Submitting your CA-1 or CA-2 application online through your EPSB account.

1. To begin, go to the public website for EPSB (www.kyepsb.ky.gov) Select the EPSB Account and continue with signing in to the system.

“ C Y (@D Notsecure | wenvepsbky.gov

3 Apps G Google Getranics WIDE/OET/STS/OELE M Profe.. BB Mail - Richard Mille

CEPSB

Education Professional Standards Board

Home

Accessibility Notification

KDE is committed to ensuring that our web content is accessible to everyone, including individuals with disabilities. If you need information in an alternate format,
please contact us.

Click here to contact us regarding accessibility issues

Welcome to the Education Professional Standards Board of Kentucky!

= Education Professional Standards Board (EPSB) is charged w

The offices of the Education Professional Standards board have been moved from the Airport Road location to 300 Sower Blvd, Frankfort Kentucky. EPSB will be
accepting visitors by appointment from 8:30-4:00 Tuesday and Thursday. For infermation or to schedule a meeting, contact 502-564-5846.
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Submitting your CA-1 or CA-2 application online through your EPSB account.

2. You will need to log in to the EPSB system. If you do not have an EPSB User id — you may create one here as well. Step-by-step instructions on how to
create a new EPSB User ID can be found here: http://www.epsb.ky.gov/mod/page/view.php?id=2

PSP Education Professional Standards Board

Log in to EPSB Account and...

The EPSB’s web portal allows educators to create private accounts, update demographic information, and have read Existi u 2L in H .
only access 1o their certification records with 24/7 secure access. Xisting User? Log in Rere:

Registered members may use the web portal to check on application status User Name: KEPRSTESTADMIN
Certification fees may be electronically paid using E-Pay

School district administrators can obtain certification data on curent or potential employess using the KY
Educator Certification Inguiry program. Log In
The Kentucky Field Experience Tracking System (KFETS) is an online application for tracking field experiences _
of teacher candidates enrolled in @ Kentucky teacher preparation program and students who plan to enroll in a
teacher preparation program in Kentucky. 2 .
The Cooperating Teacher Assignment is used by Student Teacher Supervisors and the Cooperating Teacher New User? Create Account Here:
Payment program to electronically complete the payment process Create New Account
Click on the slide show icon below to view the EFPSE registrafion procass for new users. ]

Password: rernnrnes

Forgot Log in Info? Reset Here:

If you do not remember your user name or password you can click the Resst Account button
Reseat Account

Slideshow

.

This system supporis the following Internet browsers on Microsoft Windows-based operating systems

« Microzoft Internet Explorer version 7.0 or above
= For questions and comments Click here.
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Submitting your CA-1 or CA-2 application online through your EPSB account.

3. In the bottom right corner under the “My Profile” section, click on the “Online Document Submission” link.

My Profile (Hide Details...) £

» Credential
View your current credentials; e.g. credential details, certificate effective date, expiration.

» Education
View your education qualification; e.g. degree, institution and year.

¢ Training Data
View your training information; e g. type of training, date, location.

b Assessments
View your professional tests; e.g. assessment name, date, score, EPSB and CTE result.

» Roles
View your roles; e.g. organization type, organization role, status.

+ Online Document Submission(New)
View and Upload Documents; e .g. Application for Kentucky Certification in Salary rank, Application for Certificate
Renewal/Duplicate

* Technical Document
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Submitting your CA-1 or CA-2 application online through your EPSB account.

4. Welcome to Online Document Submission system for Educator Certifications. This welcome page explains how to prepare your documents to be
uploaded and submitted to apply for your credendtials. After you read these guidelines, press “Continue”.

User Name: KEPRSTESTADMIN | EPSE ID: 201141838 »

‘au are here: MyAccount » Home Page » Online Document Submission system for Teacher Certification

How to prepare your documents so it can be uploaded.

Scanning your documents:

Scanning is how you create electronic versions of paper applications and decuments. Creating electronic copies may be accomplished through flatbed scanners as well as phones and tablets
with scanning apps. Free and inexpensive scanning apps are available from such sites as Google Play and the Apple iTunes app stores.

g Instructions prow with the scanner by the manufacturer andfor via the software or app.
h file as a POF orimage file such jpg or png.
ggest you include your name and a description of what the ins in the file name. For example, “Jane Coe re z ane Dx ngerprint © .
n't have a ner at home, you may L n A local i ar your scRool ifine copier has sca W E n that cas: y G =i | IT s 1o a USE drive or e-mail Them 1o yoursell so that you
55 them later submitting your application materials online. Attention: I y Sing & public Computer, always pre your personal information. Never sa ned files to the computers local hard drive. Always compietely

2, library, college o the school district thal has a scanning services. You can bring a Tash drive to save he

The electronic file:

« Accepted formats: _pdf, joeg, |pa. .oif .png, tiff, bmp
» Maximum file size: 10MB
= Filz names can't include special characters like fy .= 2" = >

icant's social ity number. Click the button label "Fetch” 1o search the database. Click 1he bution "Click here 1o upicad Mhkes” fo begin uploading the necessary documentation
»e of file belng uploaded. (Ex. Transcript, College Reccomendation, Application Farm

. Browse for the documents by choosing u
g. Click the Upload botton to begin the the = r : abeled "Upload additional fikes" if vou

13l frgm EPSE once he application has been approved

up Ioad gddiional documer
(ve been attached highlighting the record. Uploading of additional documents ¢an continue untll the application has béen approved. Doacuments can be deleted until the application has besn submitted to

Continue
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Submitting your CA-1 or CA-2 application online through your EPSB account.

5. The Online Document Submission allows you to select which application to download, print, fill in, scan and upload to begin the Application Process.
a. You can Click on “Update Demographics” if you want to update your profile information and demographics.
b. You may select the line item for the type of application form to download.
c. You may select the action button to “Begin the Application Process”.
d

You can also check for other application information by selecting “Check Existing Application Status”.

Welcome KEPRSTESTADMIN, what would you lke to do today?

Update Damographics

Applicaticn Form Action
+ a. Application for Rank Change, Initial or Adding Certification Click here to download and print your application form Click Here to Begin the Application Process

+ b. Application for Renewal or Duplicate Certification Click here to download and print your application form Click Here to Begin the Application Process

Check Existing Application Status
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Submitting your CA-1 or CA-2 application online through your EPSB account.

When you select “Begin the Application Process”, the system will display the name of the application you are processing. You can add a description for your
application and also provide additional comments. The next step is to attach one or more files that will be used and referenced for the application processing.
Please note that you cannot create or submit the same application form twice.

User Mame: KEFRSTESTADMIN | EPSE ID: 201141939

You are here: MylAccount » Online Certification » Welcome to Onling Certification System

Application Home

Please select an Applcation:

Desciiption of

Commenis:

File Wy application for certfication

This is my CA-1 application for John Doe - to be an Elementary Teacher

Application for Kentucky Cartffication or Chanoe in Salary Rank

{Ex Application Form, Transcript Recedpts |

(Max length 4000 chars)

& Open

+ Miller, Rich - Division of School Technology Services »

Jrganize « MNew folder

&/ Videos &

Copyright © 20

R This T
8 3D Objects
I Deskiop
] Documerts
4 Downloads
Jr Busic
&= Pictures
B Videos
a Windaws [C:)
ma rmiller () edicd efilp2, DATALER
== EFSH_TECHMOLOGY_DATA (\\

¥ Network
I E0O000A0000TN2

File name: ||

[ mame

& Proficiency Evaluation Plan - Applicati.. 23

KY Signed Agreement pdf

QELE Documentstion Matricds:
EDSE Applicatians and Rights.sdsx

Programé pproval.doce
* CAEP to KY Regulstions.dls
Scheol_Library_Media_SPA_fssessme...
1P 1140 QUICK REFEREWCE pof

FEERARREEGOL

B | KCEWS_AACTE Base Febnuary 22 2075....

] KCAS - June 2013 paf

Bf | KCEWS_AACTE Base Febnuary 2015 K.
B CIP Codessds

B AIMG Review.doos

Onelrive- KDE - Staff »

Preficiency Evalustion Plan - Guidine..

EPSE Originsl Flow Diagrams for Ed Pr..

Strategic Plan Updste Repart (October...
Strategic Plan Updste Repart 2015-06-..

EPSE

[Date modified

anoirm

apPm

«| | anFies

Cancel
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Submitting your CA-1 or CA-2 application online through your EPSB account.

Once you have selected the file or multiple files, you can “Upload” them as part of your application.

User Name: KEPRSTESTADMIN | EFSE ID: 201141835

You are here: My Account » Online Certification » Welcome to Online Cardification Syatem

Application Home

" Please select an Application: | Agplication for Kenlucky Certification or Change in Salary Rank

Description of File Wy application for certification (Ex: Application Form, Transcript Receipts. )

This is my CA-1 application for John Doe - to be an Elzmentary Teacher

Comments Max length 4000 charz)

Salecl files..

18 KAR 3090 pdf

When you are ready to submit all of your documents for the application to be processed, you may click on the “Submit Application” button. You will be asked by
the system “Are sure you want to submit your application?” Once you click OK — you can no longer delete the documents you have attached. You may attach
more documents, but you cannot delete the documents previously attached.

webtest1.kyepsb.net says

Are you sure you want to submit your application?
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Submitting your CA-1 or CA-2 application online through your EPSB account.

When you select OK from the previous question — and the system has submitted your application, you will get a confirmation message and a confirmation email.

webtest1.kyepsb.net says

Your Application has been Successfully Submitted.

Tue 2/5/2019 3:23 PM

KDELicensure@education.ky.gov
Your Application Upload Has Been Received

Miller, Rich (EPSE) Scott. Smith @ky. goy

Hello,

Your online application upload has been received by the Division of Educator Licensure & Quality. Please refer to the
information below regarding application processing, fees, and other items you may be required to submit based on what your
request may be.

Processing times:

The application history table in yvour account shows applications which have been entered into the EPSB certification system
since March 15, 2005. To view the detailed status of an application, click the link on the application type. Please note that all
items will show as missing until an application has gone through its first initial review.

Peak season: May - October, 2-4 weeks minimum Nonpeak season: November - April, 1-2 weeks minimum

All new incoming mail 1s reviewed on a first in first out basis. Faxed and emailed versions of any application will not be
accepted.

Fees:
Please review the fee bank in your EPSB account and/or on the application to see what is owed with your application. All fees
must be paid online using your EPSB account at http://www.epsb ky gov

Transcripts:

If you need to submit an official transcript with your application, please have them submitted by mail to our office on official
transcript paper or electronically DIRECTLY from the clearinghouse to Email Transeripts printed or forwarded by the applicant
are not accepted. Please let us know if a transcript 1s coming in a last name that differs from vour current name.
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Submitting your CA-1 or CA-2 application online through your EPSB account.

FAQ

Q: | need to add additional documents to an already pending application, how do | submit them online?
A: 1. Login to your EPSB account from our website at www.epsb.ky.gov

. Click on the “Online Document Submission” link in the bottom right hand corner of your home page.
. Click “Continue” on the Document Preparation page.
. Click “Check Existing Application Status”.
. Click the “Upload or View Files” button and add the documents needed to the application.
**You do NOT need to click the “Submit Application” button again. **

u b~ WN

Q: | have a different application other than the CA-1 or the CA-2. Can | submit that online?
A: No, you will need to give the application to the HR Designee or the Director of District Personnel at your district so they can upload the application.

Q: Can | upload official transcripts with my application?
A: No, applicants are not permitted to upload their own transcripts. Official transcripts can be submitted two ways:

e Sent by mail from the Registrar's office to KDE Certification, 300 Sower Blvd., 5th Floor, Frankfort, KY 40601.
e Electronic transcripts sent DIRECTLY from the institution or the third-party transcript provider to KDELicensure@education.ky.gov. Electronic transcripts
are not accepted if printed by or forwarded by the applicant.

Please let us know if transcripts are coming in a last name that is different than your current name.

Q: It says my application has been approved but there is no PDF available to download. Why is the PDF not available?

A: Most likely your application was approved within the last 3-5 days. All applications are double checked for accuracy after given the initial approval. If you
haven’t received an automated email from KDELicensure@education.ky.gov with instructions on how to print your new certificate, it is still waiting to be double
checked. If it has been over 5 business days since the application has been approved, please contact the Certification office at (502) 564-5846, option 5, and any
available consultant will be able to assist you.
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