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EDvera Private School Licensing Renewal Instructions 

Once you have completed the initial licensing application in the EDvera system and been 
approved, you’ll submit annual renewals. Renewals are due one month before the license 
certificate expires per RCW 28C.10.060(4), so if you are unsure of the date, please check your 
certificate, email your program specialist, or give our administrative assistant a call, 360-709-
4600. 

Please make sure to save often. If the system has no activity within 10 minutes, it will 
automatically log you out and any progress on that page may not be saved.  

To start the renewal process, from your dashboard, select documents.  

 

This screen shows you any documents in process or those achieved. You can check here before 
starting a new document. As you can see the renewal was started but not submitted in the 
example below. 
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Click on the renewal application to open the document that is already started.  If you don’t 
already have a renewal application started, then click on +Start Document and select renewal 
(alphabetical list). 

 

Once you click on renewal application, the next screen will open, click the blue continue box. 
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This will open the renewal application so that you can update any previously approved 
information, including address, staff, and programs. If you change locations outside your 
renewal period, you must send $25 for the change review. If you make the change within the 
renewal application, you don’t have to send the change fee, only your regular licensing fee. 
Please note, late fees are calculated on the postmark of the mailing envelope, the late fee is $25 
per day past your due date, up to $750 per occurrence. Please reach out to the agency if you 
have any questions. 
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Please make sure to click one of the options to progress to the next screen or save your updated 
information. 

Much like the initial application, there are specific tabs for you to enter information. 

• Institution Information 
• Staff 
• Catalog/Brochure Checklist 
• Financial Information 
• Programs and Auxiliary Facilities 
• Supporting Materials 
 

 

If you have already completed Staff and Instructor Applications for your existing staff and have 
no new employees to report, the system will already have those saved to your file. Please only 
add any new employees or let us know if an employee has left your institution and we can make 
the appropriate edits. Schools do not have the ability to remove staff. EDvera should reflect your 
current (and past, if applicable) staff. Anyone who interacts with students during their time at 
your school should be reported.  
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Please include the Catalog page numbers where these required statements can be found. This 
should not be URLs to your website, etc. The catalog should be a standalone document, with 
version control. Any updated catalogs must be approved by WTB before implementation. 
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Please include your tuition from self-pay and agency pay students in Section 5. Your tuition must 
be verified by the Financial Statement you provide in the Supporting Material Section. The 
system will generate your license fee based on your tuition. If we cannot verify the tuition you 
report, your entire income may be utilized to calculate your fee. If you receive income in other 
ways than tuition for the programs under WTB oversight, please include that on your Financial 
Statements as “other Income”. This will help determine your financial viability, without 
overpaying your fees.  
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You will also be asked to provide your Net Income, Assets vs Liabilities, End of Year Cash, etc. If 
the system flags that the ratio is Not OK, please provide an explanation in the text boxes.  

 

Your programs (and auxiliary sites if applicable) should auto-populate from the Programs you 
entered during the Initial Application. you will not be required to re-enter that information.  

However, you are also able to enter a new program or new auxiliary site here.  
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All Program Types must complete the name, program weeks, completion average time, type of 
credential awarded, method, catalog pages, class schedule, and questions 1-5. If you offer the 
same program in more than one format, please enter a separate program for each, i.e. Data 
Science (Classroom only), Data Science (Hybrid), or Data Science (Online only). 

Distance Education courses must also include Number of Lessons. This is for refund purposes. 

In-person or Hybrid courses must also include Clock Hours, also for refund purposes. 

Only Accredited Programs will submit Credit Hours. Please don’t include a credit hour, if your 
program is not accredited. 
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Information included in your Program Application must match your Catalog, including the name. 
If your Program is “Certified Nursing Assistant Program” in your Catalog, Program Applications 
saying “CNA Program” will be reverted for edits.  

If you have updated your program since completing a Program Application, please complete a 
Program Change Application indicating what changes were made and attach an updated 
catalog.  

Once you hit submit, the system will create a new child document for the program, you’ll need 
to select the renewal application to go back to the application. 
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New Auxiliary Applications can be completed from this section as well. If it is an existing site that 
has already been reported to EDvera, you do not need to complete this application again. Please 
ensure that the auxiliary site is entered in the licensing portal and in the school catalog. You 
should also post the auxiliary certificate at the location so students know it’s an approved 
location. 

New Auxiliary locations must be reported to the WTB within 30 days and carry a $25 per site fee.  

If you are no longer using an Auxiliary site that was previously approved within EDvera, please 
inactivate it or let your Program Specialist know and they will inactivate it.  
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Please attach the documents required for your renewal application including ATB Test (if 
applicable), Catalog, Enrollment Agreement, Business License, Evidence of Liability Insurance, 
and a Financial Statement that verifies the information collected in Section 4. We must be  

Make sure to complete the two Attestations (above) and click Submit.  

The agency cannot access the submission for review until you’ve submitted it. Please don’t 
hesitate to reach out if you have any questions, 360-709-4600. 


