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Introduction

The WVDE Coaching Renewal Application enables coaches needing to renew their coaching credential to
do so online without having to go through the manual process previously required to obtain approvals
from the County Superintendent and the West Virginia Department of Education.

Coaches are able to submit their renewal application (Form 39) to their respective county using the new
West Virginia Electronic Application Processing (WVEAP) System. Once reviewed and approved by the
county, the coach is notified to pay all applicable fees. After payment has been processed, the renewal
application is then sent to the WVDE for final approval.

*Note — Please use the most up-to-date versions of popular browsers to access the system. The system
has been tested in Internet Explorer, Chrome, Safari, and FireFox. In addition, the system has been
optimized for operation on a mobile device. The menus and field on system screens are “responsive” and
will arrange appropriately based on the size of your browser window or device screen.
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Certification Registration

Each applicant must first register with the Certification Portal to connect their certification records with
their Single Signon Account (SSO)/Webtop Account. A Webtop account (SSO) is assigned to all full-time
county school employees. If you are not a full-time employee, please follow the steps below to create one.

For applicants whom do not have a SSO account:

The registration process will assist you in creating your SSO account. A valid email address is required when
creating a SSO account. Applicants who are currently employed in a WV Schaool System should already have
a SSO account/Webtop account through their district. Applicants will need the SSO username and
password to register and log in.

From the Certification Portal home page (https://wveis.k12 .wv.us/certportal/), click the “Register” button
to start the certification portal registration process.

** A F - .'" ;
YEDUCATION . & #ducateWV

[ gl

Certification Portal

LOGIN REGISTER

West Virginia Department of Education
1900 Kanawha Boulevard East, Charleston, WV 25305
(staff Phone and Email by Name) (School Directory)

For suggestions, questions, problems contact the webmaster
Please read our disclaimers

The registration process will ask you several questions to determine if you have a West Virginia Department
of Education certification record. If you are not in the system, the process will assist you in creating your
certification record. If the system locates certification records for you, it will display basic account
information for verification.

The last step in the registration process is to either create a SSO user account or locate your current SSO
account.

Once you have completed the registration process you can log into the Certification Portal and submit your
application.

Online Coaching Renewal User Guide 4



AR FEcucateWV

Certification Portal Registration

Congratulations, Registration Completed!!!

You have successfully complete registering for a Certification Portal Account.
Reminder : If during your registration process you were required to create a webtop account, an

email has been sent to your email address that requires you to click on the activation link in the
email to complete the webtop verification process. This must be done before you can log into the

certification portal.

West Virginia Department of Education
1900 Kanawha Boulevard East, Charleston, WV 25305
(Staff Phone and Email by Name) (School Directory)

For suggestions, questions, problems contact the webmaster
Please read our disclaimers

’éafl‘iéi:ﬁaN WVDE Authentication Portal

Webtop Login

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

|
e E—
Passwors —
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Applicant Dashboard

Applications

No pending Applications.

View Recent Application History

Credentials
1 Certificates

Certificate Endorsement Assigned Grades Effective Endorsed Explration ~

Temporary Authorization 2213 - Coach PK-AD 01/15/2015 0171572015 06/30/2015

The applicant dashboard consists of two sections, Applications and Credentials.

Applications

Pending Applications
Displays all pending coaching renewal applications submitted by the user. As you can see in Figure 1, no
pending application(s) currently exist.

View Recent Application History
View previously submitted applications.

Credentials
Certificates

Displays the credentials the user currently has on file with the WVDE. All credentials that have the!
button beside it may be renewed using the new online process.
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Applying for an Initial Authorization for Coach, Limited Football Trainer,
or Athletic Trainer

Start by Selecting Create New Application under Appllcations

View Recent Application History Create Mew Application

Next, you will select the license type and you will select Coach or Athletic Trainer

X Wf)ﬂ Vv‘a (i e
XEDUCATION

Application for Licensure

Please chogse Beense bype

(hogse License Type

Croize Lesa Type

Compari anWw
CoatheeAbiete Tz

Next, you will select Initial Form 39 Temporary Authorization

/% WV DepartmentofEduc X W % - e - a -
&« c E @ Secure | https//staging.apps.wv.gov/AWVDE/EAR/Application/ChooseApplication

N State Agency Directory Online Services
west virginia

W&iﬁ V()lg LA Depertment of
ATION

Application for Licensure

Please choose license type

*EDUC

Coach or Athletic Trainer »
I wish to apply for...
Choose Credential Type v

Choose Credential Type
Initial Farm 39 Temporary Authornzation
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Next, you will answer your U.S. Citizenship question

Next, is the section asking about Educational Degree History and this information is not required for this
application and can be skipped.

Educational Degree(s) History

List the institutions from which a degree has been earned

Institution List —AQU Iiise

State
i

College/University ~ Degree Eamed Degree N7
West Virginia

No Educational Degree(s) History found.

College/University

t College/University

Degree

sed
gree Na

Degree Date

Add Institution

Next, the applicant will answer the question about Fingerprinting
Fingerprinting Information
First-ime applicants are required to have fingerpnnts processed by L-1 Solutions.

@ [ have previously received certification through the Department of Education and understand I do not need to resubmit my fingerprints.
O I have not submitted my fingerpnnts to L-1 Solutions and will mail the required documentation to the WVDE.

@ I have never held WV Certification in WV and have recently submitted my fingerprints to L-1 Solutions.

Next, the applicant will click Start Application

Initial Form 39 Temporary Authorization :

Use this form to apply for an Authorization endorsed as a coach, athletic trainer, or limited football trainer. .

Start Application
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Legal Disclosures
Applicants are required to report all background information even if the disclosure was mailed to the

WVDE as part of a previous submission. Please select “Yes” or “No” to every question.

Ciuestion 1

Have you ever had adverse action taken against any appication, certificate, or license In any state? Adverse action Indudss butis nct Imted
to tha following: letter of warn'ng, regrimand, denial, suspansion, revocation, voluntary surrender of canceliation.

In addtion to your past discosure, have you ever been arrested, charged with or convictad of a misdemaanor? (For the purpese of this
application, minor traffic viclaticns should nct be reperted) Charges or comvictions for driving whie intoxicated (DWT) or driving under the
infiuence of alcohel or other drugs (DUN) must be reported. *

Next, the applicant will select the county that is going to employ them as a coach, limited football
trainer, or athletic trainer.

Initial Form 39 Temporary Authorization
qun{ky Select County
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The applicant is now asked to click Review Application and read the information that is being submitted
on the application.

Review

Review Application

Please take some time to review your application before submitting.

The next step is to scroll back down the page after reviewing the information and click SUBMIT and the
application will then be submitted to the county office for approval.

Submit Application
Submit Application

Iswear or affirm under the penalty of false swearing that all informatien provided in or with this application is true, correct, and complete to the best of my
knowledge. I understand that any false statements, misrepresentations, or omissions of fact in or with this application are grounds for denial, suspension, or

re tion of the li (s) thatlam king or ly hold.

For the explanation of the process after you click submit, please scroll down to Page 12.

Renewing a Credential

Clicking on the " buttonstarts the renewal process.

Applicant Information
The applicant is required to provide all information designated with a red asterisk. Click them located

on top right hand corner of the screen to add your information.
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Form 39 Temporary Authorization
Applicant Information
First Hame  Mickey
Last Hame  test
Middle Initial
Previous Last Nama
Gender M
Us citizen

Teaching License  T4M139200075

*Primary Phone | (555)-555-5555

Secondary Phone | (555)-555-5555

*Emall | Emal

*Street Address - S-tree-l Add(ess
Street Address 2 | Street Address 2
*City Cit-y

*State Si-a-_ti-“ -
“Zip Code ‘ _ZiR_Cc;d_e

*Country United States

Online Coaching Renewal User Guide
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Legal Disclosures
Applicants are required to report all background information even if the disclosure was mailed to the

WVDE as part of a previous submission. Please select “Yes” or “No” to every question.
Have you ever had adverse action taken against any applcation, certificate, or licensa in any state? Adverse acticn includes but is nct Imted

to the followng: letter of warn'ng, recrimand, denfal, susgension, revocation, voluntary surrendar or cancefation.

Question 2

Question 4

Cuestion 5

Have you ever besn arrested, charged with, convicted cf, or are currently under indictment fer a felony?

In addtien to your past disdlosure, have you ever baen amestad, charged with or cenvictzd of a misdemeancr? (Fer the gurpose of this
3pplication, mingr traffic viclations shou'd not be reported) Charges or convictions for driving whie inteidcated (DWI) or driving under the
Infuence of alcohel or cther drugs (DU must be reported. *
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Selecting “Yes” requires you, the applicant, to complete a series of questions regarding the legal
disclosure.

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

Add M

Occurrence Date

Narrative

M Please check box if this leqal disdosure was previously reparted using a paper form and maded to the WVDE

Supporting Files

l Select files... I

The example legal disclosure above shows for Question 1. The Occurrence Date, Title, Narrative,
Previously Reported and Supporting Files are required for in order to add the disclosure.

You should click the checkbox if the disclosure was previously reported to the WVDE prior to the new
online system becoming available. Previously reported legal disclosures do not require supporting files
to be uploaded. You must upload all applicable documentation If the disclosure was not previously
reported.

Clicking the |§w} button allows you to upload documentation, which will be submitted to the
WVDE along with the remainder of the application.

Once all your information has been entered and files uploaded, click the button to add the
legal disclosure.
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Once added, you will see the button allowing you to view and edit the legal disclosure prior
to submitting for approval.

> Why can't | change my answer?
Question 1 n

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

Please note, you may not edit or delete a legal disclosure once it has been submitted for approval.

g Wiy can’t | change my answer? “ Ve
Question 1

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

View Disclosure Details
Date ~ Title Previously Disclosed €0 Status

Jan 2016 Short descnption of adverse action goes here Mo No

Add New Disdl

Selecting County

Please select from the dropdown list the county that is employing you for the coaching or trainer
authorization.

.t n Information

Renewal of Coaching Authorization
Piease provide the county in which you are appling to

County | Select County
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Reviewing Application
Once all of the required information has been entered, click the button to review your application
and make any needed changes prior to submitting for approval.

Review Application

Please take scme time o revizw your appikation befoce submitting.

If all the information is correct, click the to submit to your county superintendent for approval.

Submit Application
Submit Application

I swear or affirm under the penalty of false swearing that all information provided in or with this application s true, correct, and complete to the best of my

knowledge. | understand that any false isrep if or omissions of fact in or with this application are grounds for denlal, suspension, or
tion of the li (s} that | am seeking or currently hold.
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Approval Process

Once you have submitted your coaching renewal application to the county superintendent for approval,
you will notice that your status has changed from “Not Submitted” to “Pending County” and you also
have the addition of a “Holds” button.

Applications

1 Active Apphication

Application Type Date Submitted Date Resolved Status Holds

Pend rg Cotinty
View Recent Application History

Clicking the I button allows you to view any holds placed on the application. You will notice in the
picture above that a hold has been placed on the application letting you know it is pending county
superintendent approval.

Application Holds

Reason Remarks Hold Date ~ Resolved ~

Signature - Signature of County or Program Director required 04/19/2016

Showing 110 1 of 1 entries

i

Previous Hes

Close |

The “Hold Date” column states when the hold was placed on the application and the “Resolved” column

lets you know when the hold was removed. Clicking the | view | allows you to view the submitted
application, but you will be unable to make any changes while the application is under review.

Now that you have submitted your coaching renewal application for approval, the application can either
be approved, denied or sent back by the approving county.
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Approved

If your application has been approved, you will receive an email informing you of such and you that you
must now login to your dashboard to pay for any fees associated with the application. The picture below
shows an example of an application that has been approved by the county and is pending payment.

Form 39 Renewal Temporary Authorization - 01/09/2017 1 2 -— v

Coaching Pending Payment

Pay Now
Clicking the button adds the application to the cart and directs you to the Application Cart page.

Payment Process

The Application Cart Page includes the application type, date submitted and fee amount for the
application you are making a payment. As additional credentials become available to apply or renew
online, you will have the ability to pay for multiple applications simultaneously.

Application Cart
Application Type ~ Date Submitted Fee Amount
Form 39 Temporary Authorization 04/19/2016 $35.00 -
Total: $35.00
Add Additional Application
Figure 15

Click the button to continue the paymentprocess.

Once payment has been made, you will notice in the figure below that once again the status for the
application has changed. Your Application has now been sent to the WVDE for approval.

Form 39 Temporary Authorization 4/19/2016 1 | 2 1 3 __ -

WVDE Pending
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If approved, you will once again receive an email stating that your application has been approved by the
WVDE and the renewal process is complete. The next time you access your dashboard, you will now see
a status of “Approved Application”.

1 | 2 3 4 5

Approved Application

Denied
All denied applications will show a status of denied and by whom. The example in Figure 17 shows an
application that was denied by the county.

Form 39 Temporary Authorization 04/21/2016 04/21/2016 1 2

County Denied

Sent Back

There will be times where the approving entity cannot approve your application due to the fact
additional information is required. The applicant to allow you to make the necessary changes requested
can now edit all applications that have been sent back. Figure 18 shows an application that has been
sent back by the county because more information is needed regarding a legal disclosure.

Applications
1 Active Applicalicns

Application Type Date Submitted ~ Date Resalved ~ Status

Form 39 Temparary horzalion 03192016 1

County Send Back

View Recent Application History

Click the ‘ View | button to determine what changes arerequired.
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As you can see below, Question 1 of the legal disclosures section requires more information. You may

now either edit the application by clicking the button and/or provide an additional narrative and
upload files by clicking the F i button.

Why can't | change my answer? “ Vi
Question 1

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

Title Previously Disdosed @  Status

Short descnption of adverse action goes heie No =z
Additianal
Information

Requested

Add New D

Congratulations, you now have a basic understanding of how to complete a coaching renewal
application online. If you require further assistance, please contact the WVDE, Office of Certification and
Professional Preparation at 304-558-7010.
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