Virginia Licensure Online

VALO User Guide

The following is a quick guide on how to submit an
initial application using the new Virginia Licensing Online portal.

Navigating to the Initial Application Portal

From the Virginia Department of Education’s Licensing Services page, click on the link to Virginia
Licensure Online (VALO).

Virginia Licensure Online (VALO)

For First-Time Initial Applicants after November
29, 2023

Virginia Licensure Online (VALO), the commonwealth’s new,
enhanced teacher licensing system, has been opened for new or initial applicants for teacher licensure. If
you are applying for licensure in Virginia for the first time, use VALO to complete your application.

Virginia Licensure Online

First-time new or initial applicants now register their account and pay fo
through VALO. Please do not register or pay through eGov.

Click the link to Virginia
Licensure Online

If you already have an existing account or have started an applicatjgf prior to November 29, 2023, in the
eGOV Online Licensing Portal, please DO NOT create a sepaig#e VALO account. Continue to use the eGOV
Online Licensing Portal to complete your existing applicgi#n process.

VALO
=

Virginia Licensure Online (VALO)

Follow the instructions below to register in the new online portal and to submit a new application.



Registration
Click the Sign up now link to set up your account.

Sign in

Sign in with your email address

Email Address ]
Password ] ]
Click Sign up now to set up your
Forgot your password? account.

Don't have an account? § Sign up now

Enter your e-mail address then click Send verification code.

< Cancel

A& EDUCATION

User Details

Enter your email

address here,
Th,e.n Cl!Ck S Send verification code
verification code.

After you have clicked send verification code, check your e-mail for the verification code. Copy the code
in the e-mail and go back to the application window.

{ Email Address ’ x

Please note that if you do not receive the verification code within five minutes, check your spam folder.
It is also recommended to add the * @microsoftonline.com domain to your safe senders list.



Verify your email address

Thanks for verifying your ewabik@systemautomation.com account!

Your code is: 148185

£ Cancel

VIRGINIA DEPARTMENT OF
Sincerely, i EDUCATION
Virginia Departmeht of Bucation

User Details

This message was sent fipm an unmonito
do not reply to this mesgage.

Verification code has been sent to your inbox. Please copy it
to the input box below.

Copy the verification code

from the e-mail, go back _ ) *
ewabik@systemautomation.com

to the application window,
and paste the code into
the verification code field.

148185 .

Then click Verify code. Send new code

Paste the code into the verification code field and click Verify code.



Enter a password in the New Password field and confirm the password in the Confirm New Password
field. Enter your first and last name, then click Create.

< Cancel
EVIRGINIA DEPARTMENT OF
Ji.’ DUCATION
L
User Details
E-mail address verified. You can now continue.
[ ewabik@systemautomation.com ] X

Change e-mail

New Password

Enter a password and
confirm the password. r \

Confirm New Password

Enter your first name. First Name *

Enter your last name. Last Name

Click Create to complete
. . Create
the registration.

Congratulations! You are now ready to use the application creator. Make a note of your password.
Your sign-in information (e-mail and password) is how you will access the system in the future to view
the status of your application and to submit application updates and new applications.




New Application How-to
Click on Apply for a License to start the application builder.

‘ i EB%}“CD“MIM(ESTN Virginia Licensure Online

Applying for a License

Thank you for your interest in obtaining a Virginia license. If you are currently employed in a Virginia educational agency, please contact the
appropriate individual in your Virginia school division or Virginia accredited nonpublic school to who will assist in the application process.

Click the Apply for a License button

< to start the application builder.

The new application process will ask a few questions to ensure the correct application is selected. Please
follow the next steps to view samples of the questions.

Use the drop-down box to select Initial License Application or Renew Existing License. Please note that
the new online portal is only available for new initial applications at this time. Renewals can be
completed at https://vadoe.mylicense.com/eGov/.

Are you applying for an initial Virginia license (teaching, administrative, pupil personnel or Division Superintendent) or
are you renewing an existing Virginia license?

Plasca calant an ancusar

Initial License Application Use the drop-down to

make a selection.

Renew Existing License

NEXT

Return to Dashboard

Next, use the drop-down box to select the license type that you are applying for.

What license type are you applying for?

Plasca calant an ancusar

Division Superintendent Use the drop-down to

Teaching/Admin/Pupil Personnel make a selection.

BACK NEXT

Return to Dashboard




Once you have selected the license type you are applying for, you will see a screen similar to the one
shown below. Click Start Application to begin.

Click below to start your Application for an Initial Educator License.

Click Start Application
BACK START APPLICATION .
e t0 begin

Return to Dashboard

Below is an example of what the first page of the application may look like. Each application has
different steps required to complete the application. Make sure you are completing the correct
application and be sure to read all instructions.

E:V“‘C'““A PRASTENNT  Virginia Licensure Online
.‘k’ DUCATION '

Division Superintendent Initial

Application
AR Make sure to read all
Instructions . .
0 Instructions instructions.
Make sure you
o Demographics are Completing A Alert
the correct You may only hold one Division Superintendent license. If you have an existing Division

e Education Superintendent license, your duplicate submission will be denied.

application.

o Employment

CRITERIA FOR SUBMITTING AN APPLICATION FOR A DIVISION SUPERINTENDENT LICENSE

e Out-of-State License Please reference the Licensure Regulations for School Personnel on the Virginia Department of
Education’s website for all requirements for a Division Superintendent License.

° Questions s o . : :
The Constitution of Virginia requires the Board of Education to certify to the school board of each
division a list of qualified persons for the office of division superintendent of schools, one of whom shall
be selected to fill the post by the division school board.

0 Summary

Below is an example of what the last page of the application may look like. Make sure to complete all
sections on the final page of the application and click finish.

Division Superintendent Initial
Application
Saved 2:14 PM EST

Summary
o Instructions Confirm there

are no
a Demographics If you do not have a designated pre-approved payee and are taking responsibility for the fee, click FINISH.
warnings
o Education ShOWi ng on 0 Check this box if you are currently employed in a Virginia school division and the division is paying your

application fee.

o Employment any page'

© oo . 4 Questions Click Finish to submit.
Out-of-State License

o Questions Return to Dashboard

o Summary




If an area of the application was not completed, a warning similar to the one shown below will appear.
If a warning is presented, go back through the application and complete all sections and steps.

Warnings will display as red text on any section with missing steps and on each missing required step.

It is recommended that you complete the application on a full-screen computer screen to ensure the
warnings clearly display.

Division Superintendent Initial . -

Application Dyslexia Awareness Training

Saved 2:20 PM EST

Submit a copy of the certificate verifying completion of this statutory requirement. Individuals seeking initial
licensure shall complete awareness training on the indicators of dyslexia, as that term is defined by the Board of
Education pursuant to regulations, and the evidence-based interventions and accommodations for dyslexia. A
dyslexia module is available at no cost.

A Instructions
§ problems

A Demographics

Please upload a copy of the certificate verifying completion of the Dyslexia Awareness Training below:
4 problems

Education
A 1 problem . .|
If a warning is Required Field
© cemployment presented, click to

. () Only.pdf, .jpg, and .png documents are accepted.
navigate to the

e Out-of-State License . .
section with the

Behavior Intervention and Support Training

A Questions warning to
11 problems Submit a copy of the certificate verifying completion of this statutory requirement. Applicants who complete a
com p|ete a “ Virginia state-approved program should have completed this requirement as part of their program. A series of
g modules that meet the new training requirement for initial licensure are located on the Center for
a Summary requi red ste ps. Implementation and Evaluation of Education Systems (Old Dominion University) webpage and can be

completed at no cost. Applicants who did not receive the training through a Virginia state-approved program
may complete the modules on their own and submit the documentation.

After you have completed your application, you will be taken to the Fees page. You will have the
opportunity to review your application.
After you have completed your review, you will need to pay your fees (if applicable) and click submit.

If your school division is paying the fee on your behalf, click Pay Later. Please note that if your school
division is paying the fee, you will need to coordinate with them to submit the payment, and your
application will not be reviewed until payment has been made.

After reviewing your application, click
Instructions an Option for payment.

Fees CRITERIA FOR SUBMITTING AN APPLICATION FOR AN INITIAL LICENSE

Please refer to the Licensure Regulations for School Personnel on the Virginia Depagffient of Education’s website for all
[ Amount requirements for a license.

You may submit an application for an initial Virginia license if you meet the critgffa in at least one of the following:

2019 Application Fee Out-of-State $150.00 * Have completed a state-approved preparation program, including !

clinical practicum or internship. (If you have completed a Virginia g#fboroved program and are not employed by a
Virginia school division or Virginia accredited nonpublic school gquest that your application be submitted by the
Virginia college or university or the Career Switcher programgffovider.)
Hold an active, valid license from another state with no dejffiencies with comparable endorsement(s) to those
offered in Virginia.

Are employed full-time as an educator under contra
school.
® Are military personnel or veteran applying for agffrginia license.

Plent teaching or at the graduate level, a

Total $150.00
PAY LATER PAY

PR . igfeported to division superintendents in Virginia and to chief state school
If YOU r SChOOI d Ivision Is If you are responsible gthe United States and could affect the status of any license or certificate that
paying the fee on your

Bt the status of any application for a license or certificate that the applicant has
behalf, click Pay Later.

By a Virginia school division or a Virginia accredited nonpublic

g e. An individual will not be denied a license without being given the opportunity
for you r feel CIICk Pay' p regulations 8 VAC20-23-780c.



If your school division is paying your fee, you will get a submission confirmed page after clicking Pay
Later. Your application has been successfully completed when you reach this page.

If you are responsible for your fee, the next step upon clicking Pay is to submit the payment. Follow the
prompts on the page and enter the payment information.

After you have paid your fees, you will get a submission confirmed page. Your application has been
successfully completed when you reach this page.

Submission Confirmed!
Thank you for your submission. We have received your application and payment.

Applicant Name
Application Type: MED - Employee License Application
Payment Type: CreditCard

Amount: $105.00

You will also receive an application receipt email within 1-3 business days once The Office of Licensure
has received your application.

Continuing an Existing Application or Update

Once an application is started and needs to be continued at a later time, the started application will
show in the ‘Activity’ panel on the dashboard shown below.

s irginia Licensure Online ourtney Wallace
Applying for a License Update
If you are currently employed with a Virginia educational agency, you may proceed with applying here. Click below to submit additional documentation for an existing
However, you will also need to work with the appropriate contact person in your school division or application/license or to submit updates to demographic information.

accredited nonpublic school in order to ensure that all documentation is submitted.

SUBMIT UPDATE
APPLY FOR A LICENSE
Activit

Don't see your license? Click here to search for it See below for submitted and in-progress applications. If you've already
started an application or an update, please click the 'Started' link next
to the relevant activity to continue your application.

Licenses

No recent activities



Activity

See below for submitted and in-progress applications. If

you've already started an application or an update, please
click the 'Started' link next to the relevant activity to continue

your application.

Submitted applications can
be viewed to check the

status of your application

I Submitted Division Superintendent Initial Application I

Started Teaching Admin Initial Application

Started Division Superintendent Initial Application

I Started Teaching Admin Initial Application I

Started applications can be
resumed for submission

To continue an existing application or update, click on the link to resume the application and follow the
relevant instructions in the New Application How-to or Submitting an Application Update or

Demographic Update sections.

Submitting an Application Update or Demographic Update

The Update form is used for updating demographic information or can be used for submitting additional
documentation for an existing application if you received a notice from the VDOE that additional

documents are needed.

Click Submit Update on the portal dashboard to start the process.

by EBUCKTION  veorsa ucomureontes

Applying for a License

¥ yon e Cumently emgieyed mEh 8 VEQNG (0w etindl SenCy Yo My riceed wib apoly g hee
HomEHr you Wil 3550 NEed 1) WM Wk TN JEPOOrINe CONEaCt PEMON IN YO SOMCD Shvsion or
B0credted ACAonbIC 3RO 1N 50 Ber 13 ersuse TRt 8] GOCUTEITON 1t BubmPled

APPLY FOR A LICENSE

Click Submit Update to update your

demographic information or submit
additional documentation.

Update

See betvm L WTIRE] IS IV DGR 00V ST I 4o, v BTRRYy
Started an apoication o an update. pleate chok e Tharied ok newt
> the et ety Yo (ertrm s mopde s

N recent sctivtues



Make any desired changes to your demographic information. You may make edits to your name and
address. If you select that you wish to edit your name on file, you will be linked to the Form to Request
a Change of Name or Address. Please fill out the form and upload it to the indicated field.

Note: If you wish to make any changes to your date of birth or Social Security Number, please email
licensure@doe.virginia.gov or call 804-786-2302.

Demographics

Provide the information in the form below,

el M Vi Mame Sulfix

Please check here If you need to update your name from the name on file

Flease enter your updated name below _
If you update your name; you will

Enter your updated name below:

be prompted to fill out and

upload a Name Change Form,

Firat Name

Please complete and upload the pame changs form.

Orag ' drop flles here, o click 1o select Miles

(i) Only.pdf, .Jpg, and .png documents are accepted.

Fill out the required legal questions, making updates as needed.

Update
Saved 11:55 AM EST

c Demographics Questions

Questions - o o
A 11 problems Similar to submitting an initial
application, if a warning is Please answer the following question(s) by choosing the respective answer(s) from the drop-down

i - menu(s). Click the Submit button when you have answered the question(s).
e Documents presented, click to navigate to (5} ¥ 9 )

the section with the.warmng (If answering yes to any of these questions, please attach a letter on the next page giving full details
to complete all required steps. and any official documentation available regarding the matter.)

Have you ever been convicted of, or entered a plea of guilty or no contest to, a felony?*

[ -]

Required Field

Have you ever been convicted of, or entered a plea of guilty or no contest to, a criminal offense in
another country?*

| d|

Required Field

10



If additional documentation was requested by the VDOE, you may upload new documents to add to
your file. Click Finish to move to the Update Summary page.

Upduts

o Dxcumants
2
o F—

i Quesione

Click Submit to complete the Update process.

11



