
HOW TO SUBMIT CLOCK HOURS TO ECERT SYSTEM 
 
CREATE AN ACCOUNT IN EDS 
 
Go to the Paraeducator Certification info page on OSPI's website:  
https://k12.wa.us/certification/paraeducator-certificate 
 
Click on the E-Certification Login link in the right sidebar. 
 
Login if you already have an EDS account, or Click on the Create Account tab, and enter all required 
information 
 
ENTER 28 FCS CLOCK HOURS IN ECERT (Paras in years 1 or 2) 
 
ONLYL IF you have a signed form with OSPI's logo at the top, signed by Lindsay Nowakowski 
or Stacy Thomas, AND you have been given instructions to proceed, then you will upload those 
28 hours into eCert.  
 

1. Go to Educator --> Professional Development and click the "Click Here to Add Professional 
Development Hours" link 

2. Enter a single, 28 hour class, just like in the screenshot to the right 
 
ENTER CLOCK HOURS EARNED TOWARDS GENERAL, SUBJECT MATTER AND/OR ADVANCED CERTIFICATE (Paras in years 3, 4 or 5) 
 
You can only enter OFFICIAL CLOCK HOURS - it's not just a matter of attending courses and completing classwork.  If you are asked to pay for 
clock hours, do so.  You can ask to be reimbursed for up to 14 hours per year, IF those specific classes were required by the school district.  If you 
chose to take classes outside the district, or complete more than 14 hours required in a year, you will not be reimbursed for those clock hours. 
 
Enter clock hours for each class taken into eCert - just like you did for the Para FCS 28 hours.  Please only enter these clock hours if you have a 
clock hour transcript or inservice registration form. 
 
If your clock hours are already in PDEnroller, there is a way to "push" them to to eCert, rather than adding them manually.  If you participated in the 
Beyond Behaviors Book Study during the 2021-22 school year, and you paid for your clock hours, this pertains to you! 
 
https://www.psesd.org/professional-learning-clock-hours/pdenroller-faqs 

As of January 2021, your clock hours earned in pdEnroller will automatically upload to E-Certification the night all clock hour processing steps 
have been completed. This includes completing the clock hour survey, paying the clock hour fee (if applicable), and having attendance verified. If 
you earn clock hours not recorded in pdEnroller, you are responsible for adding them to your E-Certification account. You are also 
responsible for providing necessary documentation to your employer for salary advancement. 


