[bookmark: _GoBack]Early College Scholars Certificate Process and Procedures


[bookmark: _75c6mppqeoku][bookmark: _qci4u8l27bgr][bookmark: _e5iooravfmqv][bookmark: _r34btqhopc1f]The automated process for Early College Scholars certificates enables school divisions to print these certificates on-site through the Single Sign-on for Web Systems (SSWS) portal. Access to the Certificate Generator application must be requested through the school division’s SSWS account manager.

[bookmark: _suzhsfn4ctpd][bookmark: _ipauo7xgpmyz][bookmark: _pm2bcobwmgqu][bookmark: _o3rofr7mhpcl]The Certificate Generator uses data from the Early College Scholars Program Code on the Spring Student Record Collection (Spring SRC) to prepare the certificates. Only students with a valid code for this data element will have a certificate created in the Certificate Generator.
[bookmark: _aiflqfxiyngl]
[bookmark: _u0x8j81nqv26][bookmark: _6h2taiuve947][bookmark: _nt52ss6lsa2u][bookmark: _t40w2qghjz6c][bookmark: _kkwlxgol5z4c]In order for a student to be identified as participating on the Spring SRC, the student, their parents/guardians, the high school principal, and the school counselor must sign the Governor’s Early College Scholars program agreement. On the Spring SRC, divisions will denote if the student completed the Early College Scholars Program agreement.
[bookmark: _5xaeop6if85k]
[bookmark: _hhs12kq0bzfv][bookmark: _1w89rfsokwbd]The codes for the Early College Scholars program are:
1. [bookmark: _5qj8smlxfm4s]Student has completed the Early College Scholars Program agreement; and
2. [bookmark: _slo0ykd8o9ym]Student has earned the Governor's Early College Scholars certificate.
[bookmark: _vv1aouqkifnx]
[bookmark: _id1ezmalb1me][bookmark: _3ay57s707d3f][bookmark: _ipkcr8sa5xy5][bookmark: _j051pubqba7p]The Certificate Generator will be populated with names of students who are included in the Spring SRC and have been flagged in the Early College Scholars’ field numbers one or two. Students not identified in the Spring SRC will not be included in the data file for printing certificates.
[bookmark: _70htslcjcnzr]
[bookmark: _t1xph6lig6f1][bookmark: _jax81itzo0iz][bookmark: _gfo7bmg7yzzt][bookmark: _k9p21znmp44o][bookmark: _tmdjej7s3ep]To print the certificates, log into SSWS and select Certificate Generator application. Select Generate Certificate on the right-hand side in the menu that presents the option for printing the Early College Scholars certificates. Select Early College Scholars and a drop down menu will appear with the specific division and school name(s).
[bookmark: _ijcsop2l8uug]
[bookmark: _lb5au9t5vzj9][bookmark: _muwiqga4n68q][bookmark: _1avlcjreej1c][bookmark: _osp1l5uq0e6n][bookmark: _vcm67060w4sw]Certificates will be available after the successful completion of the Spring SRC. The Certificate Generator can be used to create single certificates, batches of certificates by school or division, or blank certificates. Certificates are available to print or for download in Portable Document Format (PDF).
[bookmark: _fcc2yc5jqrva]
[bookmark: _qd026lm4f51f][bookmark: _mwr5czn3nofr]For more information, please contact Brittany Everett, Postsecondary Access and Success Specialist, Office of Student Services, by email at Britttany.Everett@doe.virginia.gov, or by telephone at (804) 786-7010.
[bookmark: _qxga2es9rsg8]
