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Operations & Technology Update
FASPA Fall Conference 2008
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Bureau of Educator Certification

New Online Application
• Launched August 1, 2008

– Merges Online Application and Status Lookup
– Interacts real-time with certification file data
– Increases application options
– Implements new credit card processor
– Provides immediate acceptance with true status
– Displays customized on-line “return letter”

• Re-launched October 1, 2008
– Corrections based on user experience and feedback
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Logging In
• Create Account

– New applicants and anyone who never before used Applicant Status
Lookup

– Requires valid SSN or DOE Number along with Last Name and Date of 
Birth

• Request Temporary Password
– Requires UserName, Last Name and Date of Birth
– Upon validation e-mails one-time use password
– Use this feature when account has been locked or all other options 

exhausted
• Forgot UserName

– Requires SSN/DOE#, Last Name, Date of Birth 
• Forgot Password

– Requires User Name and Secret Answer
– Passwords are case-sensitive
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Welcome
• Launching Pad for available features
• Applicant Status Lookup
• Submit Application

– Initial Application On-line Form (CG-10)
– Renewal Application On-line Form (CG-10R)

• Technical Assistance link every page
• Secure site (SSL) for proof of identity, 

content integrity, and confidentiality
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Applicant Status
• View Address

– Review/Update Address, Phone Number, and e-mail address
• View Account

– Review application charges and payments
– Make credit card payment for unpaid fee balance

• Application Status
– Review status/progress of current applications and valid SOEs

• Certificate Status
– Review valid Florida Educator’s Certificate records

• New Documents
– Review official transcripts, score reports, and certification 

verification forms received (last calendar year)
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Submit Application
• “How to” instructions and Terms of Use

• Complete and verify application information
• Authorize VISA or MasterCard payment
• Submit additional documentation from On-line Application 

Receipt
• Return to Review Application Status periodically
• Provides Falsification Warning, Applicant Responsibility 

statement, Technology requirements, and Credit Card 
processing guidelines

– Applicant must click “I Accept”
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Personal Information
• SSN masked for confidentiality
• Date of Birth not editable

– Contact Technical Assistance if incorrect
• Enter/Review/Update Name, Address, Phone 

Number, E-mail Address 
– All information required
– Changes occur upon application submission

• Answer optional demographic questions
• Verify/Update current public school employer
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Certificate Action
• Initial Application options (CG-10)

– Initial Application
– Athletic Coaching
– Add New Subject or Endorsement
– Professional Certificate with Same Subjects
– Professional Certificate with New Subjects
– Duplicate Certificate
– Name Change
– Delete a Subject
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Certificate Action
• Renewal Application options (CG-10R)

– Renewal
– Late Renewal
– Reinstatement

Dynamic options based on subjects on 
valid certificates and current applications
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Certificate Action
• Select subjects from drop-down 

– Must click “Add…” button
– Allows only 3 new subjects per application
– Does not show subjects already on valid 

certificate or application
• Evaluate for highest certificate for which 

qualify

10/24/2008 BEC Online Application 14

Bureau of Educator Certification



On-line Application - Instructions & Help October 24, 2008

Presented by: David C. LaJeunesse 8

10/24/2008 BEC Online Application 15

Bureau of Educator Certification

10/24/2008 BEC Online Application 16

Bureau of Educator Certification

Teaching Experience
• Input teaching certificate or license

– Any US territory or state other than Florida
– NBPTS or ABCTE national certificates
– Enter only currently valid credentials

• Enter teaching experience records
– Must click “Add…” button
– Do not enter substitute teaching experience
– Currently employed? Enter current date as ending 

date
• Leaving this page blank does not prevent 

application submission
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Academic Training
• Shows degree records already on file

– Transcripts submitted since 1999
– No need to re-enter nor resubmit transcripts shown

• Enter all postsecondary academic records
– Select institution from drop-down or “Not Listed” and 

type the institution name
– Enter one program at a time

• Degree earned requires graduation date and major
• Otherwise, semester hours and attendance dates

– Must click “Add…” button
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Legal Disclosure
• Florida Law requires a ‘Yes’ or ‘No’

response to each of these questions
– Sealed/Expunged Records
– Criminal Offense Records
– Professional Sanctions

• ‘Yes’ answer must complete all fields 
about offense/s
– Enter all offenses, even if previously reviewed
– Must click “Add…” button
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This is only an example!
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Certificate Look
• Provides sample view of applicant’s 

Florida Educator’s Certificate
– Verify/enter spelling of name as it should print
– Name change here will not change on 

Personal Information nor on applicant file
– Only shows subjects from current application
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Verification & Affidavit
• Review all application information entered

– Incomplete sections will display error 
message

– Click “Edit…” button to return to section
– OK to leave Teaching Experience blank

• Affidavit must be complete to proceed
– Verify/Enter legal name – serves as signature
– Read and click checkbox for each statement
– Only when complete may you continue
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Invoice & Payment
• Displays your current application charges 

and any unpaid balance
– Must authorize payment in full 

• VISA or MasterCard only
– Read terms and conditions of payment
– Click check box then continue

Do not use ‘Back’ button to return to 
application
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Invoice & Payment
• Transferred to 3rd party credit card 

processing agent (Govolution)
– FLDOE retains no credit card account data
– Verifies against billing address

• Some issuers do not support this feature
– Returns to Certify.fldoe.org for confirmation

Do not use ‘Back’ button to return to 
application
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On-line Return Letter
• Confirms payment success or failure
• Displays payment confirmation number
• Shows action and/or subjects applied for
• Documents requirements to complete 

application package for processing
– Electronic transcripts accepted only via FASTER or 

SPEEDE systems – not by e-mail
– No need to resend documentation already submitted

Print and retain copy for records
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What’s Next?
• Implement on-line Instructions & Help

– Self-help instructions and FAQs
– New mailbox for Help e-mail
– Web form to optimize info exchange

• Regular review and correction
• Expand features of Applicant Status

– Clearer picture of application status
– Expand display of New Documents
– View/print SOEs and other letters

• Capture image of On-line Return Letter for 
Correspondence Browse
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Questions?
• Please Provide Feedback

– Keep us informed
– Strengths, Weaknesses, Opportunities, Threats
– Every complaint is appreciated when partnered with a 

suggested resolution
• Volunteer to Test BEC Developments

– E-mail BECTechHelp@fldoe.org
– Please Provide

• Computer type:  MAC vs. PC
• Web Browser and version


