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Update to Substitute Credentialing Process

« This new process will allow new substitute credential applicants and
those seeking a renewal to apply online for substitute credentials.

« The $125 fees can be paid using credit cards via online payment
interface (NIC USA) linked within the Teacher Certification
Information System (TCIS) application.

» Credentials will be issued electronically and are valid for 5 years from
the date of issuance. Applicants can print credentials upon issuance.




Applicant Process: Step 1
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_ Loginto the Teacher Certification Information System (TCIS) at
www.tcis.nj.gov. New users should select "New Users Must Register First".



http://www.tcis.nj.gov/

Applicant Process: Step 2
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Applicant Process: Step 3

Teachers Certification Information System - Online

Apply for New Certificotion/Credentials/Evaluntion

Certificatian J Credential Selectlon
= Please choose from the following options:

Applicant Hame 1 VETERAM, MILITARY
Ceriliication Appllcation

Hote: Use his Optlon 1o apply far CF, CEAS, Standard, Emergency, Cliarter Schaol Carlflcatals) or to request a transcript evaluation.

Click “Credential Application”

Hote: Use this Opilen 1a apply for Sulistliaest), Monuarny, Chlropractic or Scheol Safery Speclalist Cradeatials.

Click on "Credential application” option to apply for credentials.




Applicant Process: Step 4
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Substituic Credentinls Application

Appllcant Rame :  VETERAN, MILITARY

Apply Online for Substitute Credentials

In arder to apphy for the Substinae credentinl, phease complete this onllie application and conact your County Office of Edication to comphete the apphication prodess.

Your Subsiitute credential will be avdifable galing afver i has Leen lsdued,

Thiasnk yaii far yaur palience.
Substitute Qualifying Credentials

& Substirute Teacher Credential (9041)

O Substitute School Nerse Credential (B042)

~ The candidate can choose from the available substitute credentials
(Teachers, or School Nurse) as appropriate and should click on submit.




Applicant Process: Step 6
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The applicant will have to complete the oath form with any criminal and/or cert
revocation details. To sign the oath digitally provide initials and last 4 of SSN.




Applicant Process: Step 7

Apply New Certilicate(s) Online

Fayment Datiajls

Notes:
= Verify Payment details and click on *Submit’ to proceed further,
& Please be aware that Incomplete applications will expire after six months. Nate that these fees are non-refundable after expiration pursuant to NJAC 6A:9B-
5.4

Tracking #: G4027173

Applleant Manwe :  YVCTCRAM, MILITARY

Amount to be Pald: § 125.0

W Credit Card Choaslng this aplion will take you to tho credit card payment page whare you can pay for your applications.

e e
Verify-the payment details and click "Submit".

Note: If applicant has previous credit, the forwarding amount will be displayed and automatically applied
to the new fee. A credit card must be used to pay the remaining balance.




Applicant Process: Step 8

eIt ara

Customer Information

Address
Millary Yoteran
123 fMain Simal
LAWRENCEVILLE, NJ 03840

Fhong Number
TMT=111=-1111

Country

Emall Addrese
Unitod Slalos

TLAPTEGHASSIST@DOE.NJ GOV

Payment Information

Cragn Card Humbar * Credil Card Type
[t B T
visA

|d1ii11l1l|1l|111 o
Expiration Menth * Expiralion Yearn®
| 03- aren v| @ | 2023 ~|@
Securily Code *

> e @
Hame on Credif Camd *
Iun | &

_Once redirected to payment page, enter credit card details and click "Submit"”.




Applicant Process: Step 9

Apelication Confirmation - Substitute Credentiols

Tracking # €

Applican Name ©  VETERAN, MILITARY

Your application has been subn iiged
Yout Tracking NMumber : 646213  Your Apolication Number: 11 Your 55H : nx-exx 77

Your Address
123 Main Jtreet
LAWRENCEVILLE , W), 0BG48

YOUR APPLICATION AND ANY CREDIT CARD PAYMENT ARE CONFIRMED. DO NOT GO BACK TD THE CREDNT CARD PAYMENT PAGE AND CLICK "SUBMIT" AQAIN, OR YOU WALL DE BILLED AGAIN,

To complete your substitune certlficate appilcation, please contact your County Offlce of Education

Hotes:

1. Flease be aware that intomplete acplications will expire after sbc moniths. Note that these fees are non-refundable after ¢xgiration pursuant 1o NJAC EASE-5.4
2. W you are eligible Fer the eertificare, fwill be Issaed and all che Infarmation sbout certificates will be avallable onling, including certificate name, cortificate 10 nim ber, date of Isusnce, and axpiration date If applicable. Fieae see

[natrucions 1o view this information. Paper cenilicates will no longer be Issued.
3. If your require a change 1o your online profile, please com plete an online request and com plete the forms below and emall form and supporting docun ents o

certapplication@doe, nf.go
Upon successful completion of application and payment, candidate will be
provided with this confirmation page with the application details.
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