Using the GaPSC Online Application

Guide for current and future Georgia educators June 2021
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BEFORE YOU BEGIN!

Employed by a LUA

If you are currently employed by a Georgia local unit of administration (LUA), your Human
Resources department will submit your application and documentation electronically. Coordinate
with your Human Resource personnel.

Personal Affirmation Questions (PAQs)

If you hold a Georgia certificate and have not submitted your Personal Affirmation Questions
(PAQs) during the current academic year (7/1-6/30), please do so BEFORE you start the application
process by clicking Personal Affirmations under your MyPSC Dashboard. Otherwise you will not be
able to submit your application.

Gather and Prepare Documentation

Depending on your certification status and the requested transaction, there may be other required
forms that you will need to print out, complete, scan and upload along with your online application.

Gather:
e determine what documents you will need to submit, see What Materials Should I Submit? on
our website;

e review the How to Submit Application Materials web page; and
e download any forms needed from the Download Forms web page.

Prepare your documentation for upload (see Scanning and Saving Documents in this guide).

ToC |
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https://www.gapsc.com/Commission/Topics_A_Z.aspx
https://www.gapsc.com/Certification/ApplicationFormsProcedures/whatMaterialsShouldISubmit.aspx
https://www.gapsc.com/Certification/ApplicationFormsProcedures/howToSubmitApplication.aspx
https://www.gapsc.com/Certification/FormsAndApplications.aspx

THE APPLICATIONS/DOCUMENTATION/STATUS TAB

MyPSC Dashboard

Certificate [ License

Assessments

After logging into your MyPSC account, you
access the Online Application by clicking on the
Applications/Documentation/Status Applications / Documentation /
tab of your MyPSC Dashboard, on the left of the screen.

Personal Affirmations

View Submitted Documents

Payments

Correspondence f Notifications

Claim Preparation Program

Certificate Upgrade Advisor

The Status of any current transactions and your Case History is also listed in the
Applications/Documentation/Status tab:

Applications and Documentation / Case History

Submit Applications and Documentafion

Duplicate requests will slow your case processing fime. Da not submit a paper applicafion via mail # you submit an online request. Do nof submit a request # your employing
school system submils on your behalf.

LNECK APPIGANCN JIans

Submitted Requests
Submit documentation..... 05/24/2021 Document created
Submit aocumentation..... 05242021 Document created

Submit documentation. 05/55/302] Document cregted

Case History

Certification requests generate cases that are processed by cur Certification staff. When a case is fisst created, it will not have a status listed
below. When Certification staff begin to process the case. the status will be Open. Holding cases are awaiting mors information as described in
comrespondence ovailable fo you on the Comespondence/Nofifications tab of MyP3C. Closed cases are complete and may result in the
generafion of a new certificaie or license available to you on the Cerfificate/License tab of MyP3C. Case closure may also result in
corespondence ovailable fo you on the Comrespondence/Motifications tab of MyPSC. Flease click here for more information about monitoring
cur applicafion stofus.

Date Created i Date Closed Status
11/12/20 Lawful Brasence 11/16/20

Closed
Closed
Clozed
Closed

2/04/20 inifigk-Program 02/06/20

6/17/15 Name Change OB/ 1315

3/25/15 Hame change 03/30/15

ToC |
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CREATING A NEW ONLINE APPLICATION

In order to access any online application features, you must first login to your MyPSC account.
Then, follow these steps:

1. Click on the Applications/Documentation/Status tab.

2. Click the START button to begin the online application:

Submit Applications and Documentatfion

Duplicate requests will siow your case processing fime. Do not submit o paper opplicanon via mail i you submit an online request. Do not submit a request i your employing
school system submils on youwr behalf.

3. Answer the questions in the Employment Information box.

The initial questions apply only to those employed as certified educators (teachers, educational
leaders, or service professionals such as School Counselors, Media Specialists, etc.) in Georgia.

If you are employed as a paraprofessional, a substitute teacher, a license holder (such as support
personnel), or in a support position that does not require educator certification, please leave the
‘no’ default for questions 1-3.

The last question must be answered by everyone.

Click the Proceed button to continue.

Enter/Edit Bmployment informafion

¢ If you are employed in a Georgia Public, Private or Charter School or with a state agency requising ceriificafion, the following employment

informafion MUST be entered. Foilure fo enter this informafion will result in a significant delay in cerfificaie processing.
Please answer No to the following quesfions if you are employed as a paraprofessional, a subsfifute feacher, a license holder (such as support
personnel), of in a support posifion that does not require educator cerificafion. These questions apply only fo those employed as cerfified
educators (teachers, educational leaders, or service professionals such as School Counselors, Media Specialists, etc.).

Are you currently employed os an educator in a Georgia public school system or charter school? T Yes @ No
Are you currently employed as an educator in @ private school in Georgia? O Yes ® No
Are you currently employed as an educator with a Georgia educational agency [i.e. DJJ, DHS, RESA)2 C Yes @ No
Are you or your spouse an active duty US. military member2 O ¥Yes O No
(e Procecs

ToC
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https://mypsc.gapsc.org/Home.aspx

4. Choose the certificate transaction you would like to request in the Apply for Certification or
Provide Documentation box. Note that your selections may vary from those shown below
depending on your certification status and the answers to the previous employment questions.

PLEASE NOTE THAT THE FOLLOWING TRANSACTIONS DO NOT OPEN A CERTIFICATION CASE FOR REVIEW
AND SHOULD ONLY BE CHOSEN IF YOU CURRENTLY HAVE AN OPEN CASE:

e Verification of Lawful Presence-ONLY
e Submit documentation — this WILL NOT open a case
e Submit missing documentation for an open case

Apply for Cerfification or Provide Documentafion

You may open an online application for cerfificafion regarding the topics listed below. Requests for Non-Renewable cerfificates and Waivers
must be submitted by your employer. Educators employed by a Georgia peblic school must apply for renewal through their employer's Human
Resources depariment: renewal applications submitted through MyPSC by Georgia public employees will be denied.

Submit documentation - this WILL NOT open a case

Submit Verificafion of Lawful Presence Documentation ONLY!

Submit Verificafion of Lawful Presence Documentation with any action(s) listed below.
Name Change

Pre-Service Ceriificate

Inifial - Based on complefion of an approved educator preparafion program

Inifial - Based on holding a professional license

Inifial - Based on holding an out-of -state cerfificate

Edvcafional Inferpreter

5. Enter the required information on the remaining screens. From this point forward, all screens
are customized based on your answers to previous questions and the transaction(s) you have
selected. Here is some general guidance:

a. Once you start the process, you must finish or the data entered will be lost and you will need
to start over.

b. Where there is an ADD button, select it before you click BACK, QUIT* or PROCEED to save
your data for this session.

c. Ifatopic does not apply to you (such as Out of State Assessments) click PROCEED to
continue to the next screen.

d. Information entered here does not replace the need for official documents being uploaded.

*Note: You can cancel your application in progress at any time by clicking the QUIT button in
any step. If you select QUIT, you will see this popup:

MYpSC.gapsc.org 5ays

Are you sure you want to delete the certification transaction? If yes,

click OK. If no, click Cancel.

Click OK to completely QUIT or Cancel to continue the application. All data will be lost when
you QUIT. There is not an option to save and continue.
ToC |
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6. Some examples:

Education Information:
Any previously entered education information will be listed at the bottom of this box. To
add education information, complete the form and click the ADD button.

NOTE: This does not replace the need for transcripts. Please see our website for
information on_Official Transcripts.

Educafion Informafion

+ The Cerfificafion Division must have official franscripis for all college cowsework you have completed. F you have previously submitied
official franscripis, you do not need to resubmit them. Official franscripts may not be uploaded through your MyPSC account. Flease click
for more informafion about submitfing ranscripis.

ICouniry: UMITED STATES %
[state:
Degree: Select hd
nstitution:
Date Degree Awarded: m
(MWD
Major: Select el

Please click on "ADD" button to add the degree informafion.

Degree Insfitufion Major Date
1AL Bachelor of Arts Birmingham Southermn College Art 10/30/1999 delete
X Bachelor of Science GITAM University Communication 05/01 /1999 delete

Out-Of-State Assessment History:

This does not have to be entered if you have not taken any out-of-state assessments or you
have previously submitted those you have taken. Any information you may have previously
entered is shown at the bottom of the box. NOTE: This does not replace the need for official
score reports. Please see our website for information on submitting Test Scores.

You must press Add before Proceed in order to save information that you entered.

Ouwt-Of -Stale Assessment History

Flease add any cut-of-state-assessments that you have taken but have not previously submitted to the GAPEC. If you do not have anything fo add on
his screen, you may click Froceed after answering the first question.

+ The data entered is for informational purposes only and will not guarantee cerificafion eligibility.
GACE assessment resulis are received elecironically vpon successful completfion of all paris and a score report need not be submitted.

+ Please upload copies of official score reporis for any out-of-state conlent assessmenis you have passed. i you do not have access to official
score reporis, you may submit a lefter from the state’'s cerdfification office verifying the names of the assessmenis you were required fo pass for
cerfificafion and the dates on which you passed them. You do not need to resubmit test scores that have previously been submitted fo the
GaPsC.

ave you ever d any tent/subject matter cerlification assessments in another state? CYes O No

Felect a state: il

Felect Ci ject Matter A t/'s |Select v
Date Passed B Mmoo

ADD
Content Date Passed

|AL Art 06/01/2008 delete
|aL English - Communicative Arts 12/08/2007 delete

ToC |
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https://www.gapsc.com/Certification/ApplicationFormsProcedures/howToSubmitApplication.aspx
https://www.gapsc.com/Certification/ApplicationFormsProcedures/howToSubmitApplication.aspx

Out-Of-State Certification History:

This does not have to be entered if you have not been certified out-of-state or if you have
previously submitted any out-of-state certifications. However, you must answer whether you
worked full time on a professional out-of-state educator certificate or you will not be able to
proceed to the next screen.

You must press Add before Proceed in order to save information that you entered.

‘Out-Of -State Ceriificafion History

Please add any out-of-state-certification information that you have been issued but have not previously submitted to the GAPSC. If you do not
have anything to add on this screen, you may click Proceed affer answering the first question.

+ The data enfered is for informational purposes only and will not guarantee cerfification eligibility

+ If your out-of-state cerfificate is not publicly verifiable on the state's website, please upload a copy of your official cerfificate with this
application. You do not need fo resubmit cerfilicates that have previously been submitted fo the GaPSC.

Have you ever worked full-fime on a professional out-of-state educator cerfificate? Yes C)No

Ovt-of-state Educator ID

f Gipha numenG characters, hyphen of underscore aliowed)

Select State:

Enter Field

Enter Grade Level

Enter cerfificate beginning validity date

7. Personal Affirmation Questions (PAQs)
a. Answer “yes” or “no” to each of the Personal Affirmation Questions.
b. Type your name and MyPSC password. This serves as your electronic signature.

¢. Click PROCEED

Personal Affemation

The appicant showld enter o fruthful “Yes” or "No” response to 2och of the folowing quesfions.

All questians must have  resporse in order for the appication process o canfinue. "YES® responses autamaficaly open an invesfigation and require an atteched explanation along with any additional
supparting dacumentation. DO NOT include matiers that the BSC has investipoied or is curently invesfigating, Folss statemants made in this ooplication wil apen an imvesfigation and may resultin
sanction, including revocafion or deniol of a carfificate.

These are the responses you submiltted for personal affirmations. § there are no changes, lype your name and password fo confirm, and hit proceed. If the responses ya
= apphcolid
hersiory sumender, disbamment] taken ageinst @ professonal cerifica

ged, go to

pemonal afimafions or cick here and wpdaie the responses. Once you ore dene spdofing pesonal affimations, go o Applicalons ond submi fhe o
1. Hawe you ever had an adverss aclion [, waming, reprimend, suspsrsion, revecation, denidl,

Foense or permrit Bswed by an egency OTHER THAN the Georgia Profesional Standords Commiss

2. Are you cumently fhe subject of an inverfigation invahing o vielafon of o profesion's lowz, e, fandard: or Cade of Bhics by an agency OTHER THAN the Georgin
Professional Stenderd: Cami

2. Hove you ever recaived a lesz fhen hanarable diechange from ony branch of the armed zenices? (F'yes’, provide o copy of form 0D214)
4. Wirile under imesiigation, have you ever left an employment postion [refed, resigned. been dimised, ferminated. non-renewed or otherwise)

5. Are you cummently the subject of an invesfigofion invohing sexudl misconduct or physical horm to a child®

&. Are yourthe subjsct of a pending Investigafion imvshing a ciminal act

7. Far any felomy or any crime invalving morol pitude, have you sver
 Pled guity;

Entersd a plea of nalo cantenders:

Beenfound guily:

Pled guilty fo o besser offense:

Been gronted fint offender freatment withau! odjudicafion of guit:

Porficipated in o pre-ficl diversan program:

Beenfound nat guity by recson of insanity; ar

Been plozed under @ cour arder whereby an adiudication ar sentence was wittheld?

&. Have you sver been canvicted. or pled to o leser offense for any sexual offense®
%. Have you been convicted of o drug offeme felony or risdemeanar 3
| offem that all infarmafion & frue and comect. By fyping my name and re-enbering my paszward below, | execute my elecironic signature upon submiting fhis oppi Y give

fo the Georgio sonal Sondards Commission (Commission) o obtain copies of any criminal or personnel reports relaking fo me which are held by any local, siofe or federal
I ——— . B e b e b e of subimission of his

Tye yourname in fne fext box here: [partaitest] 8gopsc.cd
Tyoe your MyFEC account passwerd here and ciick the “procesd” buttan:

ToC
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8. The Summary screen details your requested transaction(s) at the bottom of the screen. On this
screen, you can now upload your documents (see Scanning and Uploading Documents in the
next section). Whether you upload now or will return later to upload your documents, you
must click FINISH to complete the submission.

Sfep 2: Browse (Sclect fhe file :
[ B

Uppload |

We will accept files no larger than  MB. We recommend fhat you scan #he documents in Slock and White or Gn
wrve the dnecameant infn o Tl fnemod and wnbnod the dncament

rent i barger than  MB,

‘Only POF ond Tiff image formats ore alfowed.

Finish

NS

You are requesfing the follawing fransacion(s):

Requested
Transaction

rificl - Baz=d on completion of an appraved sdusatar preparafion pregram

You are requesfing the follawing fizkd(s):

AGRICULTURAL EDUCATICN [4-12]

[ W i ]

If you click FINISH without uploading any documents, you will receive this popup:

MypsC.gapsc.org says

Are you sure you want to submit this certification transaction without a
file being uploaded yet? You will have the opportunity to upload a file
later. If yes, click OK. If no, click Cancel.

To continue with the submission, click OK. To return and upload, click CANCEL.

9. After successfully completing the submission, you will see the following screen:

FMlease review the following informafion

Your online application/certification case is pending review and processing by the GaPSC Certification Division. Click here for the cumrent
processing time.

Click hers to maoke payment for the application submitted.

Click here or click on Close button fo view the submitted applications.

ToC
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You can click CLOSE or use the Applications/Documentation/Status tab to see your
submitted transaction(s) and its status.

Submit Applications and Documentafion

puplicate requests will slow your cose processing fime. Do not submit o paper opplication via mail i you submit an online request. Do not submit a request i your employing
school system submits on your behalf.

Check Applicatfion Status

ikt
h
petails Transacfion Descripfion Created Shatus
4] nitial - Based on C..... 05/26/ 2021 Came craafion in progress withdraw
SUbmit Gocumentation..... 057242021 Document created
Submit documentation..... 0323/ 2021 Document created

One of three possible links will be listed after your transaction: Withdraw, Upload or Upload
Additional Documentation. The Withdraw link will only be available until the case is created,
normally each evening.

If you click Withdraw, you are given the option to decide to Keep it or to confirm the Withdraw.

You have requested the withdrawal of an online applicafion fransacfion created on 05/26/2021

The fransacfion includes the following acfions
Inifial - Based on complefion of an approved educator preparation program

If you want to withdraw this fransacfion, type "yes" in the space to the right and click the button labeled "Withdraw". I:I
(witnirav

To upload documents after submission, click the Upload or Upload Additional Documentation
link.

Check Application Status

Submitited Requests
Ipetgils Transocfion Description Created Status
0 nitial - Based on o O5/27/20E1 Case Created 05727 /2021 upiood additicnal documentaticn

ToC |

Page |8




SCANNING AND SAVING DOCUMENTS

Scanning

In addition to using a standard scanner or printer/scanner connected to a computer, you can also
use the camera on your smartphone or tablet. Follow the instructions for your device. Regardless
of which device you use, you must save the documents as legible PDF, Tif or Tiff format files.

Photos of documents are accepted only in PDF, Tif or Tiff format. If you use your
smartphone or tablet and cannot save or convert to PDF, Tif or Tiff format, download and install a
scanner app of your choice which allows you to save/convert to one of these allowable formats.

Requirements:

o File types: pdf, tif, tiff
o Total upload size: 50 MB per session*

Saving Scanned Documents

When saving scanned files to your computer, there are a few best practices that will greatly ease
your completion of the application and uploading your documents, as well as speed up the
processing time of your application.

e Ifyou are unable to directly save as PDF or Tif/Tiff, look for the option to ‘print to PDF’.

¢ When saving scanned files always include your certification ID number and a description of
what the file contains in the file name. For example, "000000 drivers license.pdf".

e Save each file separately.

e Save to alocation that is accessible from the device you use to complete your application.

When you open the folder that has your saved files, you can see the size of each file. If any single file
exceeds 50MB, you will need to convert the PDF to Tif or Tiff format. These are image formats
which take less MB to save. Some programs will allow you to resave the document in Tif/Tiff.

There are also apps that can be downloaded and online conversion tools.

Important notes:

¢ Documents that are not legible will not be considered as part of your application package.

¢ Werecommend that you scan the documents in Black and White.

e Ifascanned PDF document is larger than 50 MB, please convert or re-save the document
into a Tiff format.

* Total size of upload cannot exceed 50 MB per session. If you need to upload more, logout and

back into MyPSC and repeat. See Selecting and Uploading Your Documents/Files for details.

ToC |
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UPLOADING YOUR DOCUMENTS

MyPSC Dashboard

Home

Getting to the upload webpage: Certificate / License

The upload functions are found by first selecting the Assessments

g

Application/Documentation/Status button Porcce t

from your MyPSC Dashboard: ‘ D ’

......
Payments
Correspondence f Notifications
Claim Preparation Program
edTPA

Certificate Upgrade Advisor

If you have a case in process, there will be an Upload or Upload Additional Documentation link after
its listing in Submitted Requests.

Submit Applications and Documentation

Duplicate requests will show your case processing fime. Do not submit a paper applicalion via mail # you submit an enline request. Do not submit o request i your
employing schoel system submits on your behalf.

Check Applicafion Status

Submitied Requesis

Details Transacfion Description Created Status

0 Initial - Based on C.... 052772021 Caze Created 05/27 F2021 upiood additional gocumentation
0 Submit documentation..... O5/24) 2021 Document created

0 Submit documentafion..... 05242021 Document created

O submit documentation.__. 03/25/2021 Document created

Click that link, which will take you directly to the upload screen, and you can skip to the Selecting
and Uploading Your Documents/Files section of this document.

If you do not have this link, follow the steps on the next page.

ToC

Page |10




Click the START button.

Answer the

questions on the next screen (Employment Information) and click Proceed.

In the Apply for Certification or Provide Documentation box, check the selection box in

front of the relevant selection and click Proceed.

Apply for Cerlification or Provide Documentation

You may open an online application for cerlification regarding the topics listed below. Requests for Non-Renewable
cerfificates and Waivers must be submitted by your employer. Educators employed by a Georgia public school must apply
for renewal through their employer's Human Resources department; renewal applications submitted through MyPSC by
Georgia public employees will be denied.

[ Submit documentation - this WILL NOT open a case
[J Submit Verification of Lawful Presence Documentafion ONLY!

[ Submit Verification of Lawful Pre Doc tation with any action(s) listed below.
[JName Change

[ Pre-Service Cerlificate

[ nitial - Based on completion of an app d ed tor preparation prog

lnitial - Based on holding a professional license
[Inifial - Based on holding an oul-of-state cerdificate
[ Educational Interpreter

Continue to follow each page’s instructions until you reach the upload page, which has the

subheading Summary. Follow the steps below to upload your documents.

Summary
In order for the GaPSC to process your online application, you may need fo provide supporiing documentation. Please click here to view a fist of
required documents. If you know which GaPSC forms you need, pleass click hers to download them from our websits.

+ submitfing documents by moil will result in a significant delay in processing fime.To avoid His delay, we encourage you to use fhe upload opfion.

¢ Please nofe: Official transcripts may not be uploaded here. You may submit them by mail. or they may be emailed directly from the university or submitted electronically by
your employing Georgia school, school system. or education agency.

inte PDF or TIF documents. You can only t 1 file at @ time. The number of files selected
50 MB at any given firr

Allowed file types: pdf ff, fiff
Allowed individual file size: 51MB
Allowed fotal file size: 50 M3

Step 1: Select the appropriate file description:

Step 2: Browse /Select the file :

[ BROwsE

After selecting the files, you must click the "Upload” button to inifiale the file upload.

Upload |

We will accepl files no larger than ~ MB. We recommend that you scan the documenis in Black and White or Grayscale. If the scanned PDF

document is larger than ~ MB, please convert or re-save the document info a Tiff format and upioad the document.
Only PDF and Tiff image formats are allowed.

You are ing the following

Initial - Based on completion of an approved educator preparation program

You are requesting ihe following field(s):
AGRICULTURAL EDUCATION [6-12)

Page |11



Selecting and Uploading Your Documents/Files

1. Enter any comments (optional)
2. You will upload 1 file at a time

a. Select the appropriate file description from the dropdown menu

Step 1: Select the appropriate file description:

Select the approprate file name

You must choose file descriplion first before browsing to a file.

NOTE: Do not upload all of your documents as one file into one section. The files
uploaded must pertain to the corresponding section of the application that is requiring
them.

b. At the Browse/Select the file box, click the BROWSE button

Step 2: Browse /Select the file :

| BROWSE

c. Navigate to the folder that has your documents

d. Click the document you want to upload and click the Open button

P Open
< ~ 4 B > TisPC » Desktop > Application Docs

Organize + New folder
( Name h Date modified
| I
| W
| I
| I
mr
File name: | 000000-Cert_Copy J All Files

e. You should see the name of the file(s) and the file description(s) below the browse box

Step 1: Select the appropriate file description:

Select the appropriate fle name

You must choose file description first before browsing to a file.

Step 2: Browse/Select the file :

BROWSE

@ DODOD0-Exp Veri Form.pdf s Remove
File 'I|fn:|[xpr:ri|:1cr: verification farm
@ D00000-Cert Copy.pdf x Remove

File i|fn:|Cut of state certificate copy /’
\|, _ F a "Unloar » file upload

Upload '
ToC
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3. Ifyou have other documents to upload, repeat steps 2a-e
a. Total size of upload cannot exceed 50 MB per session

b. If you need to upload more, logout and back into MyPSC and repeat

4. Click the Upload button

a. When the upload is successful, you will see this message

_ Upload
Fle Name Rle Descrpfion Tt
D00000-Cert_Copy Cut of state cerificate copy FASS

File/s uploaded successfully!

Please wait 15 to 30 minutes to view the documents you uploaded on the Documents page. Please do not create duplicate
applications for the same tranzaction.

5. Click the Finish button

Verifying your upload(s)

Please wait 15-30 minutes for uploads to post to your MyPSC account. Then click View Submitted

Documents in your MyPSC Dashboard.

View Subm

tted Documents

are kept on file for all applicants.

The Bsuance of Georgia credentials require documentatfion that the applicant has met all requirements for certifica

Action Date Received Descrptlion

View SI2TI2021 MyPSC Online Application

View 262021 Personal Affimmation

View 242021 Cerlificate Copies

View 242021 Other Test Reporis and Verifications
View 2472021 Cerlificate Copies

View JXI2021 Experience Verficalion

View 52021 Perzonal Affirmation

View MA22020 Experience Venfication

View 11122020 MyPSC Online Application

View 1W232020 Other Test Reporis and Verifications
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ONLINE APPLICATION STATUS

The status of any online application or additional documentation submitted will be displayed on the
main Applications/Documentation/Status page. You may also want to check the Case
History section located at the bottom of the page to see the status of any cases that have been
created for you.

Check Application Status

Submitted Requesis

Ipetoils Transacfion Descripfion status

[ 4] nitial - Based on c..... Casze Created 05727 FZ021 uplood additional documeniation
L4} Submit documentation.._. Document created

[ 4] ubmit gocymentaficn 0S/Z4/20%1 Document gregted

Possible online application statuses are as follows:

Case Creation in Progress — this means that your application is submitted and is being
transmitted to the Certification Division. This status should change to “Case Created” after about 30
minutes. Any documents you uploaded with your application will not show in the Documents tab of
your MyPSC account until the status changes to “Case Created.”

Case Created (date) — this means that your application was submitted and a certification case
has been created. Cases are processed in the order in which they were created. You may view any
documents you uploaded with this application in the Documents tab of your MyPSC account.

Waiting for File/Mail — this status will appear if you indicate that you are submitting
documentation (but not opening a new case), but you do not upload a file. Applications with this
status will have both an “upload” and “withdraw” option next to them on the list. Until you upload a
file, nothing has been submitted to the Certification Division with this transaction.

File Received - this status will appear after you upload documentation using the “submit
documentation” application transaction. It means that your files were successfully uploaded, but
they have not yet been transmitted to the Certification Division, and they will not yet appear in the
Documents tab of your MyPSC account. This status should change to “Document Created” after
about 30 minutes.

Document Created — this means that the file(s) you uploaded using the “submit documentation”
application transaction have been received by the Certification Division. You may view these

documents in the Documents tab of your MyPSC account.

Case Closed (date) — this means that your case is no longer open (active). Please
see the Case Closed section of this document for an explanation of this status.
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Case History

The Case History section at the bottom of the Applications/Documentation/Status page in
your MyPSC account will indicate the status of any certification case that has been created for you,
whether or not it was created with an online application. Please note that even if you submit
multiple applications, these documents will be combined into a single case; you will not have more
than one open case at a time.

Case History

Cerification requests generate cases that are processed by our Cerfificafion staff. When a case is fiist created, it will not have a status
listed below. When Cerfification staff begin fo process the case. the status will be Open. Holding cases are awaiting maore information as
described in corespondence available fo you on the Comrespondence/Motifications tab of MyP3C. Closed cases are complete and may
result in the genarafion of a new certificate or license available to you on the Cerfificate/Licenss tab of MyPSC. Caose closure may also
result in comespondence available to you on the ComespondencefNotificafions fab of MyPSC. Flease click here for more information about
monitoring your applicafion status.

Date Created Descripfion Date Closed Status
0527 /21 nitick-Program [1]

11/12720 Lawiul Frasence 11018720 Closed
02,/04720 niticl-Program 02406720 Clozed
LE/17715 Name Change OB/13/15 Closed
03,/25/15 Hame Change 03730015 Closed

Please see the Application Status web page for current processing date and explanation of
the statuses.

FOR FURTHER ASSISTANCE

The GaPSC online application has been carefully constructed to shorten and simplify the certification
application process. We are standing by to assist applicants with any problems or questions that may
arise during the use of the online application.

Educators and applicants may contact us anytime through MyPSC Assistance.
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https://www.gapsc.com/Certification/ApplicationFormsProcedures/applicationStatus.aspx
https://mypsc.gapsc.org/Reportbug.aspx

