
CERTIFICATION APPLICATION  
PROCESS and PROCEDURES 

Best practices for submitting candidate 
documentation for certification.   

https://www.facebook.com/GeorgiaPSC/publishing_tools/?section=draft_posts&refSource=draft_timeline_pagelet
https://twitter.com/Ga_PSC


ONLINE APPLICATIONS - PRESERVICE 

• MyPSC Account setups https://mypsc.gapsc.org/Register.aspx  

• CLAIM programs immediately  

 This requires the person to be in TPMS correctly 

https://mypsc.gapsc.org/Register.aspx


ONLINE APPLICATIONS - PRESERVICE 

• MyPSC Account setups 
https://mypsc.gapsc.org/Register.aspx  

• Students must CLAIM program immediately [asap] 

– This requires the person to be in TPMS correctly 

• Fill out GaPSC Pre-Service Certificate Application 
only. It includes Verification of Lawful Presence 

• Submit complete application through ExpressLane 

 

 

An automatic email is sent when an educator is enrolled in TPMS stating 
 
Steps to Verify Program Enrollment:  
1. Login to MyPSC, click on ‘Programs’ tab.  
2. On ‘Programs’ tab, select your ‘Program Provider’ and enter your ‘Student ID’, 
 click ‘Submit’ button. 
3. A list of programs in which you are enrolled with the selected program provider is 
 displayed along with a ‘Confirm’ button. 
4. Verify the program(s) information by clicking on ‘View Details’ link and if the 
 information displayed is correct, click on ‘Confirm’ link. 
5. Once enrollment is confirmed you can click here to go to GACE website or visit 
 www.gace.ets.org and register for the GACE assessment(s) aligned with your 
 program. 



ONLINE APPLICATIONS - PRESERVICE 

• MyPSC Account setups https://mypsc.gapsc.org/Register.aspx  

• CLAIM programs immediately [asap] 

– This requires the person to be in TPMS correctly 

• Student fills out GaPSC Pre-Service Certificate 
Application only. It includes Verification of 
Lawful Presence 

• EPP submits complete application through 
ExpressLane 

 

 

https://mypsc.gapsc.org/Register.aspx






VERIFICATION OF LAWFUL PRESENCE 



VERIFICATION OF LAWFUL PRESENCE 



Pre-Service Deadlines 

FIELD EXPERIENCE  APPLY BY 

FALL SEMESTER 3/15/XX 

SPRING SEMESTER 9/15/XX 

SUMMER SEMESTER 1/15/XX 



ONLINE APPLICATIONS - PRESERVICE 

• You will have the Pre-Service option if: 

– Candidate is in TPMS 

– Candidate has claimed their enrollment,  

– Has taken the Ethics entry assessment (If enrolled in a 

program after 07/01/14)   

– Is not currently certified, and never had full 
certification in the past. 

 



PRE-SERVICE: Status  

Use “Quick Lookup” to check status of submitted 
cases. 

• GCIC Review: “Open” 

– Standard processing 

• Pre-Service Request: “Holding” 

– Check MyPSC Hold Letter [Also available in .org] 

• GCIC Review: “Holding” 

– Contact Ethics 

 



 USE QUICK LOOKUP FOR:  
 VLP Status 
 Exceptional Child Status 
 Educator’s certificate level and history 
 Case History 
 Documents Received and On-File 
 Test Results 
 Correspondence 

 



PRE-SERVICE: Not Needed 

• Professionally certified teachers [excluding COE 
holders] 

• Permit holders  

• If the candidate holds a current Non-Renewable 
Non-Professional certificate (NNT), Induction 
certificate, or a Waiver, the Pre-Service certificate 
is not required.  

• Candidates enrolled in GaTAPP. These individuals 
are issued an IN4  

• Candidates enrolled in Service or Leadership field 
programs  



MyPSC ONLINE APPLICATIONS – 
INITIAL PROGRAM COMPLETION 

• Online application 

• VLP [if needed] 

• TPMS Completion Form 

• Tests 

• Official transcripts 

 



ONLINE APPLICATIONS – ADD FIELDS 
AND UPGRADES 

• Online application 

• VLP [if needed] 

• TPMS Completion Form 

• Tests 

• Official transcripts 

• Fee or Employer Assurance Form 







TIPS 

• Pop-Up blocker settings 

• When/if submit document in error 

• Fill in all information 

• Complete one application at a time [no 
multiple windows] 



TPMS 



TPMS 



TPMS 



TPMS 



TPMS IN CERTIFICATION 

• Verify Program Start/Completion Date 

• Verify type of program  

• Verify degree or cert-only 

• Special GA Requirements 

 

 





EXPRESSLANE 



WHO USES IT? 

• Local Units of Administration [LUAs] 

• Educator Preparation Providers [EPPs] 



WHAT CAN BE SUBMITTED?  

• Application 

• Verification of Lawful Presence 

• Official Transcripts 

• Any other supporting documents to complete the 

educators certification packet 



AFTER TPMS COMPLETION 

• Documents needed after TPMS has been 

submitted: 

• Application (Online or Paper) 

• Verification of Lawful Presence (if not already submitted) 

• Official Transcripts 







 









Type any special 

notes about the case 

here 



EXPRESSLANE 

• Only select Submit Documentation if a case is 

already open for the educator.  

• If you have educators submit the Online Application 

through their MyPSC account, then the Submit 

Documentation option can be selected.  



REMINDERS 

• DO NOT send an educator’s personal information 

under a CERT ID/SSN that is not their own 

 

• If you are experiencing issues, please email us at 

certhelp@gapsc.com   

 

mailto:certhelp@gapsc.com


CONVERTING COE  

• If an LUA submits an Employer Assurance within 90 

days of the Certificate of Eligibility being issued, 

then the educators case will be reopened and the 

COE will be converted.  



QUESTIONS? 



Collaborate with us 

Start the conversation Post your questions on our 
conference Padlet! 

 There will be a Q & A session 
at the end of the day. 

 
http://bit.ly/certconf  

 

http://bit.ly/certconf
http://bit.ly/certconf

