
 
CAREER AND TECHNICAL EDUCATION 

CTE CONDITIONAL CERTIFICATION STEPS 
 

Now that your CTE Conditional Certificate request has been entered into OSPI, you will need to 
go into the system to complete the process. This guide will walk you through all the steps 
required, you can jump ahead to any part you specifically need assistance with.  

1. COMPLETING YOUR CTE CONDITIONAL CERTIFICATION IN EDS 
2. PAYING THE $52 FEE 
3. REQUESTING A COPY OF YOUR RECEIPT 
4. REQUESTING YOUR CTE CONDITIONAL CERTIFICATE REIMBURSEMENT* 

If you need assistance throughout the application, please reach out directly to OSPI.  
If you have questions about your CTE Certificate in general, please email 
smccoard@everettsd.org.   

mailto:smccoard@everettsd.org


 
CAREER AND TECHNICAL EDUCATION 

COMPLETING YOUR CTE CONDITIONAL CERT 
COMPLETING YOUR CTE CONDITIONAL CERTIFICATION IN EDS 

1. Log into OSPI eDS here: https://eds.ospi.k12.wa.us/Apps/MyApplications.aspx 

 
 

2. Select My Applications at the top of the screen and then select E-Certification. 

 
 

3. From your dashboard, select Get Started in the Apply For Your District Request Here box.  

 
 

4. Under the District Request Application List, click Begin at the far right.  

 
 

https://eds.ospi.k12.wa.us/Apps/MyApplications.aspx


 
CAREER AND TECHNICAL EDUCATION 

COMPLETING YOUR CTE CONDITIONAL CERT 
5. Follow the prompts to complete the CTE Conditional Certificate process. 

 
 

6. For the school year, type "2025" and then type in your program area or courses you 
anticipate teaching next school year. (Please enter just the CTE Courses if you teach 
more than just CTE). 
Then click "Next."  

 
 



 
CAREER AND TECHNICAL EDUCATION 

PAYING YOUR CTE CONDITIONAL CERT FEE 
CLICK TO PAY NOW 

1. After verifying your personal information, you will need to pay the $52 fee. Click the button 
that says CLICK TO PAY NOW. 
 

2. Be sure to click the option to have OSPI send a receipt – you will receive an email 
with your receipt from noreply@clover.com that is needed for CTE reimbursement. 

 
 

3. Finally, click submit to complete the process.  

 
 

4. Under your applications, you should now see the updated Conditional CTE certification. 
OSPI can take up to 2 or 3 months to process renewals for the upcoming school year.  

 
When you receive your updated CTE certificate, please email a copy to 
smccoard@everettsd.org. 
 

mailto:noreply@clover.com
mailto:smccoard@everettsd.org


 
CAREER AND TECHNICAL EDUCATION 

CTE CONDITIONAL CERTIFICATE FEE REIMBURSEMENT 
DID YOU FORGET TO REQUEST YOUR RECEIPT IN EDS? 
 

1. Note – if you use the option below, you will also need to submit a screenshot of 
your bank statement showing the purchase. The original receipt from EDS is the 
best one to use as it shows the last 4 digits of your card used.  
 

2. Log into OSPI eDS here: https://eds.ospi.k12.wa.us/Apps/MyApplications.aspx 

 
 

3. Select My Applications at the top of the screen and then select E-Certification. 

 
 

4. Move over the Educator tab and then select Fees 

 
 

5. Click View next to the CTE certificate line item to view your receipt 

 
 

https://eds.ospi.k12.wa.us/Apps/MyApplications.aspx


 
CAREER AND TECHNICAL EDUCATION 

CTE CONDITIONAL CERTIFICATE FEE REIMBURSEMENT 
REQUESTING YOUR CTE CONDITIONAL CERTIFICATE REIMBURSEMENT IN EMPLOYEE ONLINE 
 

1. Regarding reimbursements, navigate to: 
https://employeeonline.everett.k12.wa.us/businessplus/employeeonline/eohomepage   
Select Accounting Webforms and then AP Reimbursement/Travel. 

 
 

2. Under Request type, select Expense Claim 

 
 

3. Under Expenses, click Add Expense 

 
 
 
 
 
 
 

https://employeeonline.everett.k12.wa.us/businessplus/employeeonline/eohomepage


 
CAREER AND TECHNICAL EDUCATION 

CTE CONDITIONAL CERTIFICATE FEE REIMBURSEMENT 
 

4. Fill out the expense information in the pop up box.  

 
 

5. In the attachments area, select Add Attachment to upload your receipt in the Add 
Attachment pop up box. Then click save. 

 

 
 

6. When you’re done, click Submit and your request will be processed for payment. 

 
 
 
 

Date is the date you paid OSPI and 
shown on your receipt. 

Type is Other 

Purpose is CTE Cert 
Reimbursement 

Leave the Key Parts from FQA area 
blank. 

Leave the GL Object area as is. 

Amount should be $52 as shown on 
your receipt. 

Then click Save. 
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