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The following page will be returned letting you know that your application was successfully completed.
If additional action is required on your part, that will appear on this page as well. In this case, additional
documentation/proof of SSN or namechange is required. Click the hyperlink “Click here to print the
coversheet”.

Teacher Information Management System Welcome Sue Applicant!
Applicant

| Applications | Logoff

Congratulations! Back to Home (7)
Your application has been submitted successful]y!’

‘ Application ID:
Application Status: Pending Documentation
Action Required From you: If any action is required from you, instructions will be provided below.

This application Yguires documentation to be mailed to PDE. Please follow the instructions below.
1. Click here to print the coversheet. This coversheet lists all the documents to be sent.
2. attach all supporting documents to coversheet.
3. Send coversheet and all supporting documents to PDE at the following address:
Bureau of School Leadership & Teacher Quality
Pennsylvania Department of Education
333 Market Street, 3rd Floor
Harrisburg, PA 17126-0333

* danotes a required field.

3.4 Printing the Coversheet

The cover sheet can be printed by selecting the “Click here to print the coversheet” link as identified
above or from the dashboard after application is submitted.

You will see the following message pop up.

A o
pennsylvania
PARTMER DUCATION

TI M S Teacher Information Management System Weicome Sue Applicant!

Applicant

Home | Message: | Applications | Logoff

Congratulations! Back to Home 7]

o

This application requires documentation to b

Your application has been submitted successfully!

)

Action Reqy ill be provided below.
Do you want to open or save this file?

1. Click here to print the coversheet. This cove o Name: PrintFile.pdf
2. Attach all supporting documents to covershd A Type: Adobe Acrobat Dacument
3. Send coversheet and all supporting docume] i )

Buraau of School Leadership & Teacher Qua From: wvew,tims beta.state. pa.us

Pennsylvania Department of Education
333 Market Streat, 3rd Floor
Harrisburg, PA 17126-0333

Open ]l Save ]i Cancel I

* denotes a required field.

While files from the Internet can be useful, some files can potentially
hamm pour computer. I wou do not trust the sowce. do not open or

Privacy Polic = save this file. What's the risk? t Us | FAQ
This site is best viewed wit resolution of 1024x758.
—_—
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Choose “Open” or “Save”. A new window will open with a PDF file as shown below.

[P —

‘ Fle Edt View Document Tools Window Help

Applicant Name :  Sue Applicant
Application Type: SSN Change
Application 1D:

Teacher Certification Application Coversheet

Below is a list of document categories needed. Gather ALL documents, check off category, complete _# Documents. Refer to
number 5 on the instruction sheet.

[] General """""”m # Documents  |Comments
I:] Other ||I|||I|I|||II| # Documents  |Comments

IMPORTANT NOTE: A two page document will open in PDF format. Review BOTH pages of the
document as it provides detailed instructions for submitting required documentation. It is important
that you read and follow all directions closely as this will help ensure that your application is processed
as quickly as possible. Providing the cover sheet, which includes bar codes are used to identify and
process your application within TIMS.

You may save and print this document from the PDF file. Refer to screenshot of the second page of
cover sheet document below. By saving the document to your hard drive you can print the document
later or send it electronically to a PK-12 Educational Entity or an Approved Educator Preparation
Program if necessary. You will be required to submit it to PDE along with the documentation required.
You may return to TIMS and print the cover sheet from your dashboard also.
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Below is the second page of the cover sheet which provides specific information regarding the
requirements for the credential or credential update for which you are applying. The last column
“Application Requirements” identifies the requirements, while the “Acceptable Documents” column
indicates the possible proof items that would demonstrate that you meet the requirements. To
facilitate receipt of the documents and document scanning, these items are categorized in first column,
“Document Category”.

Below the grid are IMPORTANT instructions on how to submit the documentation to meet the

requirements for the credential being requested.

Application Type: SSN Change
Application ID: 655920

Instructions for the Submission of Coversheet and Supporting Documentation

Coversheet lists the categories of all documents required to process your application for certification in
Pennsylvania. Missing or incomplete information/documentation, will delay the processing of your

application. Requirements

Following is the list of documents accepted as proof items to meet the requirements for this application.

Document Category Acceptable Documents Application Requirements
Clearance FBI Clearance or Cogent Registration ID paper |Good Moral Character
General Proof of SSN (copy of SS card) SSN Proof
Other Use only when no appropriate document category

exists.

Note: The following documents cannat be older than a year: Proof documents

Health Certificate

Money Order \

Reference Letters (if required) Important instructions for document submission
Collect the documents identified above Please read all instructions carefully

1. Group the documents by category.

2. ldentify the number of documents (not the sheets of paper) in each category. e.g. a transcript which is 3
pages long, is considered 1 document. Official transcripts must be in a college sealed, unopened
envelope or electronically sent from the college to the PDE.

3. Money Order cannot be expired.

4. Check the box on the coversheet to indicate the correct document category.
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>

" htps://www. tims. beta.state. pa. us/ - Application Payment Confirmation - Microsoft Internet Explorer provided by PA Department o

iPriniFilu[ﬂ.pdf - Adobe Reader
|| Fle Edit View Document Tooks Window Help

& &l $liz @@= g g

| Do not fold,do not staple Applicant Name :  Sue Applicant I
§ Application Type:  SSN Change
} : Application ID:

LA AR

Teacher Certification Application Coversheet

Below is a list of document categories needed. Gather ALL documents, check off category, complete _# Documents. Refer to
number 5 on the instruction sheet.

[] General | |I|||I |||| |||| #Documents  |Comments
I:] Other | |I || |I |||| III| #Documents  |Comments

When finished, you must navigate back to the TIMS system if you have additional updates/changes.
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