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3. In the bottom right corner under the “My Profile” section, click on the “Online Document Submission” link.  
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FAQ 
Q: I need to add additional documents to an already pending application, how do I submit them online?  

A:      1. Login to your EPSB account from our website at www.epsb.ky.gov 

          2. Click on the “Online Document Submission” link in the bottom right hand corner of your home page.  
          3. Click “Continue” on the Document Preparation page.  
          4. Click “Check Existing Application Status”.  
          5. 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.** 
 
Q: I have a different application other than the CA-1 or the CA-2. Can I 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 I upload official transcripts with my application?  

A: No, applicants are not permitted to upload their own transcripts. Official transcripts can be submitted two ways:  

 Sent by mail from the Registrar's office to KDE Certification, 300 Sower Blvd., 5th Floor, Frankfort, KY 40601. 

 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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