TIMS
How do | apply for a Certificate of Preliminary Education (Funeral Directors, Practical Nurses, Foreign-
Educated Practical Nurses, Public Librarian)?

From your TIMS home page, or Dashboard:
e Click on “Applications at the top of your screen, and then choose the option for “New Credential
Application,” or click on the button below the Messages and the Application(s) In Process charts
that is labeled “New Credential Application.”
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e Click on the drop down menu to select the “Requested Credential Type” you are applying for.
0 Move your mouse over the credential type you are requesting, and then click on it.

Select Credential Type and Subject Area to be requested

Requested Credential Type= &

--Select Credential Type—
Bridge Extn | (65) =]
Bridge | (64)

Bridge Il (66)

Charter School Teacher Designation (69)

College Permanent (80)

COMMISSION (95)

4

| CPE Funeral Director (1006)

ml-| CPE Mursing Program-Foreign Educated (1002)

| CFE Mursing Pragram-Out of State GED (1003) rea to be reguested
Educational Specialist 1 (31) Continue >

Educational Specialist I| (32)
1Endorsement (58)
HOUSSE Designation (67)

HOUSSE Designation - Charters Only (68) .
Instructional | (61)

Instructional Il (62) ty Policy | Home | Emgp
Intern {51)

Letter of Eligibility (90) Explorer 7+ and Mozilla Fi

Letter of Equivalency (85) 2011 Commonwesalth of

Mon US Citizen {Alien) Permanent (11)

Occupational Competency (Vocational) Area Add-On (0}
Private School - Assistant Teacher (1011)

Private School - Specialist (1033)

Private School - Teacher (1022)

Private School - Temporary Approval (1010)

Program Specialist (86)

Public Librarian Assistant (1005)

Public Librarian Prafessional (1008)

Public Librarian Provisienal (1007)

Residency (57) -

H




e Click on the link below the box for the “Requested Certification Subject Area(s)
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e In the pop-up window that shows up titled “Select Certification Subject Area to be requested,”
click on the box to the right of the option “Certificate of Preliminary Education — (1000)” to put a
check mark in it, and then click on the button below that box labeled, “Include Selected
Certification Subject Area(s) in My Application.”
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e Click on “Continue >>"

Requested Credential Type™ &
| CPE Funeral Director (1006) =

Requested Certification Subject Area(s)* &

Click here to select certification subject area to be reguested

R




e In the last page of the actual application process, “Summary : Application Summary,” verify the
information on that page, and then scroll to the bottom of the page and click on the two boxes to
verify the information.

0 Once this has been completed, click on the button “Proceed to Submit >>”
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Application Summary P ——— (?)
Application ID: 693286

Application Type: Application for New Credential(s)

Credential Type: CPE Funeral Director

Application Status: Incomplete

Code of Conduct

The Pennsylvania code of Professional Practice and Conduct for Educators, which may be found on the PDE Website , sets forth the standards for
professional practice for Pennsylvania professional educators. All professional educators are expected to conduct themselves in accordance with the
Code. Failure to do so may result in professional discipline. Indicate that vou have read the code by checking the box below.

V1 certify that I have read and will abide by the Code of Professional Practice and Conduct for Educators. =

understand that the authorized electronic signature(User 1D and Password) used to submit this application has the same legal validity and enforceability
as a written signature. I further understand that any falsification of any statement or document included with my application may result in professional
discipling, which may include revocation of my Pennsylvania certificate, =

* denotes a regquired field
e Once the application is submitted, choose the payment option and proceed from there.

e After the payment information is entered, you will be offered the option to “Print Coversheet.”
You will need to print this cover sheet and then send any supporting paperwork, such as
transcripts, foreign transcript evaluations, or GED scores with this cover sheet so that information
can be scanned in and attached to your TIMS application.



