SOUTH CAROLINA

STATE DEPARTMENT
OF EDUCATION

Division: District Operations & Support
Department: Office of School Facilities

Inspector First Time User Instructions
(Electronic Portal)

1) Complete the School Facilities Inspector New Application (First Time User Only — Do not
use for Renewals)
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(Figure 1 Inspector Application)

2) OSF Receives Inspector New Application

Inspector Confirmation

Thank you! Your application was submitted
successfully to Office of School Facilities!

3) Submit your Resume, LLR Certification, and Signed Memorandum of Understanding to
SchoolFacilities@ed.sc.gov

4) OSF Receives the New Application

5) OSF Reviews & Approves (or Rejects) Credentials
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6) Chapter One Inspector Submits Payment (via Check) to:

MS. JASMEEN SHAW, P.E.
DIRECTOR
OFFICE OF SCHOOL FACILITIES
1429 SENATE STREET, ROOM 801-B
COLUMBIA, SOUTH CAROLINA 29201

Example Payment Schedule:
1) New Application (or Renewal Application)
a. Building Inspector
b. Mechanical Inspector
Total = $40.00

2) Adding Categories Prior to Renewal
a. Electrical Inspector - $25
b. Plumbing Inspector - $25
Total = $50.00

7) OSF Receives the Payment via Mail
8) OSF Approves (or Rejects) the Application

9) Once receiving Approval of the Application, you will need to create a Community
Account in order to access the Office of School Facilities Application. Please follow the
steps below: To access the South Carolina Department of Education Member Center, go to

the SC Department of Education website: https://ed.sc.gov
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(Figure 2 South Carolina Department of Education Website)

a. Click ‘Login’ near the top-right of the page next to ‘How do 1?’
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b. Click ‘Create Account’

ﬂeb Site Member Center

Log on using E-Mail Address

User Id / E-mail: l ]

Password: | |

Click here to view Certification Status Log On

If you are experiencing issues with 'Authorization' of your log in, please use the "Reset Password' option below.

Create Account ‘ | Reset Password ‘ ‘ Request Tech Support |

You are accessing this site from a device running Windows Vista or Windows Server 2008,
Forefront UAG client components were not installed because you accessed this site using a 64-bit version of
Internet Explorer. To install the components access the site using a 32-bit browser.

This site is intended for authorized users only.

© 2012 South Carolina Department of Education. All rights reserved. Privacy & Legal Information.

(Figure 3 Login to the SCDE Website Member Center)

c. Select the ‘Community User’ tab

Create Account

I you do not currently have an SCDE web account, use this page to create an account or request that an account be

created for yvou. Start by selecting the appropriate tab below.

Please Choose == | Work or Teach in SC Public School System | Community User

Last Updated: 1040372012
(Figure 4 Create Account)

d. Complete the requested information and click on the ‘create your account tab’.
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FPlease enier your e-mail address and personal information and then click on the submit button at the bottom.

Items marked with a red * are reguired.

Prefix

* First Name:

Middle Name:

* Last Name:

Suffix (Jr., 5r., I, etc):

* E-mail Address:

Location (Office Location, School MName):
* Contact Phone [format:999-999-99949]:
Extension:

Contact Fax [format;999-999-9999]:

* Street Address:

Suite | Room:

* City:

* State

* Zip Code (xxxxx):

[

: [SOUTH CARCLINA

| Create your account |

(Figure 5 Submit Application)

a) Once you have filled out the form, you will receive a temporary password to the E-mail address
you provided. You will use your E-mail address to log in to the system. Note: You must log in with
the temporary password within 24 hours, or else you will have to register again.

b) Once you have successfully logged in with the user-set password, please notify Office of School
Facilities - Darius Williams at (803) 734-4836 or dswilliams@ed.sc.gov that you have successfully
created your account and require access to the application. Important: This step must be done
in order for your account to have access to the Office of School Facilities application.

If you have any questions concerning the Inspector Application processes, please contact Darius
Williams at (803) 734-4836 or dswilliams@ed.sc.gov
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Inspector Renewal Instructions
(Electronic Portal)

b

1) Sign into your ‘Community Account’ with your user-set password. https://ed.sc.gov “Log-in’
top right corner.

Login to the SCDE Web Site Member Center

Log on using E-Mail Address

User Id / E-mail: [ ]

Password: | |

Click here lo view Cesfification Stalus ol

If you are experiencing issues with 'Authorization' of your log in, please use the ‘Reset Password' option below.

Create Account | | Reset Password | | Request Tech Suppaort ‘

You are accessing this site from a device running Windows Vista or Windows Server 2008.
« Forefront UAG client components were not installed because you accessed this site using a 64-bit version of
Internet Explorer. To install the components access the site using a 32-bit browser.

This site is intended for authorized users only.

® 2012 South Carolina Department of Education. All ights reserved. Privacy & Legal Information.

(Figure I Login to the SCDE Website Member Center)

2) Select the “Inspector Management” tab

Home | Member Center | Logout
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Home Property ~ Project Management Inspector Management Admin

Welcome to the School Facilities System

The mission of the Office of School Facilities (OSF) is to effectively and efficiently ensure a healthy, safe, and appropriate school learning
environment for every student when new schools are constructed or existing schools are renovated. OSF serves as the building official for public
schools facilities in South Carolina. The office is also responsible for the administration of certain building fund programs and provides facility-
related technical and educational assistance to a broad group of customers including school districts, design professionals, contractors, and
subcontractors.

(Figure 2 Select the Inspector Management tab)
3) Select the “Update” button for each credential and upload the new certification information,
expiration date and then click “Update”
Note: Use the expiration date of your SCLLR Certification. The OSF Registry is a 2-year
cycle and the list posted on the website will reflect Inspector’s active status.
4) Upload your revised Resume & Signed Memorandum of Understanding
5) Select the “Request Renewal”
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6) OSF Receives the Renewal
7) OSF Reviews & Approves (or Rejects) Renewal
8) Chapter One Inspector Submits Payment (via Check) to:

MS. JASMEEN SHAW, P.E.
DIRECTOR
OFFICE OF SCHOOL FACILITIES
1429 SENATE STREET, ROOM 801-B
COLUMBIA, SOUTH CAROLINA 29201

Example Payment Schedule:
a. New Application (or Renewal Application)
a. Building Inspector
b. Mechanical Inspector
Total = $40.00

b. Adding Categories Prior to Renewal
a. Electrical Inspector - $25
b. Plumbing Inspector - $25
Total = $50.00

9) OSF Receives the Payment via Mail
10) OSF Approves (or Rejects) the Application
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