Reqistration and Application Instructions for Non-Certified Educators

Step 1: Go to www.education.pa.gov

Step 2: On the left side of the page under “I WOULD LIKE TO...” click “Access TIMS
(Certification Application System)”

PDE PARTNERS NEWS

State Library Department of Human Services to Refine
State Board of Education Keystone STARS Program

Professional Standards & Practices Commission Departments of Health and Education Propose
Changes to Pennsylvania's School Immunization

| WOULD LlKE TO Requirements
/ Department of Education Releases 2015 School
Performance Profile Scores and Keystone Exam

Access My PDE Suite

Access TIMS (Certification Application System) Results

Step 3: If you need a username and password, click “Register”. After completing the
registration process, enter your username and password and “Log In”

If you already have a username and password, “Log In”

@ pennsylvania

DEPARTMENT OF EDUCATION

pennsylvania Y

s MyPDESuite Application Login Screen

Welcome to the application login screen to access your personalized account.

If you are a citizen and have an existing account, enter your Username and Password. If you are a Commonwealth employee, please
insert the appropriate domain name in front of your username (example: cwopalusername).

Username: | |

Password: | |

If you are a citizen and do not have an account, please click on the Register link to register for a new account.

Reaqister | Forgot Password | Profile

Step 4: The first time you log in you will need to enter required information in order to create a
new Professional Personnel ID (PPID) or link to an established PPID


http://www.education.pa.gov/

Establish Teacher Information Management System (TIMS) Profile (7))

This one time registration process requires the following information to be provided:
1. If you hold a PA certificate, enter the information that was provided at the time of issuance of your latest PA certificate.
2. If you do not hold a PA certificate, enter your SSN, Date of Birth, and Current Official Name as it appears on legal documents.

= SSN:|

|

= Confirm SSN:| |

* Date of Birth (MM/DD/YYYY):[ / / |
|

|

= Official First Name:|

* Last Name:|

Middle Initial:[ |

= Citizenship Statusl——SeIect—— |

Privacy Policy | Security Policy | Home | Employment Opportunities | Contact Us | FAQ
This site is best viewed with Internet Explorer 7+ and Mozilla Firefox 3.0+ browsers and a screen resolution of 1024x768.
Copyright @ 2011 Commenwealth of Pennsylvania. All rights reserved.

After clicking “Continue”, you should get this message

Message from webpage _u
—

] . We have your PPID as- on file in TIMS, Please make a note of
this for future reference.

Step 5: On your TIMS dashboard click “New Credential Application”
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Step 6: Select “Non-Certified Educator Designation (2000)” as the Requested Credential Type

Select Credential Type and Subject Area to be requested ©

Bequested Credential Type™ & .
[Fon- Certifed Educator Dengnaten (2000) 7| *DONOT USE THIS APPLICATION TO APPLY FOR AN EMERGENCY PERMIT® NOTE: GN STEP 5, YOU ARE REQUIRED TO ENTER AN ASSIGNMENT WITH YOUR CURRENT EMPLOYER!

Step 7: Select “Non-Certified Educator PK-12 (20000)” as the Subject Area

Recusited Conifcation Subject Arasis)” U

ek hte 10 Sl areato
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Step 8: Click “Continue”, then click “Yes” to the question “Are you sure you want to proceed with
this application?”

Step 9 Background Questions: Answer the required background questions, check the box at the
bottom under “Affidavit” then click “Next”

New Credential Application
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Step 10 Demographic Details: Enter the required demographic information then click “Next”

New Credential AppBcation

Credential Type : Non-Cérthed Educator Designation Application 1D: 469659

Sublect Area : Non-Certfied Educator PK-12 {20000} Application Status: Incomplete
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Step 11 Education Details: At least one education record is required. If one already exists, click
“Next”; if not click “Add New” and add your highest level of education.

New Credential Application

Credential Type : Non-Centified Educator Designation Apwlication ID; 195659
Subject Area : Non-Certified Educator PK-12 (20000 Application Status: Incomplate

Step 3 : Education Details [+ ]:]

L7]

Flease cormect the following errors
= At least ONE education record is requined,

o aducation records antered, dick the Add New button

Click the hyperlink “Click here to search” in order to search the list for your institution.

Add Hew Record
- N Conkace Oficial Detads
Enabitubon Name

Institution Addrens™
[nddress Ling 1

laddress Line 2
ity - Subect < e

If you cannot find your institution, check the box next to “Institution not in the list above”, type
your institution in the available space and click “Include”



Select Institution

Search and select institution to be included
| | search |

Mo records found for entered search critt_—:tria. Modify your search criteria and try
again.

[l Institution not in the list above

Mote: Enter complete institution name. Do not enter abbreviations.

You must then select “Country” and enter the Institution Address (only for U.S. institutions), then
click “Save”
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Click “Next”

Step 12 Certification Details: Click “Next” unless you want to add an Out of State certification

Step 13 Work Experience Details: You must enter your current employer and then add an
assignment. Click “Add New”

New Credential Application

Credential Type : Non-Certified Educator Designation

Apglication 10 859650
Subject Area : Non-Certified Educator PK-12 (20000 Application Status: Incomglets
Step 5 : Work Experience Detals AEBA

[ There is v work experience information on file for this Apphcant. Chck the Add New button bslow to add work experience.
Do nat inchsde student teaching as work experioncs,
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Click the hyperlink “Click here to search” in order to search the list for your employer (institution)
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Emter Work Experience Details
Following is the kst of work expenence records we aready have on fe.

You currently da net have work expenence domation entered for ths institution. Chck bk below to




If you cannot find your employer (institution), check the box next to “Institution not in the list
above”, type your employer in the available space and click “Include”

Select Institution

Search and select institution to be included

AUN Number Institution Name

[Tl

L]

0
1

124150002 21st Century Cyber CS Select
103020407 A W Beattie Career Center Select
119350303 Abington Heights SD Select
123460302 Abington 5D Select
102020003 Academy CS Select
125230001 Achievement House CS Select
300020150 ACLD Tillotson School Select
126514368 ACT Academy Cyber CS Select
126510015 Ad Prima CS Select
108110307 Admiral Peary AVTS Select

Institution not in the list above

NMote: Enter complete institution name. Do not enter abbreviations.

IPDE x|

You must then select “Country” and enter the Employer Address (only for U.S. institutions)

Addd Mew Rocard
Entor Institution Details

Contact Official Details
et e Lat Maena

Chck nere 2 SAMCH pong rmad dcddass
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Tntor Work Dxperience Delails®
Folgwing 15 the kst of work experience records we already have on file,

Vius cuarantly do not have work exparents nfsrmation sefred for this nsttution. Clhek Add/Tebt Inchude Assigriments bk Bakow to addlsdt th rdomation,

ek here to add new assiaoment

Click the hyperlink “Click here to add new assignment



Add/Edit Work Experience Assignment (7))
Add/edit your assignment at PDE.
Assignment Location =

Assignment =

Grade Level™
) single Grade Level () Multiple Grade Levels

Low Grade Level High Grade Level

I——Select——. I——Select——.

Assignment Start Date Assignment End Date(MM/DDNYYY)(Enter today's date, if yvou are still
(MM/DDMYYY )™ employed)®

% Worked/Day™ 9 Worked/Week™ x

64| cance

Enter all required information, click “Add” then click “Save”
Click “Next”

Step 14 Proof Item Details: Click “Next” (In most cases, no proof items are required to be sent to
PDE. If anything is needed, you will be contacted via email)

Step 15 Application Summary: Review the application summary, read the Code of Conduct
section and check the boxes at the bottom of the page, then click “Proceed to Submit”

Foes & Paymants
Caloutated Fees: $0.00

Codn of Conduct
That Banrsivhoania Code of Professional Practice s Conduct o fiducaboes, which miry bi foursd an tha POE ) sits borth tha standands For Bl | fee & 2 prof  nehaatoen ara arpected Lo (st thermashat in averdanes with
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By prvmring the Submit button and contiruing, | underBzand Hhr | 4 grang parmirsion [ i ncikated highar sdutalion FEtEubion and/or smakoying INEITUN 1o view iy CRERCIDON Aonlcation and profile wiich & NEcRESIY for the INETtulion fo complets 3 poton of my acplcation

There is no fee for this application

Step 16 Congratulations: Your application for the Non-Certified Educator Designation has been
submitted and is waiting to be reviewed by PDE.

Congratulations! L

s Doan subaitted sisceassiullyt Mease prit & capy of this nacaipt for your records. [ |
Application 10 195450
Application Status: Awatng Evaluation
Yo

Action Required From you: i any sction is regured from rou, instructions will be providad below,

Once approved, you will be notified by email. You will then be able to log into your TIMS
dashboard and print a copy of the designation. Employers will also be able to view your
designation on the TIMS Public Website, www.teachercertification.pa.gov



http://www.teachercertification.pa.gov/

