Teacher Information Management System (TIMS)

Directions for Creating a New Applicatimstructional | Certification
for Traditional Undergraduates

BEFORE YOU CAN APPLY ONLINE THROUGHLOOWSTHE FOLLOWING MUST BE MET
1.) You must have passed all of the required tests for certification.
2.) It must be the month of your graduation or later.
3.) Final grades must be posted on a final transcript.

Reqister and Log On to T(NiSe: Please use Internet fexmo Firefox browsers)

Access the PDE Portal page at: www.education.pa.gov



4. Click ONext theop

Tab2:Demographic Details

1. Fill out your Demographic Infornsdioe. of the Information will be automatically populated. Please verify.
2. Ignore the OSecurelDO field; you may leave it blank.
3. ClickiNexO at the top.

Tab 3Educatiobetails

1. Please read carefully and follow all Bhegysare Aldxtremelgritical.

2. dick OAdd New.O

3. ClickOClick here to searchO to open the search lexcyhypst Universitythe search line
a. The system will automatically populate the address information
b. You magehve the Contact OfficitdiBeblank
c. Answer the first question @tMESEU received a degree). Once you select yes, new fields will appear for you to fill i

Under degree, select OBachelorOsO; under datghprdhearof your graduation; fill in your final cumulative
GPA with two decimal places (e.g., 3.24)
Click to add a Major Subjesd Select the major subject area that most closely matches yblergtajostat

d. Answer theecond questiovESO, that you attend&aiacataPreparation ProgradPtease note that if you completed the
coursework for more than one subject Mibileylst Universignd are applying for more than one area with this
application (e.§arly Childhood Education #geitt Special Education BBKrou will need to go through these steps
twice to add TWO Educator Preparation Progranoreeéodsiich subject.

i
ii.
iii.
iv.
V.
Vi.
Vii.

Clickd Add an Educator Preparation Program.

For Educator Preparation Program Nam#&ealpptopriate name from the list.

Program Level is OUrafdugte

Program Level Type is OTraditional

Enter Attendance Start Dhate date is when you entered th&ltggjoally May following your sophomore year)
Enter End/Anticipated Graduatioftiidatate will be your graduation date)

Enter your Program GPAi¢thair cumulati@GPA)his must match what is on your final transcript.

4. ClickA&ddO at the bottom.

o

Click OSaveO at the bottom.

6. ClickONextO at the top.

Tab4: Survey Questions

Double check the rating nurlmasy students say they appear to be backwards.

Tab 5: Certification Details

1. This section should be blank (since you do not currently hold any PA certifications).
2. Click ONextO at the top.

Tab 6 Proof Items Details

1. Transcripts no longer required
2. PAPA or CORE tagtwould be reported héoe. may check your scorefile with PDE from your dasHbO&est scores on fileaO
test does not show, PDE does not have it.

Summary: Application Summary

"HEYHSE!'(



1. Check the two boxes regarding code of conduct and verification. DO NOT click the PDE LINK in the paragraph.
The only outstanding proofyienmeed to subisihe Fee
3. Proceed to Submit

n

Payment and Submission
1. You may pay for your application with a credit card.
a. For a credit card, fill in the appropriaaiitiorvhen you are at the payment screen.
2. Please netthat you must check the status of your application in your TIMS dashboard. You will receive an email from PDE
application is approved.
3. The official copy of your certifiglhtee available in your TIMS dashboardanwiew or print your certfficatel IMFDE no
longer mails the certificates.

Contact: PD&ssistancr Teacher Information Management System (TIMS)
¥Call Center is open Monday, Wednesday and Friday fredm0RPBI AMiesday nddh00 PM and Thursday from 8:@adav. Call
717PATEACHT7177283224) or 7171873356. Live Chat is available when the call center is open.

"HEYHSE!'(





