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

Welcome: BEUBELE GUM
Certification ID: 1459791

GaP5C Home FAGQGs Change password Account Logowt

Azsessments Applications Documents Payment Correspondence Program edTPA

Enrollees in traditional educator preparation programs cannot take a GACE content assessment until made eligible
by their program provider. Educator preparation program providers report your enrclliment, and you must claim
yvour enrollmant you were made eligible to test. Eligibility to take a GACE assessment depends on many factors

which vary from provider to provider.
GaTAPP candidates do not need to confirmm their program providers.

For GACE information and registration visit the GACE website at www.gace.ets.org

Enrollment

Georgia Professional

Standards Art 0E/12/2013 Bachslor of Arts
Coommission
You confirmed these programs at GaPSC approved program provider. If vou believe this is a mistake, please

contact mail@gapsc.com for further assistance.

Details

Confirm programs for another provider



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

ONLINE APPLICATIONS - PRESERVICE

e Students must CLAIM program immediately [asap]

— This requires the person to be in TPMS correctly

An automatic email is sent when an educator is enrolled in TPMS stating

Steps to Verify Program Enrollment:
1.
2.

Login to MyPSC, click on ‘Programs’ tab.

On ‘Programs’ tab, select your ‘Program Provider’ and enter your ‘Student ID’,
click ‘Submit” button.

A list of programs in which you are enrolled with the selected program provider is
displayed along with a ‘Confirm’ button.

Verify the program(s) information by clicking on ‘View Details’ link and if the
information displayed is correct, click on ‘Confirm’ link.

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

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

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

e EPP submits complete application through
ExpressLane



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

Quick Lookup S5

Certification ID |

Eo|

Effective Monday, June 22, 2015, to contact the GaPSC call center inside the metro Atlanta calling area, please
call 404-334-64462. For outside the metro Atlanta area, within the state of Georgia, please continue to use 800-390-
6698, These numbers are available M-F, 8:00 am - 4:30 pm, excluding holidays.

MNOTE:

On Mondays, Wednesdays and Fridays, voicemail will no longer be available on the HR line. ¥our call
will go into the HR specalist phone gueue and will be given priority over calls im non-HR queuss, On
Tuesdays and Thursdays, voicemail will be available if the HR Specialists are assisting other HR line

callers, and your call will be returned in the order in which it was recerved. You may also continue to
use the Certification Helpdesk email to contact us at certhelp@gapsc.com.

Please remember not to share these numbers or email with the general public.

Update your contact information on CMS today!

We are utilizing CM5 as our sole source of contact information for sending important updates, information on policy/rule changes, event
registration, and all other announcements. Send any questions vou may have to Naguita Smith at Maguita.smith@gapsc.com.

CERT

O Message Center

My Certs last updated on
6/27/2016

If you need assistance...

UNSAT

' Certification Update

Certification Resources
Certification Training Library
ICP Training Video

G53 Tramning Video

Expresslane

q Downloads

Certification Applications and
Forms

Pre-Service Certificate Application

CLAIMS Application

%Liks

PSC Honfe Page

Georgia fchool Supernntendents
Associatipn

Georgia Pepartment of Education




e' ; \“ & http://www.gapsc.org/ (=) Georgia Professional Stand... *

File Edit View Favortes Tools Help
Georgia Professional
Standards Commission

Protecting Geory gher Standard of Learrang

Please Signin (4

Due to budget and staff reductions...

* We no longer accept "walk-in" visitors.
* Our Call Center is closed on Tuesdays and Thursdays.

We can still help you!

s Use your MyPSC account to track the progress of your application and print your

certificate.
Our Call Center (800) 869-7775 is open from &:00 am to 4:30 pm, Monday,

Wednesday, and Friday except for state holidays.

Email us at mail@gapsc.cor

Username: Forgot username?

vsername: [ paceword: Forgot password?

Password:
Sign In




ERIFICATION OF LAWFUL PRESENC

OUCC A E 5026 1(e)2) Affidavit

By executing thi= affidavit under oath. as an applicant for a Georpia Edocator Certificate/Licensze, as
referenced n OLCAG AL § F0-36-1. from the Georgia Frofessional Standards Commission, the undersigned
applicant verifies one of the following with respect to application for a public henefit:

Iy Lam a United States citizen.

2y I am a legal permanent resident of the United States.

3) I am a qualified alien or non-immizTant mder the Federal Immwpration and Natsonality At
with am alien mumber issued by the Department of Homeland Ssomrity or other federal
i pration agEncy.

hiyihmmni:u]snuihfﬂ!ﬂanmnfﬂnﬂmﬂﬁmmy:mm
i pration agency i

The mdersipned applicant alse hereby verifies that he or she is 18 years of ape or older and has prosvided at
least ons secure and verifiable docmment, as required by OLCGA . § 50-38-1{e) 1), with this affdasdt.

The seome and werifiable docmment provided with this affdawit can best be dassified as:

In makinz the above represenation wnder cath, I understand that any person who kpoowinsly and whillfully
makes 3 false Scdtions, o Tvpdulent s@ement or represeniaton m an affdavit shall be goilty of a veolation
of O.C.GA 5 161030, and face crimenal penalties as allowed by soch crioniral stahate.

Exscatedin (i), (state]).




VERIFICATION OF LAWFUL PRESENC

0.CGA §50-36-1eN2) Affidanit

& s i i e o e o . Select the ONE option

referenced in Q.C.GA. § 50-36-1, from the Georgia Professional Standards Commission, the undersizned
applicant verifies gne of the following with respect to application for  public benefit:

g —— the affidavit that appli

) Tam a Jegal permuanent resident of the United States

e * Fill out all sections

My alim mmber | mwmmumofﬂmﬂmsﬂmy o ot fdenl

g * Make sure the ap

‘The umdersigped applicant also hereby verifies that ke or she is 18 years of age or older and has provided at
Ieast oma sacure and verifisble document, a5 required by O.C.GA. § 50-36-1(2)(1), with this affidavit.

hmakmgﬂubm:qmmmmhmt.lmmdﬁluypmmmwmmﬂﬁm
makes 3 false fettious, or Taudulant statement or representation m an afidavit shall be guilty of 3 violation
of 0.C.GA §16-10-20, and face criminal penalties a3 allowed by such criminal safite.

Executedin {city). fstae).

Siganre of Applicant

Tt Name of Appiam




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 (ifenroliedin 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.

e GCIC Review:

— Standard processing

* Pre-Service Request:
— Check MyPSC Hold Letter [Also available in .org]

 GCIC Review: “Holding”
— Contact Ethics




ye0rgia Professiona
Smn(Tai da Commission

Protectmg Georgaa's Higher Standard of Learmng Home Change Password Update Profile Logout

Welcome, Ashley Sanders

Go|

ate of Georgia, please continue to use 300-330-
ing holidays.

On rﬂnqdaysr B'Jednesda!}fsl and Fridays, unicemai! Wi USE QU'CK LOOKUP FOR:

will go into the HR specialist phone queue and will b

Tuesdays and Thursdays, voicemail will be available
callers, and your call will be returned in the order in > VLP StatUS

use the Certification Helpdesk email to contact us af > Exceptional Ch”d StatUS
Please remember not to share these numbers orema %, Fq\ cator’s certificate level and history
Case History
Documents Received and On-File
We are utilizing CMS as our sole source of contact infarmation for sef
registration, and all other announcements. Send any questions Test Results
Correspondence

Update your contact infg




PRE-SERVICE: Not Needed

Professionally certified teachers [excluding COE
nolders]

Permit holders

f 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

e VLP [if needed]

e TPMS Completion Form
* Tests

e Official transcripts



ONLINE APPLICATIONS — ADD FIELDS
AND UPGRADES

Online application

VLP [if needed]

TPMS Completion Form

Tests

Official transcripts

Fee or Employer Assurance Form



Home Credential Assessments Applications Documents Payment Correspondence Program edTPA

r
n
L]

Applications

Apply for Certification

Click here to complete the online application or upload documents.

nsaction(s) and only im 1 format (for example, do not submit a paper wersion of the same online application form you submit or vice

tﬁ Submitting multiple, duplicate application formns may significanthy slow your case processing time. Subrnit only 1 application form per
ra
ersa; do not submit an application form if your employing school system or program hasiwill submit if; eic.).

Submitted applications

Details Transaction Description Created Status

E Initial - Out-of-sta..__. 1112372016 Case Created 112372016 upload

Case History

Cerntification applications (including those for name change, renewal, and any other action reguiring an
application form) generate cases that are processed by our Certification staff. “When a case is first created, it will
not have a status listed below. ‘When Certification staff begin to process the case, the status will be Open.



Hamea Credantial Asseassmants Applications Documants Paymeant Correspondance Program eadTPA

Apply for Certification

You may open an online application for certification regarding the topics listed below. Requests
for NHon-Renewable certificates and Waivers must be submitted by yvour employer. Educators
employed by a Georgia public school must apply for renewal through their employer's Human
Resources department; renewal applications submitted through My P SC by Georgia public
employees will be denied.

O Submit documentation - this WILL MNOT open a case
O MName Change

I Initial - Qut-of-state Ceriificate
[ Initial - Program Completion

| Back
Case History

Certification applicat {including those for name change, renewal, and any other action reguiring an
application form) gen ases that are processed by our Certification staff. When a case is first created, it will
not have a status listed bel “When Cerification staff begin to process the case, the status will be COpen.
Holding cases are awaiting m imformation as described in comespondaence available to you on the
Correspondence tab of MyFPSC. ed cases are complete and may result in the geaneration of a new
certificate or license available to vo the Credential tab of MyPSC. Case closure may also result in
cormespondence available to you on the Correspondence tab of MyPSC. Please click here for more information
about monitoring vour application status.

0930516 * Add Renewable 108120116




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



Traditional Program Management System (TPMS)

Search for a Candidate

Georgia State University

Select Cohort Year:

All Years

Select Record Type:

® Current Records O Withdrawn Records O Past Completer Records

Student 1D:

First Mame:

Program Name:
Site:
Status:

Quick Links
Download TPMS Template
Download TPMS User Manual

Search List

]

| --Select program--

vi

| --Select site--

vi

| --Select Status--

vi

FI'ﬂITl:|

-
savons [

| (mm/ddiyyyy)  To:| (mm/dd/yyyy)

Add New Candidate




Student Information Screen

Student ID:
Certification ID:

First Name:
Middle Name:
Last Name:
Suffix:

Email Address: “

DOB: I

Clinical Practice Begin Date: I—

Clinical Practice End Date: |

CoopTeacherlCetID: [

Classroom Hours: l—

CoopTeacher? CetD: |

Classroom Hours: l—

CoopTeacher3CetD: |
l—

Classroom Hours:

MyPSC Confirmation Date: |03/05/2014

TPMS

| o=

vover [

Program:  |Teacher Leadership : Initial

Initial Teaching Program?:
Program Start Date:
GACE Eligible:

Ethics Exit Eligible

EdTPA Eligible
Pre-Service Certification?
Program Completion:
Degree Awarded:

Ethics Admission Status:

Degree:

Mo - Not enrolled in teaching program

|D§.-'l]7.|'2ﬂ12
|Nu

|ND Mo Aligned Ethics Exam
|ND Mo Aligned EATPA Exam

C
—
—

No Aligned Ethics Exam

[Master of Education

Recommended for certification: I

Admission GPA:

Exit GPA:

EdTPA Eligibility Date:
Certification Field A:
Certification Field B:
Endorsement 1:
Endorsement 2:

Endarsement 3:

Withdrawn from Program:

—
—
—

ITEACHER LEADERSHIP

!
!
!
—

Business Rule - 1

Nao Aligned GACE Exam




Student Information Screen

[
[ e
-
[Kesty
—_—
(o I
—
peme s ss i)
SR

DO8:
Clinical Practice Begin Dute: [
Clinical Practice End Oste: [
Cocp Teacher! CertID:

Classroom Hours:

Coop Teacher2 Cert ID:

Classroom Mours:

Cocp Teacher3 Cert ID:

Classecom Hours:




TPMS IN CERTIFICATION

Verity Program Start/Completion Date
Verity type of program

Verity degree or cert-only

Special GA Requirements



PROGRAM DETAILS

EFPFP: Kennesaw State Liniversity
Frogram Start Date: 2013-08-16
Program Completion Date: Z2016-05-11

CeartificationEndorsement Field(=):

EARLY CHILDHOOD EDUCATION (P-5) - FLDE02
READING ENMODORSEMENT - FLDE33

DEGREE INFORMATION

The certfication program the applicant completed led o the degreea:
Bachelor of Science

The degres was granted on 2016-05-11

SPECIAL GEORGIA REQUIREMENTS

Student Teaching

Date completed: 2016-05-10

Mame of Supervising Teach
Cernt 1D of Suparvising Teac

GACE Basic Skills or Pragram Admissions Assassment
- Requirement met - see candidate's testing record




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



1a Professional
Stan Commission

Protecting Georgia’s Higher Standard of Learning Home Change Password Update Profile Logout
A Welcome, Trey Dunn
Quick Lookup 55N Certification ID Go

Effective Monday, June 22, 2015, to contact the GaPSC call center inside the metro Atlanta calling area,
please call 404-334-64682, For outside the metro Atlanta area, within the state of Georgia, pleaze continue to
use 300-330-86598. The=e numbers are available M-F, 8:00 am - 4:30 pm, excluding holidays.

NOTE:
On Mandavs, Wednezsdays and Fridavs, voicemail will na la nger be available an the HR line. Your
call w |II go into the HR specialist phone queus and will be giv aver calls in nan-HR
gueuss. On Tussdays and Thursdays, voicemail will be R Specialistzs ars
az=is i|"| other HR. line callers, and vour call will be returned | in which it was
received. You may also continue to use the Certification H to contact us at

certhelp@gapsc.com

Please remember not to share these numbers or e general public.

ACRES CLAIMS CERT
UNSAT CAPSLOOKUP PAYOMLINE
) Message Center . Certification Update ¢ Downloads C?*J Links
- e L PS P
MyCerts last updated ol Certification Applicaticns and C Home Fage
Biesielll Forms

Georgia School
~ . Superintendents Aszcociation
If yvou need assistance... - . Superintendents Associatior
Pre-Service Certificate

Application



Georgia Professional
Standards Commussion

Protectng Geonyids Higher tandard ofLearning Home  Change Password  Update Profile  Logout

Welcome, Trey Dunn

(Return to Home Page]

Welcome to the Expresslane

NOTE: A complete certification application signed by the applicant is required for ExpressLane cases
Click <herez for a PowerPoint tutoral of ExpressLane operations, For assistance, email certhelp@gapsc.com

I, Find or enter an applicant

Please enter the applicant’s Social Security Number OR Certification ID
53N OR Certification D Search

I1. Your current and/or recently completed transactions

Records as of 11/10/2016 12:49:24 PN




[Return to Home Page]

Enter or Update Applicant’s Personal Information

Please check and update the following information. If there is an error here, a certificate
might show the wrong name OR be sent to the wrong person,

Title (Mr, Mrz, Ms, etc.]
First Name (required) Xander

Middle Name

Last Name (required) Harris

Suffix {Jr, 3r, 111, etc.)
First Address Line (required) 200 Piedmont Ave

Second Address Line Suite 1702

City (required) Atlanta

State (required) GA

Zip Code (required) 30334

Because this educator is registered on MyPSC, you will not be able to edit the educator's email
address. Please advise educators to update their personal profile information on the MyPSC
website at http://mypsc.gapsc.org.

Email Address (required)
Home phaone 0000000000

Date of Birth (required) 08/01/1930  (mm/dd/yyyy)

Quit [ Save Changes ] [Cuntinue]




ia Professional
Commussion

Home Change Password Update Profile Logout

Welcome, Trey Dunn

[Return to Home

Expresslane

The following actions are possible for Xander Harris, CertID 1146875
Submit documentation - this WILL NOT open a case
Mame Change
Initial - Qut-of-state Certificate
Initial - Program Completion

Initial - System Request

| quit | | Next |

The following infarmation comes directly from our database and i=s current as of 11/10/2018 12:58:37 PM . If vou have any
guestians ar feel there are inaccuracies, please contact us as soon as possible by email at . For questions
concerning educator disciplinary matters, email

Exceptional Children Course: YES

Ficlds in strlezeutfant with 3 RED background have expired. If all fields have expired, the certificate has expired,

First Current Begin End

Type Field Issued Issued Validity validity

ESOT | BARLY CHUDHooD FRUCATION (D S TRD2A3] | 2846 A4 27 | 204604 27 | 28460701 | 2021 0630




Case history
Date Opened Description Evaluator/Clerk Date Closed

Z201e-11-1%8 Initial-Frogram Trey Dunn Open

Documents received and on-file

Date received Description
Z201&-11-18 MyESC Cnline Zpplication
Z01&-11-10 Expresslane Application
Z201e-10-05 MyPESC Online Application
Z201e—-0Z-0Z Tpgrade Zdwvisor — In Field
Z01e—-01-0% MyPESC Online application
Z2015-0&-—-0%5 MyPSC Online application
Z015-03-25 MyESC Cnline Zpplication

Test results are on-file for the following areas...

Description Effective Date
Ezrly Childhood (Passed) Z2013-07-01
Early Childhood (Passed-Professional) Z2011-07-01

The following correspondence has bheen sent to the educator.

Title Date Posted
Wiew HEW - Hold Letter Z201e-11-1a
Wisw HEW - HNon-BRenewzable MNon-Frofessiconal Correspondence Z£013-10-01
Wiew HNEW - PFERMIT CERTIFICATE LETTER Z01=z-05-Z24
Wiew HEW — Hold Letter Z201=2-05-03
Wiew Hold — 2dditional Information Meeded Z01z-04-30

NOTE:'"MEW' appended to the correspondence title indicates that the candidate did not view the correspondence vet.

Mational Board Certified Teacher from 2015-06-10 to 2025-06-10




You have created an ExpressLane transaction for Xander Harris

In order to complete the process you must submit the following documents {or they must already be
on file with the GaP5C):

Complete certification application =igned by the applicant
GACE, Praxiz II or other content test results, or exemption documentation

SUBMITTED BY INSTITUTIONM QR EMPLOYER - Official transcript from college, GA Professional Learning, or
Continuing Education

SUBMITTED BY INSTITUTION QR EMPLOYER - Official transcript showing completion of a GaPSC-approved
program

DO MOT FAX OR UPLOAD COPIES OF CRIMINAL BACKGROUND CHECKS OR CRIMIMAL HISTORIES

You can send the documents to GaPSC using one of the following delivery methods:

D FAX

TupLoAD

1) If you want to fax the asg
application for Xander Harjg

led documents, you must use a cover sheet specific to this ExpreszsLane
n create the fax cover sheet now by clicking the link below, or vou can create
ExpreszLanes page.

27 If wou wan
upload the TI
ExpreszzLans

he azzembled documents as a TIF or FOF file, vou do not need a cover sheet. You can
e now by clicking the Upload butten below, or yvou can upload the file later from the main

Return to the ExpressLane home page

Last Modified 10/12/2016

Thiz page is best viewed using Internat Explorer w5.0 or higher at 800 x 600 screen resolution or above,



EXPRESSLANE UPLOAD

In order to create an online transaction, you may need to provide some or all of the following documentation to the PSC specific to Xander Harris's
application (when included in the list, a complete certification application signed by the applicant is required:)

You are requesting the following transaction(s):

Initial - Program Completion

You are requesting the following field(s):
AGRICULTURAL EDUCATION (5-12)

Use the document list below as a suggested check list. Missing documents and unofficial college transcripts will delay completion of the transaction.

Complete certification application signed by the applicant

GACE, Praxis II or other content test results, or exemption documentation

SUBMITTED BY INSTITUTIOMN OR EMPLOYER - Official transcript from college, GA Professional Learning, or Continuing Education
SUBMITTED BY INSTITUTIOMN OR EMPLOYER - Official transcript showing completion of a GaPSC-approved program

SUBMITTED BY INSTITUTIOMN OR EMPLOYER - Official transcript showing Associate level degree (or equivalent) from a GaPSC-accepted accredited institution

Type any special
_nhotes about the case
here

Please add any comments/notes to the upload transaction. These notes will b > documents.

|

Number of pages

We will accept files no larger than 24 MB. We recommend that you scan the documents in Black and Whit yscale. If the scanned PDF document

is larger than 24 MB, please convert or re-save the document into a Tiff format and upload the docum

Browse

Only PDF and Tiff image formats are allowed. You will only be able to upload documents for this transaction one time. Please make sure you have all the
documentation in multi page PDF or tiff format before you begin upload process.

[ Return to the ExpressLane home page ]




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.

/St documentation « s WILL NOT open 3 case

Nama hanaa



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


mailto:certhelp@gapsc.com

CONVERTING COE

If an LUA subbmits an Employer Assurance within 20
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

" #Driveln2016

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

