
TIMS 

How do I print my TIMS application coversheet?  

 

You will first need to access your TIMS home page/dash board. 

 

If you are submitting a new application, you must first finish submitting the application and payment 

information in TIMS.  Until this has been done, your application will remain in an “Incomplete” status 

and your cover sheet will not be generated by TIMS. 

 You will need to scroll to the bottom of the “Summary : Application Summary”, and click on the 

two check boxes under the “Code of Conduct” option at the very bottom of the screen and then 

click on the “Proceed to Submit >>” button to the bottom right of the screen. 

 
 

 

 
 

This will then bring you to the Payment and submission screen. 

 The “Payment Information” will automatically populate to “Credit Card,” but it is actually a drop 

down menu that you can choose “Money Order” if you would like to pay that way.  

o Payments may ONLY be submitted via Credit Card information entered online through 

TIMs (which is a secure site) or by Money Order that you will need to mail in with the 

cover sheet once it is generated, but you must tell TIMS which way you intend to pay for 

this application in order to proceed) 

 If you are paying by credit card, you must enter the exact name and address associated with the 

credit card and the credit card billing information 

 

 

 

 

 



Enter the Credit Card Information if you intend to pay by credit card: 

  
 

Or choose “Money Order” if you are paying by Money Order (made payable to the Commonwealth of 

Pennsylvania) 

 

 
 



The payment screen will change a little bit, and you will need to click on the box to place a check in the 

option that states, “I agree to submit a money order with coversheet.  I understand failure to do so may 

delay the application processing.”  (The “Billing Information” will no longer be required to be 

completed.” 

 

 
 

Click on the button to the bottom right that says, “Process Payment and Submit Application/Request >>” 

 

A pop-up box will show up asking if you are sure you want to submit this payment and application.  You 

will need to click on “OK” 

 
 



This will then bring you to a screen congratulating you and informing you that your application has been 

successfully submitted.  You will have the opportunity to print the cover sheet from here: 

 
 

Or you can print it from you Home Page or Dash Board 

 
 

Your cover sheet will generate as a PDF file, and any additional forms required (generated in response to 

the questions you answered during the entering and submission of your application) will also print with 

this cover sheet. 


