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4.4 Submitting to PDE

Only Superintendents and Chief School Administrators have the authority and ability to submit requests
for Permits to PDE. When logging in, you must choose (and be approved for) this role in order to take
further action on Permits.

ennsylvania
) JF ED IN

ATIC
TI M s Teacher Information Management System

TIMS Agency and Role Selection

You either have access to multiple Agencies or are provisioned in multiple
Roles within Agency. Flease make a selection of Agency that you represent
and Role that you would like to assume for accessing TIMS application in
this zez=zion.

Agency

Albert Gallatin Area SD [+

Role

Superintendent Or Chief School Administatan_

From the Home Screen, click on one of the numbered counts next to “Ready for Submission”.

TIM s Teacher Information Management System Albert Gallatin Area EDI' pErintE:n.:ls;tLgrerl! 3 Administator
Home | Messages | Search | Permits | Logoff o
Welcome to TIMS! L7)
e —

Unassigned New Messages 1 Review Not Started

My New Messages ( Under Review (

o

My Inbox 0 Submitted To PDE 22
My Sent Messages 3
Search Affirmations
Chief School Administrator Affidavits
Permit Requests (School Year 2011-2012) Review Not Started 0
) Type Type Type Type Type Under Review 0

Permit Request Status 01 04 06 o8 None .

. . Submitted To PDE a
Submitted by Applicant 0 0 o] o]

SR

Ready for Submission ﬁ

Submitted to PDE

o
o

1

(=1

Search Affidavit

o

(SRR
o

(=101 %]
ol
o

Denied by LEA

=

Approved by PDE
Requires Audit by PDE

[=R =1

oo
oo
oo
oo

Denied by PDE

o
o
o
o

Search Permit Requests

You will be directed to the Search Results page.
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Search Permit Request

PPID: “Permit Request Status:| Ready for Submission D
Last Name: “School Year:| 2011 - 2012 D
First Name: Permit Type: Emergency Permit: LT Sub with No Educational Obligation (4) D
SSN: Subject Area:| - Select Certification Subject Area - D

DOB (MM/DD/YYYY) :

Permit Request Number:

Search Results

SSN Applicant Bachelor's School

PPID (Last 1) Name D Year Permit Type Subject Area b uvest Status W
Emergency Permit: LT Sub .
Hester 2011- h Accounting 7th-12th Ready for .
8180515 0539 Kipper 02/22/1971 No 5012 with No Educational (1610) Submission O | view
Obligation
Emergency Permit: LT Sub =
o= 2011- ¢ Audio-Visual Comm Ready for
7540232 0540 Hester Dixie 02/22/1971 No 5012 with No_Edu_cat\ona\ Tech 7th-12th (2510) Submission [ | view
Obligation
Emergency Permit: LT Sub .
. 2011- k Biology 7th-12th Ready for .
3430959 0233 SmithJohn | 01/01/1975 No 5012 with No Educational (8405) Submission O | view
Obligation
Emergency Permit: LT Sub
3430959 0233  Smith John | 01/01/1975 No 2011- with No Educational English 7th-12th Ready for | 1y
2012 E— (3230) Submission
Obligation
~ Emergency Permit: LT Sub
5204296 0558 NEWCOMEr 44501978 No 2011 with No Educational Health K-12th (4810) Ready for | [ | yjaw
Meil 2012 Obligation Submission

To view a Request, click on View.

Home | M

| Search | Perm

Search Permit Request

PPID: “Permit Request Status:| Ready for Submission D
Last Name: “School Year:| 2011 - 2012 D
First Name: Permit Type:| Emergency Permit: LT Sub with Mo Educational Obligation (4) D
SSN: Subject Area:| - Select Certification Subject Area — D

DOB (MM/DD/YYYY) & Permit Request Number:

Search Results

SSN School

Year

Bachelor's
Degree

PPID Amp:i;:nt Permit Type Subject Area Request Status

(Last 4)

Emergency Permit: LT Sub .
Hester 2011- - L Accounting 7th-12th Ready for
§180515 0539 Kipper 02/22/1971 Mo 3012 with gglgi:i%aglona\ (1610) Submission 1 Yiew
Emergency Permit: LT Sub S
s 2011- t : Audio-Visual Comm Ready for 3
7540232 | 0540 Hester Dixie 02/22/1971 Mo 2012 with No Educational Tech 7th-12th (2510) Submission O | view
Obligation
_ Emergency Permit: LT Sub _
3430959 0233  Smith John | 01/01/1975 No 2011 with No Educational Biolagy 7th-12th Ready for 1 yiay
2012 (8405) Submission
Obligation
Emergency Permit: LT Sub
3430059 0233 SmithJohn | 01/01/1975 No 2l with No Educational English 7th-12th Ready for | 1 | yiay
2012 2 (3230) Submission
Obligation
_ Emergency Permit: LT Sub
5204206 | 0558  MNeWCOmer 4501078 No 2011 with No Educational Health K-12th (4810) Ready for [ yiay
Neil 2012 Submission
Obligation
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From this screen, you may view all information pertinent to this request.
TIM S Teacher Information Management System “;:T;‘;T_tmgallati" Ares 5D

Certifying Officar

Home | Messages | Search | Permits | Logoff Help & Support
Permit Request Detail Back to Search L7)
Applicant Last Name: Smith Applicant PPID: 2420959 Permit Request Status: Ready for Submission
Applicant First Name: John Applicant SSN: 222-33-0233 Permit Request Number:
Date of Birth:01/01/1975 Contact Phone:71{7-123-4567
Gender: Male Email Address:tester3@pa.gov

Permit Request Details
School Year:™
Permit Type:™ Issuance Instance

First Issuance

Certification Subject Area:™

* denotes a required field.

Click “Back to Search” to return to the Search page.

= - —— — c Welcome
Cl C ( S
Teacher Information Management System R e e

Certifying Officar

| Search | Permits | Logoff
Permit Request Detail Back to Search L7)
Applicant Last Name: Smith Applicant PPID: 2420959 Permit Request Status: Ready for Submission
Applicant First Name: John Applicant SSN: 222-33-0233 Permit Request Number:
Date of Birth:01/01/1975 Contact Phone:71{7-123-4567
Gender: Male Email Address:tester3@pa.gov

Permit Request Details
School Year:™

Permit Type:™ Issuance Instance
First Issuance

Certification Subject Area:™

* denotes a required field.
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If satisfied with this Request, click the box next to the request and then click “Proceed to
Submit”.

| Search | Perm | Logoff
Search Permit Request (?)
PPID: “Permit Request Status:| Ready for Submission D
Last Name: “School Year:| 2011 - 2012 D
First Name: Permit Type: Emergency Permit: LT Sub with No Educational Obligation (4) D
SSN: Subject Area:| - Select Certification Subject Area — D
DOB (MM/DD/YYYY) : Permit Request Number:

Search Results

SSN Applicant Bachelor's  School - - X
PPID (Last 4) Name Degree Year Permit Type Subject Area Request Statu:
Emergency Permit: LT Sub .
Hester 2011- k Accounting 7th-12th Ready for
8180515 0539 Kipper 02/22/1971 No 2012 with No Educational (1610) Submission [ | view
Obligation
Emergency Permit: LT Sub S
2z 2011- 4 Audio-Visual Comm Ready for
7540232 0540 Hester Dixie 02/22/1971 No 3012 with No _Edu_cat\onal Tech 7th-12th (2510) Submission [ | view
Obligation
Emergency Permit: LT Sub .
2011- ; Biology 7th-12th Ready for
3430959 02332 Smith John | 01/01/1975 No 3012 with No Educational (8405) Submission View
Obligation
_ Emergency Permit: LT Sub _
3430959 0233  Smith John | 01/01/1975 No 2011 with No Educational English 7th-12th Readyfor | yiaw
2012 (3230) Submission
Obligation
Emergency Permit: LT Sub
5204206 0558 | NEWCOMEr | 4000/1978 No 2011- with No Educational Health K-12th (4810) Ready for | 1 yjay
Meil 2012 Obligation Submissian

—)

Alternatively, you may approve all requests for submission by clicking on the box next to each Request
and then clicking “Procced to Submit”.

Home | Mes £ | Search | Permits | Logoff
Search Permit Request (?)
PPID: “Permit Request Status:| Ready for Submission D
Last Name: “School Year:| 2011 - 2012 D
First Name: Permit Type: | Emergency Permit: LT Sub with Mo Educational Obligation (4) D
S5N: Subject Area:| - Select Certification Subject Area - D
DOB (MM/DD/YYYY) ¢ Permit Request Number:

Search Results

PPID SSN Applicant Date of Bachelor's School

(Last 4) Name Birth Serees Year Permit Type Subject Area Request Status
Emergency Permit: LT Sub
Hester 2011- - L Accounting 7th-12th Ready for .
8180515 0539 Kipper 02/22/1971 MNo 2012 with No Edu_catlonal (1610) Submission View
QObligation
Emergency Permit: LT Sub 20
g 2011- t 2 Audio-Visual Comm Ready for
7540232 0540 Hester Dixie 02/22/1971 No 2012 with gglgg%cuaﬁlonal Tech 7th-12th (2510) Submission View
_ Emergency Permit: LT Sub _
3430959 | 0233 Smith John | 01/01/1975 No 2011 with No Educational Biology 7th-12th Ready for View
2012 (8405) Submission
Obligation
Emergency Permit: LT Sub =
3430959 0233  Smith John | 01/01/1975 No O with No Educational EncishiAb 12 Readyjion view
2012 2 (3230) Submission
Obligation
_ Emergency Permit: LT Sub
5204296 0558 H:i‘fc"me' 10/20/1978 No %gg with No Educational Health K-12th (4810) Siiffi;;%; View
Obligation

- =

* denctes 3 required field.
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For this example, we will choose the first Request and “Proceed to Submit”.

You will then be directed to the Affirmations page. Note that the system automatically calculates the
fees for this request. This is also the page where you will be asked to affirm your role and authority to

approve this Request.

= Welcame
TI M S Teacher Information Management System e (T

Certifying Officer

Home | Messages | Search | Permits | Logoff Help & Support

Permit Request(s) Summary Back to Search
Please review the permit request summary, complete the permit requestor details and proceed to submit.

Permit Request Type: Emergency Permit: LT Sub with No Educational Obligation
Emergency Permit Year: 2011-2012
Total Number of Requests: 1
Fees Per Request: 100.00
Total Amount: 100.00

Permit Requestor Details

Contact Official Information™ _
- Select Contact Official - D

First Name Last Name

Contact Phone Email Address Name™* Date™

* denotes a required field.

Click the dropdown next to “Contact Official Information” and choose your name from the list.

TI M S Teacher Information Management System i

Albert Gallatin Area SD
Certifying Officer

Home | Messages | Search | Permits | Logoff Help & Support

Permit Request(s) Summary Back to Search

Please review the permit request summary, complete the permit requestor details and proceed to submit.

Permit Request Type: Emergency Permit: LT Sub with No Educational Obligation
Emergency Permit Year: 2011-2012
Total Number of Requests: 1
Fees Per Request: 100.00
Total Amount: 100.00

Permit Requestor Details
Contact Official Information™
- Select Contact Official - D
First Name Last Name

Contact Phone Email Address

* denotes a required field.
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When you choose your name, most of the information below is then populated for you.

B - b AN c Welcome
TIM S Teacher Information Management System e e s

Certifying Officer

Home | Messages | Search | Permits | Logoff Help & Support

Permit Request(s) Summary Back to Search
Please review the permit request summary, complete the permit requestor details and proceed to submit.

Permit Request Type: Emergency Permit: LT Sub with No Educational Obligation
Emergency Permit Year: 2011-2012
Total Number of Requests: 1
Fees Per Request: 100.00
Total Amount: 100.00

Permit Requestor Details

Contact Official Information™

Test1 Userl

First Name Last Name

o
§
Ey

Contact Phone Email Address Name*

However, you must click on the box next to the affirmation statement and type in your name and the
date indicating your affirmation before proceeding.

= - — T = Welcome
TIM S Teacher Information Management System e .

Certifying Officer

Home | Messages | Search | Permits | Logoff Help & Support

Permit Request(s) Summary Back to Search
Please review the permit request summary, complete the permit requestor details and proceed to submit.

Permit Request Type: Emergency Permit: LT Sub with No Educational Obligation
Emergency Permit Year:2011-2012
Total Number of Requests: 1
Fees Per Request: 100.00
Total Amount: 100.00

Permit Requestor Details

Contact Official Information™

Test1 Userl

First Name Last Name

Contact Phone Email Address Name™ Date™
t1 10/31/2011
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When finished, click on “Proceed to Checkout”.

Albert Gallatin Area SD
Certifying Officer

TIM S Teacher Information Management System REEE

Home | Messages | Search | Permits | Logoff Help & Support

Permit Request(s) Summary Back to Search
Please review the permit request summary, complete the permit requestor details and proceed to submit.

Permit Request Type: Emergency Permit: LT Sub with No Educational Obligation
Emergency Permit Year: 2011-2012
Total Number of Requests: 1
Fees Per Request: 100.00
Total Amount: 100.00

Permit Requestor Details

Contact Official Information™

Test1 User1 D
First Name Last Name
Contact Phone Email Address me Dste™

1

10/31/2011

—

You will be directed to the “Payment Processing and Application/Request Submission” page where you
will be required to fill out the required information before proceeding. Note the fee amount may be
found in the upper right corner of this web page.

TIM s Teacher Information Management System Albert Gallatin Are. : i e

Home | g rch | Permits | Logoff
Payment Processing and Application/Request Submission Back to Previous Page
Request Type:Emergency Permit: LT Sub with Educational Obligation Total Fee Amount:100.00

Payments can be made by Credit Card, Money order, or by Subsidy Account{only by LEA).

1. If you select Credit Card option, you will be prompted to enter credit card information enline.
2. If you select Money Order option, you will have to send the Money order made out to the "Commonwealth of PA" with the covers)
process.

3. If vou select Subsidy Account, payment will be processed through your Subsidy account with PDE.

rinted at the end of the

Billing Information Payment Information

Full Name Select the Payment Mode
CreditCard  [«]

e o == T 18

Credit Card Number

City —Select— [=] zip

Expiration Date
SeptemberE 2011E
CWM Value

[The 2 or 4 digits imprinted on the back or frent of your credit
card)
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Once the information has been supplied, click “Process Payment and Submit Application”.

Teacher Information Management Sy:

Administator
| Search | Permits | Lo

Payment Processing and Application/Request Submission Back to Previous Page

Request Type:Emergency Permit: LT Sub with Educational Obligation Total Fee Amount:100.00

Payments can be made by Credit Card, Money order, or by Subsidy Account{only by LEA).

1. If you select Credit Card option, you will be prompted to enter credit card information enline.

2. If you select Money Order option, you will have to send the Money order made out to the "Commonwealth of PA" with the coversheet printed at the end of the
process.

3. If you select Subsidy Account, payment will be processed through your Subsidy account with PDE.

Billing Information Payment Information
Full Name Select the Payment Mode
Anyone Unknown Credit Card E|
Address

i o pocover e .
123 Main Street visa @ o el 5
Address Line 2 X

Credit Card Number

New York New York [=] 12345 1234567393765

Expiration Date

September E| 2011 IZ|

CVM Value
000 [The 3 or 4 digits imprinted on the back or front of your credit
card)

Teacher Information Management S T s

| Search | Permits | Logoff
Payment Processing and Application/Request Submission Back to Previous Page

Request Type:Emergency Permit: LT Sub with Educational Obligation Total Fee Amount:100.00
Payments can be made by Credit Card, Money order, or by Subsidy Account{only by LEA).

1. If you select Credit Cgrmst—* ihlele = - == S = =

2. If you select Money Of Message from webpage | =
process.
3. If you select Subsidy A

n of PA" with the coversheet printed at the end of the

& Are you sure you want to submit this payment and the application.

Billing Information Once submitted, application can not be edited? nfermation
Full Name Payment Mode
Anyone Unknown !
Address QK ] ’ Cancel ] -
123 Main Street P pscover T m
Address Line 2 .
Credit Card Number
New York New York [x] 12345 1234567898765

Expiration Date

September E 2011 E

CWM Value
oo [The 2 or 4 digits imprinted on the back or front of your credit
card)

Click “Cancel” to cancel the Application. Click “Ok” to continue and finalize your transaction.
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