How to Renew/Reissue Your Documents

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

.

Credentialing

Educator

Qut of State

Search for

Misconduct

Information Applicants

an EdQucator

2. Select the Educator Login button to begin your application.
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{GOV  TEACHER CREDENTIALING
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3. Log in to your personal profile on the secure Educator Page using your SSN and date of
birth.

- _____________________________________________________________________|
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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

F_‘-Agerlcv User | Search Educator Page

You are about to enter a secure area of this web site. Please enter your Sodal Security Mumber (55N) and Date of Birth (DCE).

* = Required Field

Social Security Number (####88888) ¥

Date of Birth (MM/DD/YYYY) *:

Personal Information

Type or print all information requested on this application form. Use your full legal name and be sure to list all former names, induding your maiden name.
Be sure to notify us in writing or by email of an address change and indude your full name and sodal security number (SSN) so that we can quidky locate
your file,

You are required to provide a 55N or federal tax identification number on your application pursuant to 42 U.5.C. § 666 and California Family Code §
17520. If not furnished, your application may be denied, delayed, or returned for completian.

4. If your personal information must be updated, you can make changes here. Click here for
help with completing information in your profile.

When your personal profile is complete, click ‘Next.

/'_n"‘: Agency User | Search | Educator Page

* = Required Field

Mote: If you have guestions about the information displayed below, please didk here for a listing of Commission contacts

Last Name *: TEST Last Known County of Employment: Note: Please verify County of Employment is current
First Name * : UPGRADE Fingerprint Process Complete:y A ™" next to Fingerprint Process Complete’ indicates that the
Middle Name: Commission has received the material necessary to begin a

E-mail*: npassarettiictc.ca.gov professional fitness review

Work Phone: (339) 999-9999
Home Phone: (359) 993-9933

[ew |

Address Line 1:EVALOTIPACD091 State:CA
Address Line 2: Province:
City: SACRAMENTO Country:USA
Zip Code: 95314

5. Your personal Educator Page provides a view of your document history. Under the heading
‘Renewals/Reissuances,” documents currently eligible for renewal will appear.
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http://www.ctc.ca.gov/credentials/online-services/pdf/profile-status-tips.pdf

COMMISSION ON Home | Fap | Gossary |
TEACHER C?EDE\'I'P.L\" '
'Gov Ensurng Eduicaior Excedence

i\ AgencyWser | Search  Educator Page
Back
Mobe: F you has questions about the information displaped beless, please chck here for 2 isting of Cammission caniacts
Last Name: THREEL Last Known County of Employment: ALPIHE DOUNTY OFFICE OF EDUCATION Mabe: Phease verfy County of Emplyyment is curet
First Name: TRABONG Adverse and Commission Actions Indicabor : Hebe: Information on Adwesse and Commesn Acties s avalable fr £15 educatar 2 Fag s deplaved
Mikdle Mame: SPPLICATERN Fingerprint Process Complete: Webe: F the fingerprint process daes nat cpiay 25 "Complete", plzse refer to e Fgavint infomtion on our webste
Document  Appkcanen  Adverss and Commissan Adbens
4 1-40f6»
Docement Rumber Document Titke Term Status Tosue Date o Expiration Date Original Issuance Date Grade Spegial Grade Recommending Agency
» 1210013 Wrﬁlmfmmﬁmr Emargaacy wekid 512013 w1200 512013
b T Emergeary  Vekd 412000 Ha 3112010
» BN ¥ ] Emengaacy Vicid 31209 4111 1280
> 801200009 Agministrative Sendces Credental Preliminary ek 31200 B2 51112008 ALLEANT DITERNATIONAL UNNVERSITY
Recommends
Chok the 'Dooament Titke' tn wiew detwiled informiation. Select "Yes” naxt to the Dooument: Titke and ethar “Complete”, or *Retum Apabcation to Authorized Agescy” with e Ratm Reason. 41-10f1»
Pick Applet Document Tide Term Application Status Issue Date Retura Reason
[ - Single Subject Teaching Credential Predminary Recommendad pLUh T b
Renevgs/ Reissuances
‘Select "' nextto the Doument Tite and chck Compiete” 1-1of1
Pick Applet Document: Tide: Term Status Issue Date Expiration Date Original Issuance Date Pick Base (redential Special Grade
- 3-Day Substiute Teaching Parmit Emengency Va 411 41202 Jyau |
Web Png
Create N3 Cick"Craste New” iz tart, F appicable, select ™Yes" next ko the Documert Title and cick “Complete” by confinue. 4 1-40of 10+ »
——
Pick Applet Document Titke: Application Status
L N orificata of Caarnra Baatine

YOU CANNOT SUBMIT A NEW WEB APPLICATION TO RENEW AN EXISTING
CREDENTIAL OR PERMIT! This process is only for persons seeking a new Certificate of
Clearance or Activity Supervisor Clearance Certificate.

NOTE: If you hold a document eligible for renewal that does not appear under the
“‘Renewals/Reissuances” heading, stop here and promptly contact the Commission for
assistance.

6. Under the heading “Renewals/Reissuances,” click the small blue-gray arrow on the left to
highlight yellow the row of the document you wish to renew. Then click on 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
‘Gov TEACHER CRE:JE\TL ALING
Ensung noe
/0" Agency User | Search | Educator Page
Back
Mote: ¥ you hzve guestons sbost fhe infarmation displayed below, please dick here fior 2 kising of Commission contacs
Last Name: THREEL Last Known County of Employment: A_FINE COUNTY OFFICE OF EDUCATION
First Name: TRANMG Adverse 2nd Commission Actions Indcator = fag & ospiaved.
Middie Name: FPLICATION Fingerprint Process Complete: ¥ Mote: ¥ the fingerprnt srecess does not dsply s ° Complete”, plsase: refer to the Fimgamant: informatien on aur mebste
Docement: Application Acdverse ond Commission Actions
4 1-40f6 b
Document Wember Document Titke: Issue Date Expiration Date Orginal issuance Date ‘Grade
> #01210013 Career Substtute Teachung Pemit Su/2e13 Sy EU T E]
> 200011 30-Ty Substhss Teacking & w101z EnTE T ]
> su20000 30-Daay Substus: 210 #1201 ERTET)
> 301200003 Fdminsrative S 512000 L BT 12008 ALLIANT INTERMAT IOMAL UNIVERSTTY
Recommends
Click the 'Document Tide' to ink Select “fes” Titie and efher “Comgletz”, or "Retum Application fe Authonzed Agency” with the Return Reasos. 41-10f1»
Pick Applet Document Tite Term Agphcation Status Isswe Date Returs Reason
> o - Singhe Subject Taaching Credastial Frelmisery  Recommended L0
Renewals| Reissuances
Selact “fe<” nent to the Documnant Titie and dick "Compiete” 1-10f1
Pick Applet Document Title Term Status Isswe Date Expiration Date Original Issuance Date Pick Base Credential Spedal Grade
> o - 30-Day Substrtute Teeching Permic Emengency wiekd afyzont 4z /2010 o
Select:
Web Apj i
Cick “Cramtz Mew” 1o start. ¥ apabicable, select ™Yes” next o the Dooument Tz 2nd chick "Complete” tn contisue. 4 1-4of 10+ »
Pick Applet Document Tite: Application Status
> T - Certficabe of Oearance Fending
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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 7 and 8; if it is not a

dependent document, go directly to step 9.

(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.

NS
% I COMMISSION ON
’ E : Ensuing Educator Excelence
Aﬁmﬂgﬂ- Search ~ Educator Page
Il
Document Humber Document Title Term Status - Issue D3 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 IN013 3/1/2010
> 801200011 30-Day Substitute Teaching Permit Emergency valid 4/1/2011 4/1/201. 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 view detailed information. Select "Yes” next to the Document Title and either "Complete”, or "Return ™glication to Authorized Agency” with the Return Reason. No Records
Select Document Title Term Application Status Issue Date Return Reason
Renewals
Select "Yes" next to the Document Title and dick "Renev” 1-10f1
Select Document Title Term Status Issue Date Expiration Date Original Issuance Date Pick Base Credential Special Grade
> 30-Day Substitute Teaching Permit Emergency  Valid 41372012 5/1/2013 3/1/2010 )
No
Web Apjy.; ns
Click "Create Nev" to start. I applicable, select "Yes" next to the Document Title and click "Complete” to continue. 1-30f3
Select Document Title Application Status =

8. (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
) Document . Document 2. Document Rendwable - Expiration - Issue Orgnal Document
Title Term Status Issue
Rate Date 1d
Date
Reconnend Mt Subject
) Teahng  Clex ald Yo 9an B30/%97 LB i
(reental
Select ]
(o] [cace
Renewals
[Rener | ST T T T
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9. Once you have selected “Yes” on each document to be renewed, click on the “Complete”
button.

OMMISSION ON .
CVLSSD.D Home | FAQ | Glossary
GOV CTC TeACHER CREDENTIALL
Ensurng Ex e
/i\ Agency lser Search  Educator Page
Back
Pobe: ¥ yeu have questions abaut fhe infarmation displayed below, please dick here for 2 listing of Commission contacts
Last Hame: THREE] Last Kaown County of Emplryment: ALFINE COUNTY OFFICE OF EDUCATION Viots: Pisase verfy Coenky of Employment s cument
First Hame=TRATING Adverse and Commission Actions Indicator : Wote: Information 07 Advesse: aed Commesion Actions & avalzble: for thes 2fucatie £ flag & dspiaved.
Mickdle: Namez APPLICATION Fingerprint Process Comghete: ¥ Miota: ¥ the Sngemrrt: process does ot deplay as " Complete”, pleas nefer ts the Fngemmt nforaien on our wehste
Document | Applicetion  Adverse and Commission Actons
4 1-40f6 »
Document Number Document Title Term Status Issue Date Expiration Date: Original Issuanoz Date Grade Special Grads: Recommending Agency
3} eomnms Career Subsiute Teaching Fenmit Emergengy  Vabd 52013 1204 512803
¥ e0onn I0-Dany Substtute Teachisg Permit Emergensy  Vabd 201 41202 1200
> 30-Day Substitute Teachisg Permit Emerenty  Vabd 3010 4121 1280
3> BOL2ONS Admirisiratve Senvices Credestial Prebminary  Vabd 5/1i2008 612014 512809 ALLANT INTERNATIDNAL UNIVERSITY
Recommentds:
Chick the ' Decament: Tide” ko wew detailed information. Sebec: “fes” next o Tre Dacament Titke and eifhier "Complete”, or "Retum Apghcaion ko Asthorized Agency” with the Retur Rezson. 4 1-10f1»
Pick Applet: Ducument Tite: Term Applcation States Tssun Date Return Reason
- Single Subject Teaching Cradential Fromisary  Recommendad 10
\mmls,fl'wissuanns
‘Complets | Sslect "Yes™ next bo the Doaument Titke and dick "Camplets™ 1-10of1
Fick Applet: Document Titke Term Status Tsswe Date Expiration Dake Original Essuance Date. Pick Base Credential Special Grade:
» e - 30-Diay Substiune Teathing Penmit Emergercy  Vaid 4101 412012 ST B
Web Applications
Create Hew Oick "Creste New” to start. Fapplcablz, select ™Yes” new tn the Document Tle and dick "Complete™ ts cartime. 4 1-40f 10+ »
Fick Applet. Document Titke Agplication Status

10. Read the entire Disclosure page for the Professional Fitness questions. Pay particular to the
last part before continuing:

Warning:

You will be required to certify (or declare) that

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-pfgquestions@ctc.ca.gov

Click Next
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11. 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 Affidavit:

Child Abuse and Neglect Reporting Act

“As a document holder authorized to work with children, it is 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.

Iunderstand that reporting the information regarding a case of possible child abuse or neglect to an employer, supervisor, school prindpal, 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.

Iunderstand that the reporting duties are individual and no supervisor or administrator may impede or inhibit my reporting duties.
Iunderstand that once I submit a report, I am not required to disdose 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 Neglect Reporting Act under Section 11166
of the Penal Code is a misdemeanar punishable by up to six manths 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, I will fulfill all the duties required of a mandated reporter.”

1 have read and understand my required duties under the Child Abuse and Neglect Reporting Act
(Penal Code §111644f.) *

1 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 foregoing statements in this application are true and correct.

Oath and Affidavit*:
Date: 12/01/2014
City™:
County (or NfA)™:
State/Province /Region (or NfA)™:

Country™: -Select- -

Back | Cancel || Submit Payment

12. On the next page, click the Process Payment button to move forward.

-fh_hhgency User | Search | Educator Page

Please do not use the BACK or REFRESH buttons.

Click the button below to Process your Payment.

Process Payment
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http://www.ctc.ca.gov/educator-discipline/files/prof-fitness-instructions.pdf

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

{8 Oriire Paymervs - LexisNexis Payment Soln .- BB - - Sakiy~ Took @@= °
- COMMISSION ON
GOV J TEACHER CREDENTIALING
Ensuring Educowr Excelence

Below is a confirmation of your order. Please review your order and select Continue’ to groceed te the biling soreen.

Prodect mame Amaust Owed

CTT Document Certfcate of Cesrance ]

I Tatal

@ LexisNexis®

[Dons & [nternet 3 100

14. 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.

COMMISSION ON
TEACHER CREDENTIALING

o <*

Ensuring Educator Excellence

Total Amount:

$7

~Billing Add
rAddress Type
'3?3' Domestic (US and Puerto Rico)

(::' Milicary (APO/FPO)}

) International (including Canada, Mexico)

Cardholder First Name: *

Cardholder Last Mame: *

Zip Code: *

Address: *

Address Continued:

rPayment Infor
ayment Type:
® Credt card

Card Number: =

Expiration Date: *

Security Code: *

City: *
State: * AL =
Email Address;: *
Phone: * (299-099-2999)
{4 Go Back
B . e
LexisNexis

NOTE: The application fee is earned upon receipt and is not refundable. (Reference: Title 5,
California Code of Regulations, Section 80487)

Renewal-Tips 4/2016
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15. 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.

(w8

COMMISSION ON
TEACHER CREDENTIALING
Ensunng Educator Excellence

Total Amount:

Billing Add rPayment Information

Cardholder First Name @ nancy

Card Number; #***®sssssssnoqg
Cardholder Last Name: passaretti

Expiration Date:  01/2015
Zip Code: 99999 ! !

Address: 1900 capitol avenue J/ /

= By checking this box, you are authorizing the payment of the bill amount.
Address Continued:

City: sacramento
State: CA
Country :  United States of America
Email Address: npassaretti@cte.ca.gov
Phone: 990-999-9099

Complete Payment »

@' LexisNexise

16. On the Confirmation page, use the 15t link provided to obtain a printable receipt for your
reference. After printing your receipt, you can return to CTC Online with the 2" link “please
click HERE.”

(] Online Payments - Lexsnes peymene .|+ |

€ | @ https//demo.paymentsolutions.lexisnexis.com/pages/billing_info_confirmation_unskinned xhtml v o ~ Google 2§
Receipt
Payment Date: 12/01/201402:42 PM PST Payment Status: AUTHORIZED
Confirmation Number: 50024330
Payment Method: Credit Card (MASTERCARD) **=sxresess: 0248
Bill To: nancy passaretti 102.50

1900 capitol avenue

sacramento, CA - 99999 United States of America

Payment Towards Amount pin}
CTC Document 1-2F1S3X
102.50 Activity Supervisor Clearance
Certificate
Agency Amount_____ 10250

Total Amount

102.50
Click here for a printer friendly receipt

To return to the CTC application, please click HERE.
Your payment was made through paymentsolutions. lexisnexis.com, one of the LexisMexis WitalChek Network Inc. portals.
For payment support, please send an email to paymentsolutions@lexisnexis.com.

/' For CTC Assistance, please send an email to CTCOnRline @cte. ca.gov

@ LexisNexis e — (G TRUSTe

Contact Us | Terms and Conditions | Privacy Policy

‘Copyright @® 2008-2014 LexisNesis Risk Solutons. All rights reserved.
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The final landing page provides directions back to the Educator page or to log out of CTC Online.

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 avallable at the Commissions website at http:/ /www.ctc.ca.gov/help/ default. html
If you have additional questions regarding the onfine system, email C1Conlnedcte.ca.gov

for

G 9 q or your email credentials@ctc.ca.gov

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

Done

J/ Trusted sees fa v HI0% -

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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