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MAILED DOCUMENTATION RECEIVED AFTER JULY 1, 2021,
WILL NOT BE PROCESSED, NOR RETURNED BY OUR OFFICE.

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:



determine what documents you will need to submit, see What Materials Should I Submit? on
our website;
review the How to Submit Application Materials web page; and



download any forms needed from the Download Forms web page.

Prepare your documentation for upload (see Scanning and Saving Documents in this guide).
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THE APPLICATIONS/DOCUMENTATION/STATUS TAB

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

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

Status

Case
History
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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:

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.
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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:




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

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. If a topic 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:

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.
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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.

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.
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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.

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.
c. Click PROCEED
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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.

Requested
Transaction

Finish

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

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

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.

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



File types: pdf, tif, tiff
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.



If you 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".




Save each file separately.
Save to a location 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.
We recommend that you scan the documents in Black and White.



If a scanned 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.
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UPLOADING YOUR DOCUMENTS

Getting to the upload webpage:
The upload functions are found by first selecting the
Application/Documentation/Status button
from your MyPSC Dashboard:

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

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.
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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.



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.
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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

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

c. Navigate to the folder that has your documents
d. Click the document you want to upload and click the Open button

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

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.
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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.

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.

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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