Directions for Online Teaching Certificate  

Application & Background Check in South Carolina
Click on https://ed.sc.gov/educators/certification/cats/  (NOTE: This process cannot be completed on a hand-held device and the Google Chrome browser works best. When prompted to do so, enter a personal email address that you will use. Often Yahoo addresses are blocked so choose another one)
1. Under Certification Application Technology Services (CATS), click on Access the CATS Portal.   

2. Click on Register.  Enter the information for New User Registration. 
3. Now log in as a Returning User.
4. Click on the Plus Sign (+) Apply.  Answer the questions on the application as follows.
5. What type of certification are you applying for?  Select from the drop-down menu Student Teaching.
6. College or University currently attending?  Select from the drop-down menu Clemson University.
7. Semester of Student Teaching?  Select from the drop-down menu Fall or Spring. Make sure your SSN has been saved and encrypted before clicking Save and Continue. 
8. Year of Student Teaching? Select from the drop-down menu the year you will be student teaching; e.g. 2022.
9. Enter subject area applying to teach.  Click on the Plus Sign (+) to add your primary subject area. Select from the drop-down menu Early Childhood, Elementary, Biology, etc.

10. Enter the highest class level of education you have achieved.  Select from the drop-down menu No Degree. 
11. Enter any endorsements you are now requesting.  Skip this item.
12. Enter your program details as follows. Enrolled in a regionally accredited teaching program? Yes, College/University? Clemson University. Completed a regionally accredited teaching program? No. Have you held a SC certificate in the past? No
13. Enter test and exam information. Click on the Plus Sign (+) to add test information (e.g. Exam Name: PRAXIS PLT  Exam Subject: K-6)

14. Complete the Education History and Degrees section with information related to your current program and anticipated graduation date.  

15. Enter Work Experience in Education section information as follows. Total years of teaching experience? 0, Years of South Carolina teaching experience? 0
16. Enter your personal information as prompted. You should not have any existing certificates to enter.   

17. Answer the Background Check section about any information concerning arrests, be very honest.  Don’t get caught making a false statement on your application. 

18. Complete the Verifications and Assurances section by answering the questions. Click Save and Continue and review your certificate details carefully before submitting. 
19. After completing the application, click on the following web link https://ed.sc.gov/educators/certification/cats/ and then click on Access the CATS Portal, Login, and Pay fees. ($107.78) To the right of Certification Application Fee, click on the green Pay Fee button. 
20. Once an applicant has submitted the online application through the CATS Portal, the individual is then able to access all necessary information to complete the criminal records check; e.g. completing fingerprinting procedures. This is found on your + screen to the left as you scroll down, it will say “fingerprinting”.  
21. Your online application must be received by the South Carolina State Department of Education March 1st – 15th of your Junior year. Fingerprinting needs to be completed after the application by April 1st of your Junior year. Failure to meet these deadlines could prevent you from student teaching in the spring semester.
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