was your first car or bike?
Secret Answer 2

Secret Question 3: What was the name of your first school?
Secret Answer 3.

Teacher Number:
Social Security Number:

Cancel Previous Step Submit
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After you have created your account and later you need access to your Oklahoma educator record you

may do so by clicking n the link, Your Account.

2Nt or Equcauon
Home / Applications ~Home / Applications

These are your current applicarions

EfL*\
2 Your Account Applications
© About This Site

@ Help Page You are currently not asscciated with any applications.

Y Sign Out
2 NOTE: To access the Oklahoma Educator C-edentialing System {DECS) and your Oklzhoma certification records you need to click
tha Your Account’ link, edit your account and enter your Teacher Humber or SSN

e Click on the link, Edit Account
Your Account Home > Your Account

Profile -

tester1 @yahoo.com

4/18/1994

What make was your first car or bike?
What was the name of your first school?
What is the name of your first pet?

Edit Account Change Username Change Password Edit Security Answers
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e Enter you Teacher Number or Social Security Number

e Click Submit

Editing User Account Home > Your Account > Editing User Account

Editing User Account - Step 1 of 1

Use this form to edit an account.
Please enter the information below and click the Submt button.

User Name: tester1 *
First Name: *
Last Name: *
Primary Email Address: @yahoo.ccm =

2nd Email Address:

Phone Number (XXX) XXX-XXXX:
Phone extension (if applicable):

Fax Number (Xxx) XXX-XXXX:

Date of Birth: |Apr [+] 18]+ (1991 [~] *

Note: Would you like to access your Oklahoma certification records online? If so,
provide your Teacher Number or SSN.

Teacher Number:

Social Security Number:

Oklahoma State Department of Education Page 10
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Logging into th system
Enter your username and password to log into the system.

ent 'of*l?dugation

¥y Home /Applications
Username:

& About This Site
Password:

€@ Help Page
Sign In

47 Signin

Are you 3 new user? Click here to create an account.
Username problems? Click here to recover your username

Password problems? Click here to recover your password.

Home Single Sign On menu
The menu for the SSO system gives links to

e Home/Applications
o This tab takes you to the Single Sign On home page
e YourAccount
o This tab is where your login information is held. If you need to make changes you would
do so here.
e About this site
o This tab gives information about the Single Sign On system
e Helpful Links
o Located in this tab are links to the SDE service desk. Should you have issues regarding
the system you would notify them and someone from the help desk could walk you
through the system. Also located is a link to the Oklahoma State Department of
Education home page, Accountability at a Glance, and the Wise Tool Online.
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e SgnOut

o Thisis the link you would use to log out of the system.

A Request Access To An Application

dentialing System

:nt of Education
A Home!Applications fiome / Applications
2 YourAccount @
© About This Site
@ HeipPage Applications
@ OECS - Educator
&) Sign Out kiahoma Educator Cre
M SSO2 - User _
Pending Requests For Access
Your Account

These are your current applications

test plain text - test xml

test plain text - test xmi

From here you can manage your Single Sign On profile. Below your profile information are tabs to make

updates to each section.

Your Account

Profile -

Tester1

Home > Your Account

@yahoo.com

4/29/1981

What is yeur father's middle name?
What town were you born in?
What was your high school mascot?

Edit Account

Change Username

Change Password

Edit Security Answers

Oklahoma State Department of Education
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When you click on the first tab this edits your account information.

e Make your ch nges
e Click Submit

Editing User Account

Editing User Account - Step 1 of 1

Use this form to edit an account.

Please enter the information below and click the Submit button.

Home > Your Account > Editing User Account

User Name:

First Name:

Last Name:

Primary Email Address:

2nd Email Address:

Phone Number (XXxX) XXX-XXXX:
Phone extension (if applicable):

Fax Number (Xxx) XXX-XXXX:

Date of Birth:

Note:

Teacher Number:

Social Security Number:

testeri

@yahoo.com

Apr [»]]18[~] 1994[~]

Would you like to access your Oklahoma certification records online? If so,

provide your Teacher Number or SSN.

Cancel

Submit

Oklahoma State Department of Education
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The second tab allows you to make changes to your username

e Update your username
e Click Submit

Change Username Home > Your Account > Change Usermame
Change Username - Step 1 of 1

Use this form to change your username.
Please enter the information below and click the Submit button.

Username: [restert

Cancel Submit

The third tab allows you to update your password information

e Create a new password
e (Click Submit

FHome > Your Account > Reset Password

Reset Password
| Reset Password - Step 1 of 1

Use this form to reset your password.
Please enter the information below and click the Submit button.

Your password must be between 6 and 20 characters long and consist of 2 types of characters.

Password: |

Confirm Password:

Cancel Submit
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The fourth tab allows you to make changes to your security questions

e Select a new Secret Question from the drop down menu
e Enter your new answer in the box below
e  Click Submit

Reset Security Answer Home > Reset Security Answer

arme Securﬁy Question And/Or Answer - Step 1 of 1 =

Use this form to update your Security Questions.
Please enter the information below and click the Submit button.

SLUCA S TS CL R Bl Wiatis vour fathers middie name? I3 n
Secret Answer 1: =roeaes Leaving this answer *'s or blank will not change your current answer *
Secret Question 2: What town were you born in? [~] *
Secret Answer 2; = Leaving this answer *'s or blank will not change rour current answer *
Secret Question 3: What was your high school mascot?  [+] *
Secret Answer 3: s Leaving this answer *'s or blank will not change rour current answer ¥

Cancel Submit

At any time if you decide to cancel any of the update wizards the system will ask to confirm before it
exits the wizard without saving your changes. B low is an example of the pop up conformation.

)| Are you sure you want to cancel?

i Yes No
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Help Page
Should you have questions regarding the Single Sign On system or an application within the system you

can send these to the help desk.

e Click on the SDE Service Desk link.

t'meﬁt 'of_gd ugation

%% Home / Applications Links And Docs

& Your Account LINKS

© About This Site e SDE Home Page

S e SDE Semice Desk

@=! Links And Docs ;
- ise Online Tool (sde link)

) Sign Out e Wise Online Planning Tool (outside login link)

DOCUMENTS

e 2013-2014 Initial Cenrtified and Suppor: Personnel Letter (pdf)
e 2013 -2014 School Personnel File Specs (xls)
e Educator User Guide (pdf)
e Accountability at a Glance (pdf)

From here you can either

e Call the Service Desk number
e Send an email to the Service Desk

n - AN - B iar a2y / Sy R oo 1

administrators, parents, educators and others seeking information from the Okiahoma State Department of Education.

To reach the Service Desk from 8 a.m. to 4:30 p.m. Monday-Friday, simply call (405) $21-3301 or (405) 521-3333. Or you can email us at

sdeservicedesk@sde.ok gov. Qur fax number is (405) 521-6936

When you call the SDE Service Desk, you won't reach a recorded message. You'll talk to a staff member. The Service Desk will research your query,

Oklahoma State Department of Education Page 16
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Sign Out
The Sign Out tab logs you out of the system. By clicking on this link it takes you back to the log in page.

.y Home /Applications

© About This Site YOU SIQned o OK
© Help Page Usemame: |
J Signin Password:

Sign In

Are you 3 new user? Click here to create an accourt
Usemame problems? Click here to recover your username

Password problems? Click here to recover your password

Recov ringyour Username or Password

If you forget your login information you can use the links below to have the system send you a link to
reset your information.

ent of Education

¥y Home /Applications

Username:
© About This Site
Password:
© Help Page
Sign In
/7 Signin

Are you 3 new user? Click here to create an account

Username problems? Click here to recover your usemame.

Password problems? Click here to recover your password

Oklahoma State Department of Education Page 17
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By clicking on either link depending on what inf rmation you are needing to reset you will need to enter
your email address. This address must match the email address listed in your profile.

e Enter your email address
e Click Submit
e The system will send an email to you with a link to reset your profile information

Recover Your Username Home > Recover Your Username
Forgot Username - Step 1 of 1

Use this form to recover your username.
Please enter the information below and click the Submil button.

Cancel Submi:

Recover Your Password Home > Recover Your Password
Forgot Password - Step 1 of 1

Use this form to recover your password.
Please enter the information below and click the Submit button.

= Enteryour email address and click the Submit button.
m You will receive an email containing further instructions on how to reset your password.

m Be sure to look in your spam or junk folders if you do not receive an email shortly after submitting th's form.

Primary Email Address: | &

Cance Submit
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Once you have received the email to reset your login you will click on the provided link.
Note: Based on your email provider the image below might not appear exactly as shown.

e Click on the highlighted link

Information regarding your SDE Single Sign On password ibox  x

SDE Single Sign On helpdeskIPUTTHISHERETOINVALIDATETHISEMAIL@osf.ok.gov

to me |~

You recently made a request to recover your password for the SDE Single Sign On system.

Follow this link to recover your password.

e You will have 3 attempts to answer your security questions correctly

i e e

Password Reset Hom
Verification Attempt 1 of 3 '

Answer your security question below and click the Submit button.

Secret Question: What is the name of your first pet?
Answer: | *

Submit

Oklahoma State Department of Education Page 19
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e Once you have successfully answered the questions you will be prompted to create a new
password.

e Click Submit

e The Single Sign On home page will pop up

Password Reset Home > Password Reset

You answered the question correctly.

Enter your new password

Enter your new password below and click the Submit button

New Password: | *
Confirm New Password: i

Your password must be between 6 and 20 characters long and consist of 2 types of
characters

Submit

OECS

After successfully logging in or creating your account, the System Listing screen is displayed.

By clicking the Educator link you will be navigated to the educator’s home page.

The Home Page welcomes the educator with informational news bulletins, as well as a link to view their
credentials and if applicable, a link to apply for recommendations, renew credentials and/or adding
additional credential areas.

AL UL LUuLauuln

7 Home/Applicatons Home / Applications

(5]

Your Account & A Request Access To An Application

About This Site

Applications These are your current applications
i OECS - Educator

e e

Help Page

Y Sign Out tes! plain text - test xmil

S D

tes! plain text - test xml

Pending Requests For Access
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Applying for College Recommendations View

@: Welcome Educator Kristy Johnson

Welcome to OECS. The new Educator pertal to OECS will allow heiders of O teachng 1o review heir and renew.
More exciting features will be added in the future such as applying ‘'or new areas and g certificate
View Your Credentials Here Apply For Your College Recommendation Here
Your credentials are avallable online. You will be able 1o s¢e all your current and prior Click here to apply for your O college rec You have recenlly

complet2d an approved Oklahoma teacher education progam. Your institution has
electron cally rec ded you for an Ok teaching credential. Click on this
link to start your application process

credentials, received documents, and degrees on file.

If the above credential is in a Pre-Completien of Program status then your institution has not marked your recomendaiion complete at this ime. Please contact your recymmending institution for more
information on what you need to do to comglete the program

If your certificate is in the Program Complet2 status itis eligible for adplication. You can applyfor it by clicking the Apply For Credential link to the right of the certificate.

Renewing Educator Credentials View

- Welcome Educator

Weicome to OECS. The new Educatol portal to OECS will allow holders of Oklahoma teaching credentials to review their credentials and renew.

More exciting features will be added inthe future such as applyig for new areas and sutmitting certificate applicaions

View Your Credentia's Here Renew Your Credentials Here
Your credentals are available online. You will be able tc see all your current and Jrior Clickihere to renew your O educator cr Most i 15
can be submitted electronicallv. Some applications must be reviewed before thay will

credentials, received documerts, and degrees on file.
be renewed. All online applications require a credit card payment

. status

Lapsed 71172002 83312003 71172003
I! Click Hora 1o Renew Cartifcate l‘ 7|

The tabls above shows certificatas that aia aligibla to renew online. Some cartificstas are not aligible to ransw onling, in which cass tha list may be ampty and you maystill nead to renew. The list may
also be emptly if you have already renewed your credentials online or through a paper application

I H-License (July 01-02 - Residency)

- do not appear here then

iIfthe date for your on your My Credentials paga is set to 07/01/2009 or sooner then you have cerificates that can be ifthose
those credentials are not eligible for online renewal. In this case (and this case only) you should send in a paper apglication

If you have already renewed online (or previously sent in a paper renewal application) then your My Credentials page will show either an issued credential with an expirtion date past 07/01/2009 or you
will see your old credential along with a naw credential that is Pending Review. If you have a certificate that is Pending Review (or a newly issued certificale with an expration date past 07/01/2009) then

you DO NOT have to do anything further i renew your credentials.
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Help with Wizard steps

After clicking apply or renew the 7 step wizard is
launched.

Step 1

Fill in the information that is required marked with
the * sign as well as any other applicable information
that pertains to you.

If you are a US citizen click the Yes bubble and click
Next. If you are not a US citizen you will click the No
bubble and fill in your work expiration date and click
Next to continue to step 2 in the wizard.

Note: Gender, Birth Date, and Ethnicity do not have
the * sign but they are required to be filled out to
continue to step 2.

Step 2
Update the required boxes and click Next.

If your address has not changed continue to step 3.

Renew Educator Certificate - Step 1 of 7 (7]
You are renewing an educator certificate,

Please update your profile information and click the Next button

Tezcher Number
SSN
Prefix v
First Name:
Middie Initial
LastName
Maiden Name:

Print Name:

To request an officisl name change you must mail or fax (405-522-1520) a request form with copy of your SSN card
Click Here for Request Name Change Form

Suffix v
Gender v

Birth Date MWDDNYYY

Ethnicity w

=
® Yes
US Citizen
o

CONo
Work Expiration Date MWDDYYY
Required il Non US Citizen

Once you have entered the required data click on the Next button.

@® Continue - Please continue the wizard

O Cancel - Pleasecancel the wizard

Mext @ /
Renew Educator Certificate - Step 2 of 7 @
You are renewing an educator certificate.
Please update your address information and click the Next butten
Mailing Address
City.
Country Code v
State Code v
Zip Code:
Zip Plus4
Once you have entered the required data click on the Next button.
® Continue - Please continue the wizard
O Cancel - Please cancel the wizard
\ @ Previous | Next @ /
N J < g
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Step 3

Fill in the applicable information and click Next.

@ Previous > /' @ /

Renew Educator Certificate - Step 3 of 7 gﬂ

You are renewing an educator certificate.

Please enter the contzct information and cick the Submit button.

WorkPhone: (| )| |- ext
Home Phone: ( )‘
Alternate Phone: ( )‘

FarPhone

Email Address:

\Vebsite:

Once you have entered the required data click on the Submitbutton.

® Save - Please sawe the profile information.

O Cancel - Please cancel the wizard

Oklahoma State Department of Education
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Step 4

Answer the Criminal History Disclosure questions and
click the check box confirming you are the person
that holds the credential being renewed. Checking
the box is your electronic signature for the
statement.

Note: When answering these questions mark the
bubbles correctly. If you mark a bubble Yes in error
you will need to send in an information update form
which is found on the SDE website, and this may
delay your application/renewal process.

Renew Educator Certificate - Step 4 of 7 a9

You are renewing an educator certificate.

Please answer the following required questions of the Criminal History
Disclosure Statement.

Yes No Question

1.0 0O During the preceding ten-year period, have you been
convicted of a felony

2 (O O During the preceding ten-year period, have you been
convicted of a crime involving moral turpitude

3. (O O Have you ever been convicted in Okiahoma, wheth2r upon a
verdict or plea of guilty or upon 3 plea of nolo contendere (no
contest), or received a suspended sentence for a crime or an
attempt to commit a crime which is considered sezually
related in nature

4 OO0 Have you ever been convicted, received a suspended
sentence, or received a deferred judgment for a crime or
attempted crime which was considered sexually related in
nature in any other state or jurisdiction

500 Have you ever had adverse action taken against any educator
certificate ot license in Okiahoma or any other state or
jurisdiction

6. O O Is anyaction now pending against you for alleged misconduct
in any school district, court, or before any educatorlicensing
agency in Oxlahoma or any other state or jurisdiction

7. © O Do you currently have any outstanding criminal chzrges or
warrants of arrest pending against you in Okiahoma or in any
other state or jurisdiction

o e T —— O o o

[ Click the check box to the left to confirm that you are th
person who holds the credential being renewed, and that the
background questions above were answered honestly by the
holder of the renewing credential.

Once you have answered the Background question click onthe Next button.

(® Continue - Please continue the wizard.

(O Cancel - Please cancel the wizard.

O Prevous | )

Oklahoma State Department of Education
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Step 5

Here you will enter in your credit/debit card
information for online payment.

Fill in the required information boxes noted by
the * sign.

Verification code is the 3 or 4 digit code located
on the back of your card under the magnetic
strip to the right of the signature box.

Credit Card Street is the billing address where
the statement is mailed.

Note: Fee type, amount, processing fee, and
total renewal fee are grayed out because those
are the only options for those boxes.

Renew Educator Certificate - Step 5 of 7 \).

You are renewing an educator certificate.

Please enter your payment information and click Next

Fee Type
Credit Card #
Expiration Date

Verification Code

Name on Credit
Card

Credit Card Street
Credit Card Zip
Amount

Processing Fee

Total Renewal
Fee

REN - Renewal ($50.00)
* no spaces or dashes
* (Example: 08/2011)

Please provide the name on the credit card. You must also
provide the billing address for the credit cardbeing used and
this addr2ss must match the address on the credit card
statement (the holder of the credit card’s address, not the
bank's address)

Once you have entered the required data click on the Submit button.

9 Save - Please save the fee information

Cancel - Please cancel the wizard

9 Previous

- 4

Next

Oklahoma State Department of Education
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Step 6

This step is to review your
information to make sure it is all
correct.

By clicking Next you will be
submitting your information to
our database and your
credit/debit card will be
processed by clicking the Next
button.

If you discover a change you
need to make click the (edit)
button next to the information
type to make the update.

You will not receive a eceipt
along with your certificate. You
can print this page and this can
act at your receipt if you need
verification for billing or
reimbursement purposes or you
can contact OSF Helpdesk and
they will be able to email you a
receipt.

Oklahoma State Department of Education

Renew Educator Certificate - Step 6 of 7 (@7

You are renewing an educator certificate.

Please review the information below. Once you have reviewed the information click
the Renew link. By clicking the renew link you are electronically signing this
renewal application and authorizing the Oklahoma State Department of Education
to charge your credit card for the listed renewal amount.

— Profile (edit)
Name:
SSN:

Gender:

Birth Date:
Maiden:

Print Name: Ethinicity:

— Address
Address 1:

City State, Zip:
Country:

(edit)

- Contact [edit)
Work Phone:

Email Address:

— Payment
Credit Card #:
Expiration Date:
CC Verification:
CC Name:
CC Street:
CC Zip:

Amount: $52.00

(edit)

Once you have reviewed the information click on the Submit button to renew
your credentials. After clicking submit, it may take up to one minute to approve
the transaction. Do not refresh the screen or click on any buttons or you may
be double charged.

® Renew - Please renew my credentials.

O Cancel - Please cancel the wizard.

!\ @ Previous ;| l Next @ ,J
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Step 7 Renew Educator Certficate - Step 7 of 7 9

This last step is to verify your information was You are renewing an educator certificate.

sent and is being processed. A L ,
&P Please review the following information.

Click Submit and your credentials page will come Your online renewal application has been processed and your new certificate is
up and you will see your certificate. now pending review by a certification specialist Applications are processed in the
order they are received. Processing time during busy periods may take up to eight

Review the outcome of your application and click Submit.

® Continue - Please continue the wizard.

\@ Previous .‘ ll\ Submit @ /

The highlighted purple row shows the certificate you just applied for or renewed. The status column is if
your file needs to be sent to a specialist to review before it can be renewed if you had requirements that
needed to be met in order to renew. The application date is the date you did the online renewal. The
process can take up to a few weeks depending on the volume of renewals and applications the office
receives. You can check periodically to see if your certificate has been printed. When it is printed in the
Printed? column it will have the date it was printed. Once they are printed you will receive your
certificat within a week of the print date.

2019-75 PHYSICAL EDUCATION/HEALTH/SAFETY (Pre-K to Grade 12) 2/8/2010
5552-98 INTERMEDIATE MATHEMATICS(Grades 6 to 12) 2/8/2010
| 5555-77 MATH FOR HIGH SCHOOL CREDIT(Grades 510 8) 2/812010

Oklahoma State Department of Education Page 27



Online Educator Credentialing System Educator Certification User Guide

Requesting Duplicate Copies

After your certificate has been issued you are able to request a duplicate copy online.

e Loginto the OECS system
e Click My Cred ntials or View My Credentials
e Click Request Duplicate next to the valid certificate

Show All Certificates
Selet = Duplicate Class Status  SDE Code Recommend App Date Issued Effectve  Expires  Printed? | |
| Select Career Tech License Issued 212010 212010 2472010 6302011 Queved
License Issued OK-BC (02/10/2010) 2/10/2010 21102010 21172010 6/30/2015 Queued
License Issued OK-BC (11/17/2003) 11/17/2009 1171712009 111172009 6/30/2014 -
Hcanss: asgedy! OKBC(11122009) || 11122000 =
= \
Areas For Selected Certificate
[ Area Description | SDECode Recommend App Date Issued  Effective Expires |
7501-98 MARKETING EDUCATION (Grades € to 12) 211172010 21112010 2112010 6/302011
Oniine Duplicate Request Application - Step 1 of 7 9|

You are applying for a Duplicate Certificate Request Application

Please update your profile information and dick the Ne:t button.

. . Teachar Number.

® Verify or update your profile aeh
information Prefix Z

° Cl |Ck Next First Name.

Middie Initial

LastName:

Maiden Name:

Print Name:

To request an official name change you must mail or fax (405-522-1520) a request form with copy of your SSN card
Click Here for Request Hame Change Form

Suffix v
Gender: v
Birth Date: | | MMDDNYYY

Ethnicity. v

® Yes
No

US Citizen

Work Expiration Date MMDDYYYY
Required if Non US Citizen

Once you have entered the required data click on the Next button.

@ Continue - Please continue the wizard

O Cancel - Please cancel the wizard
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Online Duplicale Request Application - Step 2 of 7 9

St ep 2 You are applying for a Duplicate Certificate Request Application

Please update your address information and click the Next button.

® Verify or update your address
information

® (Click Next

Mailing Address: e
City: l 7
Country Code: | v
State Code: | Mg
Zip Code: ' I
Zip Plus4: »

Once you have entered the required data click on the Next button,

@ Continue -Please continue the wizard.

O Cancel - Please cancel the wizard.

\ @ Previous ‘ l\ Next @

Online Duplicate Request Application - Step 3 of 7 (27

You are applying for a Duplicate Certificate Request Application

Step 3

Please update your contact information and click the Next button.

e Verify or update your contact

. . Work Phone: {( .)' - >ext'
information L4 &
e Click Next Home Phone: (| |)
Aternate Phone: (| )|
FaxPhone: (| |

Email Address:

Website:

Once you have entered the required data click on the Submit button.

@ Save - Please save the profi'e information.

O Cancel - Please cancel the wizard
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Step 4

e Select the number of copies you
would like to have
e Click Next

Step 5

Here you will enter in your credit/debit card
information for online payment.

Fill in the required information boxes noted
by the * sign.

Verification code is the 3 or 4 digit code
located on the back of your card under the
magnetic strip to the right of the signature
box.

Credit Card Street is the billing address where
the statement is mailed.

Note: Fee type, amount, processing fee, and
total renewal fee are grayed out because
those are the only options for those boxes.

LOnline Duplicate Request Application - Step 4 of 7 9 [

You are applying for a Duplicate Certificate Request Application

Number of Duplicates Requested for | (825 each)

® Continue - click to continue to the next step

O Cancel - Please cancel the wizard

-_ @ Previou57 ‘:
s

Next @

T Online Duplicate Request Application - Step 5 of 7 \M

You are applying for a Duplicate Certificate Request Application

Please enter your payment information and click Next

Fee Type
Credit Card #
Expiration Date:

Verification Code

Name on Credit
Card

Credit Card Street
Credit Card Zip
Amount
Processing Fee:

Total Renewal
Fee:

DUP - Duplicate ($25.00)
* no spaces or dashes

* (Example: 08/2011)

Please provide the name on the credit card. You must also
provide the billing address for the credit card teing used and
this address must match the address on the credit card
statement (the holder of the credit card’s address, not the
bank's address).

Once you have entered the required data click on the Submit button.

9@ Save - Please save the fee information.

Cancel - Please cancel the wizard

\\@ Previous /

"\ Next @/
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Step 6

This step is to review your information to
make sure it is all correct.

By clicking Duplicate Request you will be
submitting your information to our
database and your credit/debit card will be
processed by clicking the Duplicate
Request button.

If you discover a change you need to make
click the (edit) button next to the
information type to make the update.

You will not receive a eceipt along with
your certificate. You can print this page and
this can act at your receipt if you need
verification for billing or reimbursement
purposes or you can contact OSF Helpdesk

and they will be able to email you a receipt.

LOnline Duplicate Request Application - Step 6 of 7 9

You are applying for a Duplicate Certificate Request Application

Please review the information below. Once you have reviewed the information click
the Duplicate Request link. By clicking the Duplicate Request link you are
electronically signing this application and authorizng the Okiahoma State
Department of Education to charge your credit card for the listed application
amount.

— Profile (edit)
Name:
SSN: Birth Date:
Gender: Maiden:
Print Name: Ethinicity:
— Address (edit)
Address 1:
City State, Zip:
Country:
— Contact (edit)
Work Phona:
Home Phone:
Alternate Phone:
Email Address:
— Payment (edit)
Credit Card #
Expiration Date:
CC Verification:
CC Name:
CC Street:
CC Zip:

Amount $52.00

Once you have reviewed the information click on the Duplicate Request button
to submit your application. After clicking submit, it may take up to one minute to
approve the transaction. Do not refresh the screen or click on any buttons or
you may be double charged.

® Duplicate Request - Please accept my duplicate request application.

O Cancel - Please cancel the wizard.

\9 Previous | \ m‘f@v
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1

Online Duplicate Request Application - Step 7 of 7 .3‘
Step7 T
You are applying for a Duplicate Certificate Request Application
This last step is to verify your Please review the following informaticn.
information was sent and is being You have successfully applied for a duplicate of your Cklahoma teaching
processed. credential.
. . . Your duplicate request will be processed and your certicate will be printed and
Click Submit and your credentials page mailed.
Will come Up and YoU Will SEE YOU | e
certificat . Review the outcome of your application and click Submit.
@ Continue - Please continue the wizard.
\ J \ Submit @ J
N 4 e

Oklahoma State Department of Education Page 32



Online Educator Credentialing System Educator Certification User Guide

Adding an Area

If you have taken a subject area test there will be a link for you to have the area added to your
certificat .

- Welcome Educator
==

v 1o Okiah Educator C

System (OECS). We have recently added the ability to add additional areas to your certificate o license if you have pasted a test and not yet added
the area. If you are eligible to add a new area to your certificate you will see a menu below wih more information

View Your Credentials Here

| You Qualify For Additional Credential Areas
Your credentials are available online. You will be able to se2 all your current and pricr You hawe taken and passed an Okdahoma Subject Area Test but have not added the
credentials, received documents, and degrees on file area to rour credential. Click on his link to apply for your zdditional credential areas

If you have taken more than one test they will be automatically checked to have them added to your

credentials using one add area application. If you don’t want a test added simply uncheck the box for
that test.

Areas Eligible to be Added to Your Oklahoma Teaching Cradential From Testing

[ Passed Test . TestDate New Area To Add
58 - EMOTIONALLY DISTURBED 7111994 2501 - EMOTIONALLY DISTURBED (Newbomn to Gradz 12)
81- MENTALLY HANDICAPPED 7111994

2507 - MENTALLY HANDICAPPED (Newbom to Grade 12)

Click Here tc Add the Selected Areas

Once you have selected the tests you would like to have added to your credentials follow the link Click
Here to Add the Selected Areas to launch the Add Area From Test Application wizard.

Oklahoma State Department of Education
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{:MdAreaFmTeuN)pﬁcaﬁon-SteMof? Q]

Step 1

® Verify or update your profile
information

® (Click Next

You are applying to have additional areas added to your Oklahoma teaching credentials.

Please update your profile information and click the Next button

Teacher Number

SSN
Prefix v
FirstName
Middle Initial
LastName:
Maiden Name:

Print Name:

To request an official name change you must mail or fax [405-522-1520) a request form with copy of your SSN card
Click Here for Request Name Change Form

Suffix v
Gender. v
Birth Date: MWDDNYYY
Ethnicity. v

®ves

No

US Citizen

Work Expiration Date: MMDDAYYY
Required if Non US Citizen

Once you have entered the required data click on the Next button.

® Continue - Please continue the wizard

O Cancel - Please cancel the wizard

et &

N —
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Add Area From Test Application - Step 20f 7 )

You are applying to have additional areas added to your Oklahoma teaching
credentials.

Step 2

Please update your acdress information and click the Next button.

® Verify or update your address information , i
Mailing Address: P

® (Click Next ity 1

Country Code: » v
State Code: v
Zip Code: v .
Zip Plusé4: v

Once you have entered the required data click on the Next bution.

@® Continue - Please continue the wizard.

© Cancel - Please cancel the wizard.

“, @ Previous 7/7 \ Next @ /

‘AddAteaFmTestApplicdion-Stephﬂ @

St e 3 You are applying to have additional areas added to your Oklahoma teaching
p credentials.

o Verify or update your contact information Please update your centact information and click the Next button

e Click Next bl ) 'exti

Home Phone: |
Alternate Phone: ( )'

FacPhone: (| )

Email Address:

Website:

Once you have entered the required data click on the Submit button.

(® Save - Please sawe the profile informaton

© Cancel - Please cancel the wizard
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Step 4

Answer the Criminal History Disclosure
guestions and click the check box
confirming you are the person that holds
the credential being renewed. Checking
the box is your electronic signature for the
statement.

Note: When answering these questions
mark the bubbles correctly. If you mark a
bubble Yes in error you will need to send
in an information update form which is
found on the SDE website, and this may
delay your application/renewal process.

Add Area From Test Application - Step 4 of 7 9

You are applying to have additional areas added to your Oklahoma teaching
credentials.

Flease answer the following required questions of the Criminal History
Disclosure Statement.

Yes No Question

During the preceding ten-year period, have you been
convicted of a felony

2. O (@ During the precedingten-year period, have you been
convicted of a crime involving moral turpitude

3. O @ Haveyou ever been convicted in Oklahoma, whether upon a
verdict or plea of guilty or upon a plea of nolo contendere (no
contest), or received a suspended sentence for a crime or an
attempt to commit a crime which is cansidered sexually
related in nature

4. O (@ Haveyou ever been convicted, received 3 suspended
sentence, or received a deferred judgment for a crime or
attempted crime which was considered sexually related in
nature in any other state or jurisdiction

5. O (® Haveyou ever had adverse action taken against any educator
certificate or license in Oklahoma or any other state or
jurisdiction

6. O @ Is anyaction now pending against you for alleged misconduct
in any school district, court, or before any educator licensing
agency in Okiahoma or any other state or jurisdiction

|

~ O @ Do you currently have any outstanding criminal charges or
warrants of arrest pending against you in Oklahoma ar in any
other state or jurisdiction

[] Click the check box to the leftto confirm that you are applying
to add additional endorsement areas to your Oklahoma
teaching credential and that the background questions above
were answered honestly.

Once you have answered the Background question click on the Next button.

® Continue - Please continue the wizard.
O Cancel - Please cancel the wizard.

\ @ Previous ;1
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Step 5

Here you will enter in your credit/debit
card information for online payment.

Fill in the required information boxes
noted by the * sign.

Verification code is the 3 or 4 digit code
located on the back of your card under
the magnetic strip to the right of the
signature box.

Credit Card Street is the billing address
where the statement is mailed.

Note: Fee type, amount, processing fee,
and total renewal fee are grayed out
because those are the only options for
those boxes.

-

' Add Area From Test Application - Step 5 of 7 2/

You are applying to have additional areas added to your Oklahoma teaching

credentials.

Please enter your payment information and click Next.

Fee Type:
Credit Card #:
Expiration Date:

Verification Code:

Name on Credit
Card

Credit Card Street:
Credit Card Zip:
Amount

Processing Fee:

Total Renewal
Fee:

AREA - Additional Area ($25.00)
* no spaces or dJashes
* (Example: 08/2011)

Please provide the name on the credit card. You must also
provide the billing address for the credit card being used and
this address must match the address on the credit card
statement (the holder of the credit card’s address, not the
bank’s address).

Once you have entered the required data click on the Submit button.

9 Save - Please save the fee information.

Cancel - Please cancel the wizard.

@ Previous ,
e

\ Next

:
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Step 6

This step is to review your information to
make sure it is all correct.

By clicking Next you will be submitting
your information to our database and
your credit/debit card will be processed
by clicking the Next button.

If you discover a change you need to
make click the (edit) button next to the
information type to make the update.

You will not receive a eceipt along with
your certificate. You can print this page
and this can act at your receipt if you
need verification for billing or
reimbursement purposes or you can
contact OSF Helpdesk and they will be
able to email you a receipt.

Add Area From Test Application - Step 6 of 7

3]

You are applying to have additional areas added to your Oklahoma teaching

credentials.

Please review the information below. Once you have reviewed the information click
the Apply link. By clicking the Apply link you are electronically signing this
application and authorizing the Oklahoma State Department of Education to

charge your credit card for the listed application amount.

— Profile
Name:

SSN:

Gender:

Print Name:

Birth Date:
Maiden:

Ethinicity:

— Address

(edit)

(edit)

Address 1:
City State, Zip:
Country:

— Contact (edit)
Work Phone:
Home Phone:
Alternate Phone:
Email Address:

— Payment (edit)
Credit Card #:
Expiration Date:
CC Verification:
CC Name:
CC Street.
CC Zip:
Amount:

Once you have reviewed the information click on the Apply button to submit
your credential application. After clicking submit, it may take up to one minute
to approve the transaction. Do not refresh the screen or click on any buttons or
you may be double charged.

(@ Apply - Please accept my credential application.

(D Cancel - Please cancel the wizard.

'7@ Previous ,
A 4
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Step 7

This last step is to verify your information was
sent and is being processed.

Click Submit and your credentials page will come
up and you will see your areas have been added
to your certificate.

Add Area From Test Application - Step 7 of 7

7

You are applying to have additional areas added to your Oklahoma teaching

credentials.

Please review the following information.

You have successfully applied to add additional Oklahoma endcrsement areas to
your teaching credential.

Atleast one new area has been issued. Your new credential and will be printed

and mailed within five busingss days.

Click here to view your new credential information.

Review the outcome of your application and click Submit.

® Continue - Please continue the wizard.

After you have finished the wizard the system will take you to your credentials page. If you look under
the Areas for selected certificate you will see the area(s) that you just added with that day’s date as the

application date, issued date, and effective date. Under certificates in the Printed? column it will say

Queued. Once it is reprinted with the added areas it will have the date it was printed and you will

receive it in the mail within 5 business days.

Areas For Selected Certificate
" Area Description Status  Recommend  App Date Issued Effective  Expires |
4501-98 HOME ECONOMICS (Grades 610 12) Issued 312272010 31222010 31172010  6/30/2015
6003-98 BIOLOGY (Grades 6 to 12) Issued 3/22/2010 32212010 3/172010 613012015
6006-98 CHEMISTRY (Grades 6 to 12) Issued 3/2212010 32212010 3/1/2010___ 6/30/2015
|*‘soog-ss EARTH SCIENCE (Grades 6 to ’1'2)_' Issued 4112010 4112010 412010 T 61302015
6011-98 GENERAL SCIENCE (Grades 610 12) 1SSued 312212010 312212010 37172010 613012015
6013-98 PHYSICAL SCIENCE (Grades 6 to 12) Issued 372212010 32212010 3112010 6/30/2015
6055-77 SCIENCE (Grades 5 to 8) Issued 372212010 3222010 3172010  6/30/2015
6075-95 SCENCE(Grades 6 to 8 (Middle School)) Issued 312212010 32212010 31172010 6/30/2015
£513.98 AP T 1 I 4117201 411201 411201 01
- es 610 SSUE
6560-77 SOCIAL'STUDIES (Grades 510°8) Issued 312272010 3222010 3172010 673012015 |
6575-95 SOCIAL STUDIES (Grades 6 to 8 (Middle School)) Issued 372212010 372272010 31112010 6/30/2015
7517-97 VOCATIONAL HOME ECONOMICS (Grades 9 to 12 Vocational) Issued 372212010 32212010 3172010  6/30/2015

Note: If you have areas that you decide not to add, when you log into the OECS system again the option
to add your tested areas will be there if you later decide to add them to your credentials.
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Educators Options Menu

In the Educators Options menu you can navigate through your file to view your degrees, background
submissions, passed tests, and mailed in applications. Listed below are examples of each.

Viewing Degrees

In the Degrees tab you can view the degrees the State Department has on file for you. From here you
can view the degree type, date, when it was entered in the system, and if and when it was updated.

Country State Institution m”"‘“ Majorone  MajorTwo Waor  Degree  Comstucted oy Updated Info
Three  Date Major
Us OK  Okiahoma State University B Awarded  Family Early Childhood 5141977 No oecs.master- 0ecs master -
Development Education 04/20/2009 03112010
US OK  Northwestern Oklahoma State M Awarded  Reading 5131992 No oecs.maste - oecs.master -
— University | 0412072009 03/11/2010 |

Viewing Background

In the Background tab you can view the dates your fingerprints were submitted, the dates they were
cleared by OSBl and F 1, and the dates they were scanned into your file.

Background Check Results

OSB! Date FBI Date
8116!2007 UHKNOWN 8/16/2007 8/16/2007 0ecs mastsr - 04082009 oecs master - 04(2&0009
712712007 UNKNOWN 712712007 : 772772007 oecs.mastar - 04/2872009 oecs.master - 04/28/2009

Note: You cannot edit or delete Badground Results that are associsted with an isued certificate

Viewing Tests

In the Tests tab you are able to view the test(s) he State Department has on file of you passing and the
date of the test.

[Test Description Test Date |
EARLY CHILDHOOD EDUCATION 6/1/2005
READING SPECIALIST 121112001
|ELEMENTARY EDUCATION 11111990

Note: You cannct delete inported tests.
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Viewing Images

In the Images tab you can view the date in which the State Department received and scanned in your
applications to your file.

Scanned Images

38270 010050DAREA Yes  AddAreaApp 2 POF  Low loannguien- 10212000 loannguyen- 10242009
21784 01-005ADDAREA  Yes AddAreaApp 2 PDF Low lauren.mattingly - 07/14/2009  lauren.mattingly - 07/14/2009
Note: You cannot manage o view images that sre sssigned a higher confidentiality level than you sre sllowed to view.

Viewing Assignments

Under the Educator Options menu you can click on Assignments and view your teaching assignments,
co-teacher assignments, and HQT application statuses.

Tescher At |t e

Teacher Assignments

Other Credentials

In the Other Credentials tab you can view your specialty credentials such as National Board, Speech
Pathology or ASHA credentials.

Specidty Credential Information
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Updating Information

In the Credentials view at the top of the screen in the three boxes is your primary information. If you
ever need to update this information click the link under the boxes labeled Click Here to Edit
Educator.

If you change your email address you will also need to change it in your myOKDOE profile. When you
first log in click My Profile, then Edit Profile.

Primary Information Contact Information Miscellaneous Information
Full Name: Kristy M Smith Address: 409 Poppy Lane Race
Teacher Number. Ciy State, Zip: Norman OK, 73069 US Citizen: Yes
SSN: Fedede sk Email. testtest@gmail.com Expiration
DOB. Sskiriiokk Home Phone Status: Active
Gender. Female Work Phone: (405) 292-1278
Maiden AltPhone: Print Name
|I" Click Here to Edit Educator |

Note: If you have your name legally changed you will need to fill out a name change request form
and fax it in along with a copy of your new social security card with your new name on it.

Location

Home

Educator Options
Task Menus Credentials (3)
Degrees (2)
Under the Location menu you can click on home and it will Background
bring you back to your home page or to your credentials page. Tests (4)
Images

The Help menu allows access to the educator user manual and Print History

a shortcut to contact the OESC support email if you have any Assignments

questions the user manual could not answer. Screen Help will Other Credential

give you a short cut to forms that you may need for the page

you are v ewing. The DOE Home tab takes you to the Help

Oklahoma State Department of Education main webpage. Screen Help
User Manuals

The Logout tab logs you out of the OECS system. Contact Support
DOE Home
Logout
Logout of OECS
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