How to Renew Your Documents

1. From the Commission’s Home page www.ctc.ca.gov, click the Credentialing Information
navigation button

Search for Credentialing Cnline Services for

Educator

Qut o State
Misconduct

an Educator Information Agencies Applicants

2. Select the Educator Login button to begin your application.

COMMISSION ON
GOV TEACHER CREDENTIALING

i) Home -» Educators -» Current and Prospective Educators
[ Visit his Website /

Current and Prospective Educators

i [
Memns v }‘ —
Contact Us : » Q

Application Status

We are currently
processing applications
received before

6/23/2015

More Information

» Credential Staff Educator Login
-» Discipline Staff
5 Report Educator Misconduct Apply for a New Document Complete Your Program's Renew Your Document View/Print Document
Recommendation
- Reportar Mala Conducta
Clear Your Credential Explore Credential Requirements Extend Your Credential

Search Credential Info @

3. Log in to your personal profile on the secure Educator Page. The next screen will ask you
to enter your User ID and Password.

NOTE: Effective 02/16/2017, you will not be able to access your file online directly with
a Social Security number and Date of Birth. All users will be required to create a User
ID and password first before accessing their CTC Online file.

Users who have not yet completed this process must use the link “Create User ID and
Password” (highlighted yellow in the sample below) to link to their online profile.
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http://www.ctc.ca.gov/
https://educator.ctc.ca.gov/esales_enu/start.swe?SWECmd=GotoView&SWEView=CTC+Search+View+Web
http://www.ctc.ca.gov/credentials/default.html
https://educator.ctc.ca.gov/esales_enu/start.swe?SWECmd=GotoView&SWEView=Login+View
http://www.ctc.ca.gov/credentials/out-of-state-app.html
http://www.ctc.ca.gov/educator-discipline/default.html

COMMISSION ON
(?GOV \JT'”WR? ke

User 1D and Password to access their existing profile.

User accounts are locked for 30 minutes after 3 unsuctessful login attempts. Use the “Forgot Password” link befors the Sth attempt.

Forget Your Password?
Forget Your User ID?
Create User 1D and Password

Nota: The "Create User 1D and Password” link sbove is for Educators only.

4. Enter your SSN and Date of Birth to begin creating your User ID and Password. Click OK. Do
not use the “Enter” key on your device as it will not advance you to the next step.

COMMISSION ON
Home | FAQ | Glossar
( ;Goi V TEACHER C—\mvm\c | | s

Luqn SBaI’dW

Please do not use your browser's back button during this process.
Social Security Number (222#£5222):

Date of irth (MM/DD/YYYY):+

5. Enter your personal information including your selection of a User ID and Password, and
create 3 Challenge Questions and Answers that can be used to verify your account if
your ID or Password should be lost. You must include a current valid email address
in your profile as this is how password recovery information and other important
correspondence regarding your file will be distributed.
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COMMISSION ON
OM) [ Y pr—
CTC TEACHER CREDENTIALING
E\ Login | search |
Mew User Registration:
A
Create New Educator
* = Required Field
Please provide your own contact details so that we can create you as an Educator.
First Name * Address Line 1 *
Aliddle Name Address Line
Last Name. # Ciry: +
Email State * Select: hd
Work Phone & Zip Code *
Home Phone & Country: *  -Select- e
Enter User 1D and Password
User ID- # Password requirements are as follows:
# Nine Characters or more
Password # » Capital and lower case Letters
* Al least one number
Verify Password = At least one symbol (any of these: <>;" I~ #$% ~&*()_+@)
h * User ID cannot be part of
Enter Challenging Questions and Answers (To be used when you forget your password)
Challenge Question 1. % Challenge Questions requirements are as follows:
* Questions must be minimum 5 characters length.
Challenge Answer 1 * * Answers must be minimum 5 characters length.
* Questions and answers must all be different.
Challenge Question 2 #  Answer cannot be part of question.
Challenge Answer 2 *
Vv

6. After creating your User ID and Password you will be directed back to the login screen
to use your new User ID and Password. After logging in, you will be shown the
Commission’s Personal Information legal disclaimer. Click Next in the upper right corner
to proceed.

Login | Search‘

Welcome Back Educator Today is Tuesday, January 24, 2017

Personal Information

You are required to complete all the pertinent spaces in the Personal Information section, including your full legal name, all former names, and your maiden name, if applicable. Additionally, you are required to provide your full

Sodial Security Number (SSN) or Individual Tax Identification Number {ITIN) on your application pursuant to 42 USC §666 and California Family Code §17520. If this information is not furnished, your application will be returned to you
for completion. See Coded Correspondence 13-14 an the Commission’s website for more information.

You are required to notify the Commission of any address change pursuant to 5 CCR §80412. Address changes can be completed during the online application process.

The California Information Practices Act and the Federal Privacy Act provide that agendies reguesting informatien indicate the principal purposes for which that information is used. Your name, former names, SSN, date of birth,

address, email address, and telephone numbers are used to provide proper identification and to contact you. Other information is used to determine your eligibility. When completing your application you will be required to answer

six professional fitness questions and disclose any and all information regarding any arrests, convictions, and changes in education employment status as a result of allegations of misconduct or while allegations of miscenduct were
pending regarding your teaching credential and/or documents issued by the Commission or any other license issued to you by any other governmental agency. The Commissicn will evaluate your fitness to hold a credential based on your
answers to the professional fitness questions, prior Commission reviews, and any other reports of misconduct received from, but not limited to, complainants, schools, districts, county office of education and the Mational Association

of State Directars of Teacher Education and Certification.

The information is necessary for the Commission to perform its duty under Education Code Sections 44200-44439, which authorizes this work. If not furnished, your application may be denied, delayed, or returned for completion.

You must provide the Commission with a valid email address on your application form to receive the autornated emails that will notify you of your application and credential status.

With the exception of your SSN and home address, infermation displayed on the documents you hold or have held is public information and may be disclosed.

You should not provide personal information that is not requested.

Information displayed online regarding the documents you hold or have held is public information and may be disclosed. In addition, pursuant to Education Code section 44230 the Commission may disclose to the agency that submitted the
application all information provided with applications submitted by you through that agency. Information may also be disclosed to other State or Federal agencies as authorized by law. Personal information may be disclosed to the public
only with your permission or in accordance with the law. The information is necessary for the Commission to perform its duty under Education Code sections 44200-44439,

‘You have a right to review personal information maintained on you by our agency unless access is exempted by law, and contest its accuracy or completeness. To review your information, contact the Director of the Certification Division
at, 1900 Capitol Avenue, Sacramento, California 95811, The Commission’s privacy policy is found here (http://www.ctc.ca.gov/privacy.html).

Notice to Applicants for or | of Credential.

The Commission is prohibited from issuing to or renewing the credential of any person convicted of any sex offense listed under Education Code Section 44010, any narcotics offense listed under Education Code Section 44011, or who has
been determined to be a mentally discrdered sex offender. Also, if a person that holds a credential has been convicted of any offense listed in Education Code 44424, such credential must be revoked.

Each application for 2 credential shall contain notice that the information provided by the applicant is subject to investigation for, and verification of, the applicant’s moral character and true identity by means of review of information,
records, reports, and other data from any agency or department of the state or any political subdivision of the state, whether charterad by the state or not, secured by the Commission for these purposes.
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7. Use the screen below to verify the information on your personal profile page. Click the
“Add or Change Personal Information” button or the “Add or change Address” button to
update your file as needed.

COMMISSION ON
T_«cm CRED_\T IALING
GOV S -

LWM]M]WNM

Add or Change Personal

Note: If you have questions about the information displayed below, please dick here for 2 lising of Commission contacts

First Name * : TRAINING
Middle Name: APPLICATION
Last Name ™ : THREEL
E-mail *: thent@cic.ca.gov
Work Phone: (395) 3693599
Home Phone: (355) 3995999
Last Known County of Employment: AL AMEDA COUNTY OFFICE OF EDUCATION

Fingerprint Status:  Completz: No Action Required

| | Add or Change Address
Address Line 1:P0 BOX 1750 State: CA
Address Line 2: Province:
City: SACRAMENTO Country: Us

Zip Code™:35811-0750

When you are finished, click Next.

8. Your personal Educator Page provides a view of your document history. Under the heading
‘Renew Your Document,” documents currently eligible for renewal will appear.

o B

i\ Agency ser | Search  Educator Page

COMMISSION ON
TEACHER C‘{EDE\'I'L\LI\u

Ensuring Educafoy Exce

Home | #AQ | dlossa

Back

Nate: ¥ you b questions

belom, please chck he

2 ksing of Canmission contects

Last Name: THREEL
First Name: TRAMNG
Middle Name: APFLCATION

Last Known Cousty of Employment: ALFIE COUNTY FFICE OF EDUCATION
Adverse aad Commission Actions Indicator
Fingerprint Process Complete: 1

Wate: Plaase werffy Courty of Employment s urent
Mete: formation on Adwesse and Commesion Actioes s avalable for this educstar f 2 fag s deplaved.
Wabe: F the fingerprint procass daes nat: éepiay 2s "Complete”, piszse refer tn tie Fgerint Infomsation on ourwebste

Document  Appicaien  Adverse and Comméssan Adiens
4 1-40f6»
Decament Number Document Titke Term Status Tesue Date Expiration Date riginal Lssuance Date Grade ‘Special Grade Recommending Agency
) BnHmd3 Caraer Substiute Teadhing Pemit Emergescy Viahid 512013 612014 50112813
> su0mt 30-Day Substste Tasching Permit Emergescy  Vekd 4172001 Hyamz 1m0
) BlNd0 3-Day Subsitetz Teaching Permit: Emergescy Vialid 312010 41211 311200
> BlnNNe Administrative Sendces Credentel Prebminary  Vekid 5172009 B0 5/1/2008 HLLEANT IITERNATIONAL UNIVERSITY

‘Complete Your Program's Recommendation

For those who have completed a program and were recommended for a credential by their college, university, district, or county office.

Click the ‘Document Title’ ta view detailed information. Select "Yes" next to the Document Title and sither “Complzte”, or "Retum Application o Authorized Agency” with the Return Reasan. 4 No Records »

Choase Yas to Complate Recommandation n Reason

Documant Title Term Application Status Issue Date

Renew Your Document
Options listed here are for those who already hold a document and ar
FckApet  Document Tile

€ renewing.

Term

Status Issue Date Expration Date Pick Base Credential

1

Original Issuance Date

> M 31-Diy Substhute Teaching Pt Emergengy  Vabd Hym 3 o

Apply for a Certificate of or Activity

This option is ONLY for those sceking background clearance.
[cosmiarme] Ol Create Mo o star, I apobcable, elec s et s e Dosurvent Tile s click “Complis” fo cntinue.

41-20f2 %

YOU CANNOT CREATE A NEW WEB APPLICATION TO RENEW AN EXISTING CREDENTIAL
OR PERMIT! This process is only for persons seeking fingerprint clearance.

NOTE: If you hold a document eligible for renewal that does not appear under the “Renew Your
Document” heading, stop here and promptly contact the Commission for assistance.
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9. Under the heading “Renew Your Document,” click the small blue-gray arrow on the left to
highlight yellow the row of the document you wish to renew. Click the drop down and select
“Yes.” If you have more than one eligible document you wish to renew, you must repeat this
step for each one.

CoMMISSION ON
( ; i ¢ S TEACHER CREDENTIALING 1 |
’ Ensuring Edbicator Excellence
/'l\ Agency User  Search  Educator Page
Document Number Document Title Term Status Issue Date o Expiration Date ‘Original Issuance Date Grade Special Grade
> 801210013 Career Substitute Teaching Permit Emergency Valid 5/1/2013 6/1/2014 5/1/2013
> 801200012 30-Day Substitute Teaching Permit Emergency Valid 4/3/2012 5/1/2013 3/1/2010
> 801200011 30-Day Substitute Teaching Permit Emergency Valid 4/1/2011 4/1/2012 3/1/2010
> 801200010 30-Day Substitute Teaching Permit Emergency Valid 3/1/2010 4/1/2011 3/1/2010
Recommends
Click the 'Document Title’ to vieur detailed information. Select "Yes” next to the Document Title and either "Complata”, or "Return Application to Authorized Agency” with the Return Reasan. o Records
Select Document Title Term Application Status Issue Date Return Reason
Renew Your Document
select “ves™ next to tne vocument Title and click "Renew" 1-1oft
Select Document Title Term Status Issue Date Expiration Date ‘Original Issuance Date Pick Base Credential Special Grade
> Mo |+ || 30-Day Substitute Teaching Permit Emergency  Valid 4/3/2012 5/1/2013 3/1/2010 =]
Web }\|J|u_VES ns
Create New Click "Create New"” to start. If applicable, select "Yes" next to the Document Title and dlick "Complete” to continue. 1-30f3
Select Document Title Application Status

If the additional document you are seeking to renew is dependent on holding a valid basic
credential (such as an Administrative Services Credential), see steps 10 and 11; if it is not a
dependent document, go directly to step 12.

10. (Dependent documents only)
When renewing a dependent document, you will be required to identify your basic credential.
Use the pick applet on the right of the “Pick Base Credential” box to choose your basic
credential from a popup list.

CoMMISSION ON —[l—
GOV TEACHER CREDENTIALING
¢ Ensunng Educator Excellence

i‘\Agmuﬂr Search  Educator Page

Document Number Document Title Term Status Issue DI Expiration Date Original Issuance Date Grade Special Grade
> 801210013 Career Substitute Teaching Fermit Emergency  Valid 5/1/2013 6/1/2014 5/1/2013
> | 801200012 30-Day Substitute Teaching Fermit Emergency | Valid 432012 N013 3/1/2010
> | 801200011 30-Day Substitute Teaching Fermit Emergency | Valid 4/1/2011 4/1/201 3/1/2010
> | 801200010 30-Day Substitute Teaching Fermit Emergency | Valid 3/1/2010 4/1/2011 3/1/2010
Recommends
Click the "Document Title' to view detailed information. Select "Yes” next to the Document Title and either "Complete”, or "Return Maglication to Authorized Agency” with the Return Reason. o Records
Select Document Title Term Application Status Issue Date Return Reason

Renew Your Document

Select “Yes' next to the Document Title and dlick "Renew" 1-1ofl
Select Document Title Term Status Issue Date Expiration Date Original Issuance Date Pick Base Credential Special Grade
> Mo |~ |  30-Day Substitute Teaching Fermit Emergency  Valid 4/3/2012 5/1/2013 3/1/2010 I
Web Ap|’$ss~n5
@[ Click "Create New" to start. If applicable, select "Yes” next to the Document Title and click "Complete” to continue. 1-30f3
Select Document Title Application Status
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11.(Dependent documents only [cont.])
A pop up window should display showing which documents are eligible to serve as your basic
credential. If more than one document is eligible to serve as the basic credential, click on the
small blue arrow at the left of the row to select the one with the latest expiration date.

Select OK to populate the “pick base credential” field. You should now be able to continue the
renewal process.

Document
Document  Document . Dependant
)y Document - Document . Document .. Roonte b’ Ime 2 Original \ Document 2
Title Term Status Issue
ate Date 1d
Date
Reconmend Moltle Subject
) Teding  Cex Yald Yes g S0 LB '
(reentel
Select Py
(o] [cace
Renewals
[Rener | s T

12. Once you have selected “Yes” on each document to be renewed, click on the “Complete”

button.
CTC tome | FaQ | Glossary
GOV
Mote: ¥yzu have questions absut the information cisplayed baiow, please dick here for 2 ksting of Commission covlacis

COMMISSION ON
TEACHER CREDENTIALING
Ensumng Educanyr Excellence

a’i\wm Search | Educator Page

Back

Last Hame= THFEE]
First Name=TRAIING

Document  Applcetion

Nioke: Piease vesify Counky of Employment s curent

Middle Name- APPLICATION

Last Known County of Employment: ALFINE COUNTY OFFICE OF EDUCATEDN

Adverse and Commission Actions Indicator :

dwerse ond Commission Actions

Motz: Infrmetion on Adwase and Commesion ctions & avalzble for this efucator £ fiag & deplayed.
Nigt: F the Sngerprint process does not diplay s "Complite”, please nefer bs the Frngemmt Iformation on our wehste

4 1-40f6 »
Dacument Number Document Tl Term Status Issue Date . Expiration Date riginal Issuance Date Grade Sperial Grade Recommending Agency
> BIIHONE Career Subsifasta Taaching Fermit Emargemcy  Vabd ERTe ] s1ans S5/1283
> eonaomm 30-Doy Sebsthuie Teachisg Permit Emergency  Vabd 412011 4nm2 3172020
> sono 30Dy Substiute Teaching Parmit Emergency  Wabd 300 21281 0
> BILHONS Admirisirative Services Credastil Prefmiary  Vabd S/u208 1204 5172009 HLEANT DITERNATIONAL UNNERSITY
Recommends:
Chick the ' Decament Titke' to view detailed isformasion. Selact “fes” nest 12 Be Dovsment T and eifier “Complete”, or "Retum Apglication tn Asthorized Agency” with the Retura Reasan. 4 1-10f1»
Pick Applet Document Title: Term Appiication Status Tssue Date: Return Reason
> L] - Singje Subject Teaching Cradential Prelimisary  Recommendad ST
\ Renew Your Document
Comphete | Salect "es" next o the Documert Titke and dick "Camplets” 1-10f1
Pick Applet Dacumest Title Term Status Issee Date Expiration Date Original Essuance Date. Pick Basse Credential Special Grade
¥ e - 30-Day Substhe Teaching Fenmit Emergeney  Vald 4yl 4y Hyzou =]

13. Read the entire Disclosure page for the Professional Fitness questions.

Pay particular to

the last part before continuing:
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— p
Warning: (fin

You will be required to certify (or declare) that B
the forgoing statements in this application are

true and correct, by doing so, you are also stating that you
understand:

» That the information you provide is true and correct;

* Any and all instructions related to your application;

« Failure to disclose any information requested is falsification of your
application and the Commission may reject or deny

your application or take disciplinary action against your credential.

» The Commission may reject your application if it is incomplete and it will
be delayed; and

» Fees are nonrefundable and earned upon receipt.

If you have any questions, you can contact the Commission anytime by
email at ctc-pfqquestions@ctc.ca.gov

Click Next

14. Answer each of the Professional Fitness Questions. If you need assistance completing the
Professional Fitness Questions, click on this link for help

Complete all required fields of the Oath and Affidavit, and click Submit Payment. Click
Submit Payment only once!

* Required Field

Before you proceed to payment, you must indicate (by selecting the box) that you agree and understand the duties required of the Child Abuse and Neglect and
Reporting Act and the Oath and Affidawvit:

Child Abuse and Neglect Reporting Act

“As a document holder authorized to work with children, itis part of my professional and ethical duty to report every instance of child abuse or neglect known or
suspected to have occurred to a child with whom I have professional contact.

I understand that I must report immediately, or as soon as practicably possible, by telephone to a law enforcement agency or a child protective agency, and will send
a written report and any evidence relating to the incident within 36 hours of becoming aware of the abuse or neglect of the child.

I understand that reporting the information regarding a case of possible child abuse or neglect to an employer, supervisor, school principal, school counselor, coworker,
or other person is not a substitute for making a mandated report to a law enforcement agency or a child protective agency.

I understand that the reporting duties are individual and no supervisor or administrator may impede or inhibit my reporting duties.
I understand that once I submit a report, I am not required to discose my identity to my employer.

I understand that my failure to report an instance of suspected child abuse or neglect as required by the Child Abuse and Meglect Reporting Act under Section 11166
of the Penal Code is @ misdemeanor punishable by up to six months in jail or by a fine of one thousand dollars {$1,000), or by both that imprisonment and fine.

I acknowledge and certify that as a document holder, T will fulfill all the duties required of a mandated reporter.”

T have read and understand my required duties under the Child Abuse and Neglect Reporting Act
(Penal Code §11164fF.) *

I solemnly swear (or affirm) that I will support the Constitution of the United States of America, the Constitution of the State of California,
and the laws of the United States and the State of California. I hereby certify (or declare) under penalty of perjury under the laws of the
State of California that all the for i

tat ts in this ion are true and correct.

Oath and Affidawvit™:
Date: 12/01/2014
City ™z
County (or NJA) ™ :
State/Province /Region (or MjA)*:

Country *: -Select- -

Cancel || Submit Payment |
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15. On the next page, click the Process Payment button to move forward.

{* Agency User | Search | Educator Page

Please do not use the BACK or REFRESH buttons.

Click the button below to Process your Payment.

Process Payment

A

16. The display shows the document applied for and the amount to pay. Click the Continue button.

1 orire Paymers - Lexshiaxt Pasmert Sokit.. %i- B2 e - Pape Ssby - Toe- - 7
% a COMMISSION ON
‘TEACHER CREDENTIALING
-GOV Ensarng Eou =
S——
I
| Frodeat e At e
lexc Dsaens T — =
Ll atal Fry
@ LexisNexis
= @ et 200w

17. Complete the billing verification information for LexisNexis. Choose to pay with credit card (can

also use debit card with Visa or MasterCard logo). Click Continue button when finished.

J COMMISSION ON

( ?.GOV =

TEACHER CREDENTIALING

Enswing Educator Excellence

Total Amount: $72.50
102.50
rBilling Add v Information-
rAddress Type ayment Type
@ Domestic (US and Puerto Rico) ’—::" Credit Card

© Milicary (APO/FPD)
) International (including Canada, Mexico)

Cardholder First Name: *

Cardholder Last Name: =

Zip Code: =

Address: =

Address Continued:

City: *
State: * AL =

Email Address: =

Card Mumber: =

Expiration Date: = - -

Security Code: =

Phone: * (999-999-9999)
& - -
o LexisNexis®
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NOTE: The application fee is earned upon receipt and is not refundable. (Reference: Title 5,
California Code of Regulations, Section 80487)

18. Verify all the payment information is correct, including email address. Click Complete Payment

button. Do not click the Complete Payment button more than once! After clicking
Complete Payment, do not use the Back button in the web browser. Wait for the

Confirmation page to be displayed.

19. On the Confirmation page, use the 15t link provided to obtain a printable receipt for your

COMMISSION ON
TEACHER CREDENTIALING
Ensuring Educator Excellence

‘ j.GOV

Total Amount:

rBilling Add v formatios
Cardholder First Name : nancy
Card Number: F¥¥®xxxsssss 0248
Cardholder Last Mame: passaretti
Expiration Date:  01/2015
Zip Code: 99999 i !

Address: 1900 capitol avenue

[7] By checking this box, you are authorizing the payment of the bill amount. /I/
Address Continued:

City: sacramento
State: CA
Country : United States of America

Email Address: npassaretti@ctc.ca.gov

Phone:  999-999-9999

Complete Payment »

@ LexisNexis-

reference. After printing your receipt, you can return to CTC Online with the 2" link “please
click HERE.”

N

{71 Online Payments - LexisNexis Payment S... | +

€ | @ htps//demo.paymentsolutions.lexisnexis.com/pages/billing_info_confirmation_unskinned.xchtml < | [l - Google 2 & @&

Commission on Teacher Credentialing

Receipt
Payment Date: 12/01/201402:42PM PST Payment Status: AUTHORIZED
Confirmation Number: 50024330
Payment Method: Credit Card (MASTERCARD) *=xsrsrres: *0248
Bill Te: nancy passarett
1200 capitol avenue
sacramento, CA - 99933 United States of America 102 50
Payment Towards Amount D
CTC Documen t $72.50 1-2F1SIX

Activity Supervisor Clearance
Certificate

Agency Amount,
Total Amount 102.50

Click here for a printer friendly receipt

102.50

To return to the CTC application, please click HERE.
Your payment was made through paymentsolutions. lexisnexis. com, one of the Lexishexs itsh L0200 arials.
For payment support, please send an email to paymentsolutions@lexisnexis.com.

For CTC Assistance, please send an email to CTCOnline @ctc.ca.gov

@ LexisNexis: Hema | Pament Salutians TR_U,s_tg

Contact Us | Terms and Conditions | Privacy Policy

Copyright © 2008-2014 Lexishiexis Risk Sclubions, Al rights reserved.
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The final landing page provides directions back to the Educator page or to log out of CTC Online.

(o e

T@“T“g’ Search  dincaitor Page

Your payment has been accepted and your application has been electronically submitted to the Commission.
You will receive (1) a payment receipt email; and (2) an application receipt email (with a confirmation coversheet attachment if your requires

The status of your application is available to you by clicking on the Educator Page tab above, and to employers from the Commission’s Search Page.
The Commission’s website is the official record for Educator credentials.

Help is available at the Commissions website at http:/ /www.ctc.ca.ge
If you have additional questions regarding the onfine system, email C1Conknedcte.ca.goy

for g qt or your email credentials@cte,ca.gov

To ensure the highest level of security, ciick on the “Home” fink at the top right of your screen and then exit your web browser.

J Trusted stes f v RI00% -

Note: If you answered “yes” to any of the Personal and Professional Fithess questions you
must send the required supporting materials to the Commission as per the instructions
provided.
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