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Introduction

The Illinois State Board of Education’s Teacher Information System (TCIS) is the state’s
database system that manages teacher certification data and processes. TCIS is a client-server
application that is used by Regional Offices of Education (ROE), Entitling Institutions, and the
Illinois State Board of Education (ISBE) to enter, store, and process applications for teaching
certificates, endorsements, approvals and teacher service record data.

The Illinois State Board of Education’s Educator Certification System (ECS) is a web-based
system that allows educators and district administrators access to the TCIS data. ECS is
basically a “front end” to TCIS. All data in ECS is TCIS data and is current and “real time”.
The ECS web site consists of three portals, or doorways to certification data: The Administrator
Lookup allows district administrators to easily access educator credentials for purposes of
identifying, managing and evaluating teacher placements.

The Educator Portal allows teachers to confirm their credentials, record professional
development, register and renew their certificates, apply for new certificates, request additional
endorsements and request duplicate certificates. ECS accepts only credit cards as payment for
application services.

The Public Portal allows the public to perform a search of public certificate information for
educators in Illinois by using the City, District, School, or Educator Name.

Access to ECS and TCIS

ECS Access

ECS can be accessed on any computer with internet access and an internet browser at
www.isbe.net/ECS or by clicking on the ECS link on ISBE’s Home Page.
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Once the ECS link is clicked on ISBE’s Home Page the following screen is displayed:

To access an educator account the user clicks on the Click Here link in the Educator Access box.
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ECS - Educator Certification System

Log Into ECS - Frequently Asked Questions

Welcome to the ISBE
Educator Certification
System

Login Options

Login To ECS
New User

Reset Account
Help Using ECS

ECS User Manuals
Contact ECS Support

Contact Regional Office

Navigation

ISBE Home
Prof. Dev. Provider

CeRTS (Read Only)

TCIS Access

Already have an account? Login Here:

Account 1D |

passwort |

New User? Create Account Here:

All educators in llinois can view and track their
cerification information by creating an ECS account.
Once created, this account will allow yau to view wour
information, apply for new certificates, register and renew
vour cerificates, and enter professional development.

Create Mew Account

Forgot Login Info? Login Here:

Ifyou do not remember your Account 1D or passwoard wou
can click the Reset Account button below to log in by
verifying some basic information aboutwour account.

Reset Account

District Administrators:
Look Up Staff Here

Last Name: |

Find Staff Member |

Institutions utilize TCIS to enter entitlement notifications and subsequent endorsement
recommendations. Access to TCIS must be granted by the Illinois State Board of Education.
Once access is granted it can be access on any PC computer with internet access and an internet
browser at cx.isbe.net

Requesting Access to TCIS for Institutions

Please refer to the TCIS Security and CITRIX Install Instructions for details on accessing TCIS
and establishing a TCIS network id and password.

TCIS Menu Items

Depending upon your role as a TCIS user various menu items will be enabled or disabled. The
Open menu item in TCIS contains screens used by entitling institutions. Entitling institutions

have access to the Notification Entry, Notification Completion, Recommend Endorsement, and
ICTS Title IT Data Export screens.
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=" Teacher Certification Information System

File Edit Belf=p® PO Administration  Ukilities Reports  Settings  Window  Help

Application Entry Chrl+E

Inguiry Information kel

Motification Entry
Motification Completion
Recommend Endorsement
ICTS Title II Daka Expart

Zase Management ZhrlHM

Mewly Scanned Images Chel4+3

Cash Enkry

Zash Batch

ROE Credit Card Report
ash Bakch Accept

ash Receipts Listing
ash Special Processing
Returned Checks Repaort
Deposit Report

Misc Credit Processing
Approve Pending Degrees

The Notification Entry, Notification Completion, Recommend Endorsement, and ICTS
Title II Data Export menu items are used by entitling institutions to enter entitlement certificate
and endorsement recommendation data and to export entitlement certification data for Title II
reporting.

Institution Electronic Entitlement

There are currently 60 entitling institutions in the State of Illinois that prepare students become
teachers, administrators, and school service personnel. Upon completion of an approved
program these students are entitled to a certificate. Certificates by entitlement are one of the two
ways to receive a certificate from the State of Illinois. The second way is to receive a certificate
is to apply to ISBE for a certificate by transcript evaluation. There are certain eligibility
requirements to apply for a certificate by evaluation.

Initial entry of entitlement certificates for program completers is completed by using the
Notification Entry screen; Notification Completion “electronically signing and sealing” the
entitlement certificate is done on either the Notification Entry screen or the Notification
Completion screen. Entitlement certificates should be applied for by the student on the Educator
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Certification System (ECS) at www.isbe.net/ECS. If the student does not have a credit card
and/or cannot use ECS to apply for the certificate they should be advised to apply through their
regional office of education.

Notification Entry Screen
In this section we will be become familiar with the entitlement notification entry process.

=' Teacher Certification Information System

File Edit Ns/sEp® PL Adminiskration  Utilities  Reports  Setkings  Window  Help

&pplication Entry Chrl+E E

Inguiry Information Chrl+1

Matification Entry Chrl+M
Motification Completion
Recormmend Endorserment

1CTS Tikle II Daka Expork

To access the Notification Entry screen you can either <click> on the Open menu item and then
click on the Notification Entry menu item as shown above or you can click on the Notification
Entry button on the toolbar as shown below.

=' Teacher Certification Information System

File Edit ©pen PD  Administration  Ukilities  Reporks  Settings  Window  Help

BE (=i 5] (x=e B (=2 (B (@3 (E) 2] =

When you <click> on the Notification Entry menu item the Notification Entry screen will be
displayed. It is on this screen that you enter the entitlement certificates.

Upon entering the Notification Entry screen, the first thing you will notice is that the Date
Received, Notification State, and Notification Institution Name have already been filled. Also,
the only field of the three that can be modified is the Date Received. This date is important
because the completer of the institution’s approved program has three years starting from this
date to complete the application for the certificate. If they do not complete the application
process within this three year period, and still wish to get their certificates, they will have to
apply for transcript evaluation.
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B Entitlement Notification Entry |

General Information

Ssi: N Date Received [08/03/2007
Last/Firzt /bl | | pog:| 4/
Dearee Information Approved Progran |nformation
State: |||_ - Miroiz ﬂ State:
Institution: |'W'|L| -'whesterm llinois University j Institution: | J
Degree: |B - Bachelors ﬂ Certificate Type: | ﬂ
I ajor: | j [~ Bilingual Education Teacher - Spanizh Approval Letter
[ Teacher OF English A3 A Second Lahguage dpproval Letter
-
-

Approved Program and Endorsement Information

Approved Program/E r merts Aoy P Tied to Cert|[ M5 | [ K3 ] -

Haz Applicant Corpleted #ALL* Requirements OF The Approved Pragram?

" YES - Az the authorized official of this recogrized |linois teacher education institution, | do hereby cerify that the above-named applicant has
completed all requirements of the certification statutes and relevant rilez and requlations and haz successfully completed an approved program
leading to the cerifcation and endorzements for which the applicant iz recommended.

* NO- This notification for entitlernent is being entered prior to completion of all requirements.

Clear ‘ Loag/Repart ‘ Apply ‘ Cloze ‘

The entry for the screen is fairly straightforward. You begin by entering the SSN and then
pressing the {TAB} key.

If the applicant is already in the system (derived from previous testing results or from previous
applications) his/her name will appear in the area reserved for the name entry. If the name is
already present you will not be able to type in the areas reserved for the name entry. If the name
is misspelled then it can be changed by using the Change Name button. An example of how the
screen would look is displayed below.
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E Entitlement Notification Entry

General Information

S5M: 1333-33-3993 Date Feceived:

Edit Matifications

Last/First/MI: | | [ DoB:09/13A9%4 l
Dearee Information Appraved Program Information
State: |IL-|IIin|:|is j State: ’—4|
Institutior: [WwIL - \Westemn llinois University | Institution: | =l
Degres: |E - Bachelorz j Certificate Type: | ﬂ
Maijor: | j [ Bilingual Education Teacher - Spanizh Approval Letter

[ Teacher Of English &3 & Second Language Approval Letter

iedtoCet| M5 || HS [ K3 || K4 [

Haz Applicant Completed “aLL* Reguirementz OF The Approved Program?

" YES - Az the authorized official of thiz recognized llinois teacher education institution, | do hereby certify that the above-named applicant haz
completed all requirements of the certification statutes and relevant rulez and regulations and has successfully completed an approwved program
leading to the certifcation and endorzements for which the applicant is recommended.

+ MO - This notification for entitement is being entered prior to completion of all requirements.

Clear Log/Report | Change Mame Testz Degree Frint Surmmany Apply | LCloze |

Generally, the student’s name should always appear in the system due to the fact that passage of
the tests is now a requirement for program acceptance and completion. If the student’s name
does not appear when the ssn# is entered more than likely they are in the system under the wrong
ssn# and you should contact ISBE 217-782-7091 before proceeding.

The {Tab} key is used to advance between fields of the Notification Entry screen. Every time
you press {Tab} the next field will be highlighted as the current input field. In the below
example the {Tab} key was used to advance through the Date Received, Name, Date of Birth
fields until the focus was on the degree information. If the Date of Birth is empty please enter
the student’s date of birth.
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B Entitlement Notification Entry g|
General Information
S5SN: |993-93-9999 Date Received: |08/03/2007 Edit Matifications
Last/First/MI: | | DOEB: |09/13/1964
Deagree Information Approved Program Information
State: |||_ - Miroiz ﬂ State:
Institution: |WIU -Wwhestern lllinois University ﬂ Institution: | J
Bachelors j Certificate Tope: | j
. |6-B0CreditH
Majar: (g . .t’-‘-.xscur;alte oure [ Bilingual Education Teacher - Spanizh Appraval Letter
[7 Teacher Of English As A Second Language Approval Letter
C-CAS ]
D - Doctorate r
Approved |M - Masters
M-MaD
5 - Specialet &gy Pig Tiedto Cenl|_Ws | H5 | K3 :

Haz Applicant Completed “8LL" Requirements OF The Approved Program?

" YES - As the authorized official of this recognized [linois teacher education institution, | do hereby certify that the above-named applicant has
completed all requirementz of the certification statutes and relevant miles and requlations and has succeszsfully completed an approved program
leading to the certifcation and endorzements for which the applicant is recommended.

f¢ MO - This notification for entitierment is being entered prior bo completion of all requirements.

Clear Loa/Report | Change Mame Tests Deqres Frint Surmmary Apply ‘ LCloze |

The screen above shows a partially completed notification entry. The Degree dropdown box has
been expanded to show all the degree options available. By far the most common selections will
be Bachelors and Masters.

It is important to note that the degree can be entered two ways. The first would be to use the
mouse and click the drop down arrow to the right of the Degree field. Once the drop down has
displayed all the options, the desired degree can then be selected.

The second method would be use the keyboard and just type the desired degree code. Again, this
will most likely be a <B> for Bachelors or a <M> for Masters. The appropriate degree level
must be entered whether or not the applicant received the degree from your institution. If they
did not receive a degree from your institution you are able to select the state and institution
where they did received their degree in the picklist above the degree type.
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Once the degree type is selected pressing the (Tab) key will move you to the next field which is
degree major. Select the degree major and press the (Tab) key to advance.

B Entitlement Notification Entry

General Infarmation

55M: 999-99-9999 Date Received: |03/03/2007 Edit Matifications
Last/FirstM: | | DOB: |09/13/1964
Deagree Information Approved Program Information

State: |IL - Ilinais

State:

Institution: |W|U -wwiestemn llincis University Institution: |

=l

=l =l

Degree: |B - Bachelors ﬂ Certificate Type: | j
=l
~

ETel |E lementary E ducation (0056 [~ Bilingual Education Teacher - Spanish Approval Letter
Electronics (0169 [ Teacher Of Englizh &5 & Second Language Approval Letter
Elementary Education [O056 I

Elementary Group Minors [0310] r

Approved | Elementary Feading [0233]

Ernnticnally Disturbed [07 48]

BT ¢ rotionally Handicapped [0174] TiedtoCert|| M5 || HS L K3 || K4 B
Emotionall Impaired [0170] -
E ngineering [00039] b

hd
Haz Applicant Completed *ALL* Reguirements OF The Approved Program’?

" YES - Az the authorized official of this recognized |linois teacher education institution, | do hereby cerify that the above-named applicant has
completed all requirements of the certification statutes and relevant rules and requlations and has successfully completed an approved program
leading to the certifcation and endorzements for which the applicant is recommended,

(¢ MO - This naotification for entitlement is being entered prior to completion of all requirements.

Clear Log/Report | Change Mame Testz | Degres ‘F‘rintSummary‘ Apply | Cloze |

Once the degree major is typed in, pressing the {Tab} key will move to the next field which is
the Certificate Type.

2/17/2010 Page 11



TCIS/ECS System Documentation

B Entitlement Notification Entry

General Information

S5M: [999.93.9999 DateRecewed [02/02/2007 Edit Matifications
Last/First/MI: | | [ DOB:[03/137%4 [
Deqree [nformation Approved Program Information
State: |||_.|||in.3i3 j State: ’—_|
Institution: /1L - wiestem llinais University B2 Institution: | =1
Degree: |E - Bachelars j Certificate Type: (IEPEEN IR e ﬂ
b ajor: |E|ementary E ducation [008E] j [~ Bilingual Educ

04 - Early Childhood Teaching

[~ Teacher OFEngpg - Secondany Teaching

- Special Teaching

- Provizgional Alternative sdminigtrative K-12
- Trangitional Bilingual Teaching

- Schoal Service Personnel

- Adrminigtrative

Approved Program and Endarsement Information

.:. | |r|:|'-.-'E=|:| F'r::.qrarn.-"Er'||:I|:|r:5:E=rrn3r'|t:5:

1

Haz Applicant Completed *ALL* Requirements OF The Approved Program?

" %ES - As the authorized afficial of this recognized Hlinois teacher education institution, | do hereby certify that the above-named applicant has
completed all requirements of the certification statutes and relevant miles and regulations and has successfully completed an approved program
leading to the certifcation and endorsements for which the applicant iz recommended,

* MO - This notification for entifement i being entered prior bo completion of all requirements.

Clear Log/Report | Change Mame Testz Degres Print Summary Apply ‘ LCloze ‘

In the example above the focus has been advanced to the Certificate Type by using the {Tab}
key. The arrow to the right of the Certificate Type field was then pressed to display a list of
valid Certificate Types. Alternately, the Certificate Type number could have been typed. For
instance, if the student was entitled to an Elementary Teaching certificate, then type {03}.

The Certificate Type drop down will only list valid certificate types for the Institution and
Degree chosen. This means that if your institution has not been approved to offer the <73 —
School Service Personnel> program then it will not display in the list, nor will it allow it to be
typed. Once the Certificate Type has been entered the focus is advanced to the Approved
Program/Endorsements table by pressing the {Tab} key.

From this table the Approved Program completed and Endorsements for which the applicant is
eligible can be assigned. The screen below shows the start of this process.
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B Entitlement Notification Entry El
General Information
S5M: IW Date Received: IW Edit Motifications
Last/First/MI: | | [ DoB:joasiaAses r
Degree Information Approved Program [nfarmation
State: |||_.|||imi3 j State: Iﬁ
Institution: |W'IU -wfestern [linais University j [ngtitution: | J
Degree: |B - Bachelorz j Certificate Type: |03 - Elementary Teaching j
b ajor: |E|EmEntaf_'r' Education [0086] j [~ Bilingual Education Teacher - Spanish Approval Letter

[ Teacher OF Englizh &g & Second Language Approval Letter
-
-

Approved Program and Endorzement Infarmation

A rogram./E n

LEM - Elementany Education
ELEM - Elementary E ducation
ESL - Englizh A3 A Second Language
FACS - Family & Congumer Science
FREM - Foreign Language - French ﬂ
GERM - Fargign Language - German -

Hasz applicant Completed *ALL* Requirementsz OF The Approved Program’?

" YES - Asthe authorized official of this recognized [linois teacher education institution, | do hereby certify that the above-named applicant has
cornpleted all requirements of the certification statutes and relevant rules and regulations and has successfully completed an approved progranm
leading to the certifcation and endorzements for which the applicant is recommended,

¢ MO - This notification for entilement is being entered prior to completion of all requirements.

Clear Log/Report | Change Mame Tests Degres Print Surnmary Apply ‘ LCloze ‘

In the example above the drop down arrow to the right of the Approved Program/Endorsements
column has been selected. This displays all endorsements and approved programs. Select or
enter the PROGRAM the student completed first; then you can enter the endorsements in
the subsequent rows. The desired Approved Program or Endorsement can then be selected by
using the scroll bars and selected. Alternately, the approved program or endorsement can be
entered by typing its four letter code. This code precedes the name of the endorsement and/or
approved program. In the example above, the {ELEM} code would be typed if the desired
approved program was Elementary Education. Another example is EARL is the Early
Childhood Approved Program.

Once the desired code has been either typed or selected from the list the {Enter} key should be
pressed. When the {Enter} key is pressed the boxes to the right will be enabled or disabled
depending on which are valid for the selected approved program or endorsement. If there is only
one choice available then the system will automatically select the option and the entry focus will
move to the next line of the table to prepare for the next endorsement or approved program. If
there are multiple choices then a check box will appear allowing the user to select those items
that are valid for the current individual. The check box can be clicked with the mouse or can be
selected by highlighting the row and pressing the {Space} bar. The {Space} bar will alternately
check and uncheck the current check box. The example below shows two endorsement entries in
the table.
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B Entitlement Notification Entry

General Information

S5N: |939-93-9353 Date Received: |08/03,/2007 Edit Matifications
Last/First/Ml: | [ DOE: |09/13/1964

Deqgree Information

State: [IL - limois

Inztitution: |W|U -wiestern llinoiz University

Dreqree: |B - Bachelors

b ajar; |E|ementar5l E ducation [008E]

Appraved Pragram and Endarsenent [nfarmation

i 15
ELEM - Elementany Education

Lol Lol Lo Lo

Approved Program |nformation

State:

Ikstitution: |

Certificate Type: |E|3 - Elementary Teaching j

[ Bilingual E ducation Teacher - Spanish Approval Letter
[7 Teacher Of Englizh Az & Second Language dpprowval Letter

L& - Language Aatz

BISC - Biological Science

Hasz Applicant Completed 4L Requirements OF The Approved Program’?

" YES - Az the authaorized official of this recognized lllinois teacher education institution, | do hereby certify that the above-named applicant has
completed all requirements of the cedification statutes and relevant rules and regulations and has successfully completed an approved program
leading to the certifeation and endorzements for which the applicant iz recommended.

f+ MO - This notification for entilement iz being entered prion bo completion of all requiremnents.

Clear | Log/Report | Change Name| Tests

| Degres | Privt Surrmany Apply ‘ Cloze ‘

It is important when adding the last endorsement in the endorsement grid that you tab to the next
empty row before clicking on the (Apply) button; doing this will commit your last entry to the
data that will be saved when you click the (Apply) button.

If your institution has been approved to also recommend students for approval letters one of
several approval letter checkboxes will be available.

E Entitlement Notification Entry _'i

General Infarmation

S5M: 999-93-9339 Date Received: |08,/03/2007 Edit Matifications
Lazt/First/M: | | DOB: |03/13/1964

Degree Information

State: |IL - Ilicis

Institution: |W'IU -wheztern [linoiz University

Deges: |B - Bachelors

b ajar; |Elementary E ducation [J03E]

Annrnved Pranram and F adnrsement [Infarmatinn

Led Lef Lef e

Approved Program |nformation

State:

Istitution: |

Certificate Type: |03 - Elementary Teaching ﬂ

[

[v iTeacher Of English &5 & Second Language Approval Lettes
=

[ Bilingual Education Teacher - Spanish &pproval Letter ]

-
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If the student meets the requirements for the approval letter check the appropriate checkbox and
when the certificate is issued the approval letter will also automatically be issued.

Currently, many institutions enter (or send) their notifications prior to the applicants actually
completing all requirements of the approved program for which they are enrolled. The
applicants then must complete a certificate application, which the entitling institution must sign
and seal. The signature and seal is the Regional Office’s method of determining that the
applicant has truly completed all requirements of the approved program for which the
entitlement notification was entered.

Applicants can now apply for their entitlement certificates online through ECS
www.isbe.net/ECS. Since there is no method over the web of evaluating a signed and sealed
application form, we have implemented two new methods in which an institution can
electronically mark an applicant as having completed the approved teacher education program in
which they were enrolled. The first is with the existing notification entry screen. The
notification entry screen has been modified to allow the institution to mark the applicant
“complete” as the entitlement notification is being entered. This is done by selecting the “Yes”
option at the bottom of the screen. This electronic authorization will substitute for the paper-
based signed and sealed application for online processing.

B Entitlement Motification Entry

General Information

55M: [939939993  DateReceived: [08/03/2007 Edit Matifications
Last/First/MI: | | [ Doe: 0313964 r
Deqree [nformatian Approved Program [nformation
State: |||_-|||ingis ﬂ State; ’—_|
Institution: |WIU -Western [llinois University ﬂ Institution: | J
Degree: |B - Bachelors ﬂ Certific:ate Type: |03 - Elementary Teaching ﬂ
Maijor: |E|ementar_l,l Education [00SE] ﬂ [~ Eilingual Education Teacher - Spanish &pproval Letter

W Teacher OF Englizh Az & Second Language Approval Letter

LA - Language Arts
BISC - Biological Science

i K=

lebmd Bl 2 Oy be C1F Tl e
HECH =] = e L = S Tt 1T

4 Az the authorized official of this recognized llinois teacher education institution, | do hereby certify that the above-named applicant haz
completed all requirernents of the certification statutes and relevant rules and regulations and has successfully completed an approved program
leading to the certifcation and endorzements for which the applicant iz recommended.

(™ MO - This notification for entitlerment iz being entered prior to completion of all requirements.

Clear Log/Report | Change Name Testz Deqres Print Summary Apply ‘ Cloze |
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Once all entries are made in the Approved Program/Endorsement table then the information
should be checked for accuracy. Once all information is confirmed, the <Apply> button is
pressed to save the certificate.

Once the <Apply> button is pressed the screen will revert back to its original state before any
entry was made except that the Degree will remain. This will help facilitate entering multiple
people with the same Degree type.

Important Note on Type 10 Special Certificates

It is very important that when entering a Type 10 Special Certificate Approved Program
that you do not select (checkmark) the endorsement grade level columns for MS, HS, K-3,
or K-4 when entering the approved program area. Approved programs on Type 10
Certificates are for the entire grade level of the certificate (LBSI is pre-k to 12). The
system will create the endorsement at the grade level of the certificate and it is not
necessary to mark other grade levels as that would be redundant.

B Entitlement Notification Entry

General Information

55M: [99993-9993  DateRecsived: [08/03/2007 Edit Matifications
Last/Fist/Ml: | | [ Doe:[0sA3nges I
Degree Information Approved Program [nformation
State: 1L - Ilinois =] State: || -]
Institution: ['#1U - Wwestem llinis University | Institutir: | =l
Degree:; |B - Bachelors j Certificate Type: |1IZI - Special Teaching j
td ajor: |Heading Specialist [0235] j [ Bilingual Education Teacher - Spanish Approveal Letter

[7 Teacher Of English Az & Second Language Approval Letter

Approved Program and Endorsement Infarmation

SREA-R

Haz Applicant Completed *ALL* Requirements OF The Approved Program?

" “ES - s the authorized official of thiz recognized |linois teacher education institution, | do hereby certify that the above-named applicant has
completed all requirements of the certification statutes and relevant rulez and regulations and hag successfully completed an approved program
leading to the certifcation and endorzements for which the applicant is recommended.

& NO-  This notification for entidement iz being entered prior to completion of all requirements.

Clear Loa/Report | Change Hame Tests Deares Frint Summary Apoply ‘ LCloze
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Correcting Notification Entries

If an error is made while entering notifications it can be corrected by using the <Edit
Notification> button. This feature will only allow notifications to be corrected that were entered
by the same institution that is doing the correcting. It allows the endorsements and/or approved
programs to be corrected, as well as deleting an entire certificate. It does not allow the degree or
certificate type to be modified. In cases where the degree or certificate types are incorrect the
best course of action is to delete the original certificate and reenter it using correct information.

To start the editing process a valid SSN must be entered. If the SSN does not exist the <Edit
Notification> button will not be enabled. As the SSN is entered and the user presses the {Tab}
key then the screen will appear like the screen pictured below.

B Entitlement Notification Entry

Gerneral [nformation —
55M: |993-99-9999 Date Received: |08/02/2007 Edit Motifications
Last/First/MI: | [ DOE: |09/13/1964
Degree Information Approved Program Information
State: |||_ - Miniz = State:
Institution; [wIL - western linois University | Institution: | =]
Degres: |B - Bachelors j Certificate Type: | j
M ajor: | j [ Bilingual Education Teacher - Spanish Approval Letter
[~ Teacher Of English Az A Second Language Approval Letter
-
=

Notice in the above example that the SSN is the same SSN that we used in the previous
examples. Also, the screen is ready to either enter new certificate entitlements or edit existing
certificate entitlements. The name is displayed in the name fields and they are disabled to
prevent them from being edited.

To start the editing of a certificate entitlement that was entered earlier press the <Edit
Notification> button. This will display a screen with all valid pending entitlement notification
certificates. Once an applicant has applied for an entitlement certificate it will not be displayed
in this list and will not be available for changes.

The screen that is shown when the <Edit Notification> button is pressed is displayed below.
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B Notification Certificates For John J. Smith

John J. Smith

MHatification Certificates Present

2258503 E arly Childhiood Teaching

WL - ‘western linois University

03/13/2006

- |

Delete

Select

LCancel |

As you can see from the above example, all entitlement certificates that have been entered and
for which the student has not yet applied will be displayed in the entitlement list. You cannot
edit or delete an entitlement certificate after the student has applied for the certificate. To edit

the entitlement certificate select the desired certificate and press the <Select> button. If the

certificate is to be deleted then press the <Delete> button. Alternately, if no action is to be taken

then press the <Cancel> button.

Once the certificate has been selected and the <Select> button has been pressed the screen will

appear as shown below.
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B Entitlement Notification Entry PX|
Gereral Information
S55M: 1993-99-9399 Date Received: Edit Matifications
Last/First/MI: | | DOgE: 2258553
Degree Information Approved Program Information
State: | J Stater
Institution: | J Institution: | J
Degree; | J Certificate Tope: | J
M ajar: | J [ Bilingual Education Teacher - Spanish Approvval Letter
[ Teacher Of Englizh Az & Second Language Approval Letter
-
-

Approved Pragran and Endarzement Infarmation

Appraved Progran/E ndorsemets

EARL - E arly Childhood E ducation -

Hasz Applicant Completed *ALL* Requirements OF The Appraved Program?

(v YES - Az the authonzed official of this recognized [linois teacher education institution, | do hereby certify that the above-named applicant has
completed all requirements of the certification statutes and relevant rules and regulations and has successfully completed an approved program
leading to the certifeation and endaorsements for which the applicant iz recommended.

" NO - This notification for entilement iz being entered prior to completion of all requirements.

Clear Log/Report | Change Mame Tests Deqree Print Summary Apply ‘ Cloze ‘

As you can see, it looks exactly as it did when the notification was first entered. The only
difference is that all the selection criteria are disabled except the Approved
Program/Endorsement Table. Also, you can see the certificate number of the original
notification below the <Edit Notification> button. Once all modifications are made the changes
are saved by pressing the <Apply> button. The screen will return to its default state in
preparation for further entry.

Program Buttons

Several buttons appear at the bottom of the Notification Entry screen that you can use to retrieve
or enter additional data on the student. Click on the Tests and Degree buttons to view the tests
and degrees that have been entered for this student.
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B passed Tests

01/01/2008 |Reading Specializt
181 01/01/2006 | School Counzelor
186 /012005 | Frincipal
0396 /01,2005 |Baszic Skillz
104 /0142005 |APT - Special
110 0140420058 |Elementan/Middle Grades
115 0/01/2005 | Mathematics
145 0A01/20058 | Wisual Arts
155 01./01/2005 |Learning Behavior Specialist |

Degree Information

Add Degree
IL WL - Western lllinois University B - Bachelors  [0047 - Special Education
IL WL - wWestern llinoiz niversity B - Bachelors | 0044 - Reading Update Degres |
IL WL - western [linoiz niversity B - Bachelors | 008E - Elementary Education
IL EIU - Eastern lllinois University b - M asters 0155 - School Counseling

Delete Degres

j LCloze

Tests may not be modified, however degrees may be updates using the appropriate buttons.

B Degree Information

State:

[ izt

Type

Degree |nformation

IL - lllirois

=

3

o |WIL| -western linoiz University - Accredited

El

P |B - Bachelarz

Sart Ingtitutionz By

S|

f* Code
i Mame

Maior: |5 pecial Education [0041]

El

Cancel

The Print Summary button will launch a new window with a student summary report that you
can print by clicking on the printer icon at the top of the window.
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The Change Name button allows you to change the student’s name if it is incorrect. NES
provides ISBE with test scores of students and the names are occasionally truncated as they do
not capture as many characters as does ISBE. Please correct these names.
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Entitlement Certificate Log

To view information that has been entered by your institution select the Log/Report button on
the bottom of the Notification Entry screen. When this button is pressed the log screen will be
displayed that lists all certificates that have been entered within the displayed date range.

Entitlement Certificate Log

Cert Code Cert Stat Lger D Updated
Barucki, Brittary 73 -3chool Service Personnel M - Motification CHUTCHIN |7f25/2007 IL
Calabrese, Lauri 77 - Administrative E-12 M - Motification CHUTCHIMN  |?f20/2007 IL
Grim, Dawe 75 - Administrative M - Motification CHUTCHIM | ?f20/2007 IL
Huclk, Kathryn 73 -School Service Personnel I - otification CHUTCHIM | 7f25/2007 IL
Peharda, Krista 03 -Elementary Teaching [-lssued CHUTCHIN | ?f26/2007 IL
Fobhb. Dee 10 - Special Teaching M- Motification  |CHUTCHIN | 7/20/2007 IL
Sammons, Anne 75 - Administrative M - Motification CHUTCHIN | ?f20/2007 IL
sanchez, Cynthia 10 - Special Teaching M- Motification  [CHUTCHIMN | 7/25/2007 IL
Savage, Aubree 73 -School Service Personnel I-lssued CHUTCHIMN | ?f25/2007 IL
<] 1 2
Total Recaords: 9 Date Range: |07/19/2007 - ||:|E-"E|2-"2E|U? i
Print Log | Clear Filters Cloge

You may enter any date range desired by typing in the dates and click the Search button. The
search results can be further refined by typing desired values in the first light yellow row at the
top of the table. For instance, if you were looking for a last name you would type the last name
of the desired person in the light yellow areas of the Name column. Clicking on Search button
would then display all certificates matching that name for the entered date range as shown below.
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Entitlement Certificate Log

3 Cert Code Cert Stat N Updated
Smith
115mith, Kan 03 - Elementary Teaching [-lssued CHUTCHIM  |3/15/2007 IL
31 Srmith, Lauren 77 - Administrative K12 [-lssued CHUTCHIN | 7A71/2007 IL
1 Smith, Jr., Barny 10-Special Teaching [-lzsued CHUTCHIMN  |3/15/2007 IL
I
1
j [N 1 2l
o
Total Records: 3 Date Hangn{ mAmA2007 - |0BA0242007 Search
; ' ] (s ||
] Print Log | Clear Filkers Cloge

Any search result can be viewed and then printed by pressing the Print Log button.
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1of1 S & |10z ~ Totabd  100% dof3

sieennT lllinois State Board of Education
Wil - Western lllinois University Entitlement Log

Entitlerents Received in date range 071012007 - 08022007
Last name = Smith

Hame 58N Degree GCertificate Approved Programis) Endorseme nt{s) and Approval Letters
Srith, Jr., Barry R 225000000 | Backelors 2277457 100 | LBSI - Leaming Behavior Specialist |
Entered: 03152007 lezued

E-Sealed: 0901152007

Srith, Kari A IDTITILY | Bachelors 2277392 -03 | ELEM - Elementary Education LA- Language Arts
Entered: 03152007 lssuad 808C - Social Science
E-Sealed: 0472372007

Staith, Lauren 870003050 | Mo Degres (2299770 -77 | SUPT - Superinten dent
Entered: O7M12007 lzzued
E-Sealed: 077112007

To print the log, click on the Printer icon at the top of the preview window as shown above.

Notification Completion Screen

The Notification Completion screen allows applicants to be marked as having completed all
requirements of their approved education program. The system does not differentiate between
applicants marked complete on the Notification Entry screen and applicants marked complete on
the Notification Completion screen. The primary difference is to provide two different methods
of managing the effort of marking applicants complete and ready for certificate application. The
Notification Entry screen allows applicants to be marked complete on a case by case basis. The
Notification completion screen allows batches of applicants to be marked at the same time.

To access the Notification Completion screen click on the Open menu item and then click on the
Notification Completion menu item.
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B3 Teacher Certification Information System

File Edit Wefs=g® FD  Adminiskration  Ukilities  Reports  Settings  Window  Help

e E Application Entry Chrl+E

= Inquiry Information Chrl+I

Mokification Enkry Ckel+I
Motificakion Completion

ICTS Title II Data Export

By default the screen will display all entitlement certificates that your institution has
recommended to student that have not yet been marked complete.

&1 Entitlement Notification Completion

Filter Options

From Date: (I SSM:| - - [+ Filter Dut Applicants Marked Complete

ToDate: | &4 Cert Type: | Search University Motifications

15 Matifications Mat Marked Complete

Applicant Cert Mo

OB/29/2007 | 27 L7 lArmington, John E 2292453 O
03/152007 | 222 22 2272 |Boicken, Jared hd 2277359 1
094192006 | 2C% o ooV |Borkhardt, Kelli J 22hg4:27 O
03/012006 | oo S0 ocv 1 [ Cronkleton, Brian L Zeeh441 1
03/01/2006 | 2co vo soow (Edler. Lynne b 222h375 1
09/19/2006 | 225 7o S22 [Fennell, Kristin A 2259443 |
naAdq/oone| ~== =~ ===~ mallil Bvan ™ DORQ374 in 1 j
Complete Al Completed Motifications: IT Bemowve Al
Crder By

+ Applicant Mame ¢ Date Entered Ascending ¢ Date Entered Descending ¢ Certificate Type

Confirm and Accept Options

Az the authorized official of thiz recogmized linois teacher education inztitution, | do hereby Flaset
certify that the above-named applicants have completed all requirements of the certification —
statutes and relevant rules and regulations and have successfully completed an approved Print
program leading to the certifcation and endorsements For which the applicant iz recommended. N

Checked Applicantz Meet Above Guidelines LCancel

The list of entitlement certificates can be filtered by the date of notification, social security
number and certificate type. Also, the list can be sorted by various options as indicated in the
Order By section. Lastly, the list can be set to show entitlement certificates that have been
marked complete by un-checking the Filter Out Applicants Marked Complete checkbox at the
top of the screen.
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You can see that at the top of the certificate table is a count of the current certificates displayed.
Once all desired applicants have been marked or unmarked, the Checked Applicants Meet Above
Guidelines button can be pressed to accept all entries. A message box (displayed below) will
appear to confirm that all marked applicants have completed all requirements for the approved
program in which they earned their entitlement.

Mark All Checked Applicants As Completed? 5[

Select =¥es> if wou wish to mark all checked applicants as having completed the
approved teacher education program that entitles them to the above listed Ilinois teaching certificate.

Once an applicant has been marked as having completed all requirements the applicant can apply
for the entitlement certificate online using ECS at www.isbe.net/ECS Instructions for ECS can
be found on the main page of the ECS system.

To view and print a list of the entitlement certificates displayed in the grid click the Print button.

1 of 3 [ = R T Tatal15  100% 15 of 15

- lllinois State Board of Education

Wil - Western lllinois University

Completed Apps Fitered Qut

Hame SSN Degree Certificate Approved Program(s) Endorsement(s) and Appro
Arringtan, John E WIIZI0NT | Mo Degree |2292458 -7T | SUPT - Superintendent
Entered: 0B2972007 N-M
E-Eealed:
Boicken, Jared M 322520277 | Bachelors 2277399 -10 | PE - Physical Education
Entered: 031192007 M-M
E-Sealed:
Borkhardt, Kelli J e 00 207 | Bachelors 2259427 <03 | ELEM - Elementary Education LA- Languaye Aris
Entered: 019/1972006 M-M
E-Sealed:
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Subsequent Endorsement Recommendation

Institutions also have the ability to recommend students for subsequent endorsements on existing
issued certificates. To access this feature click on the Open menu item and select the
Recommend Endorsement menu item.

E? Teacher Certification Information System

File Edit Bela=p® PO Administration  Ukilities Reports  Settings  Window  Help

= B 0 = 2] =

Application Entry Chrl+E
Inquiry Information Chrl+I

Motification Entry Chrl4+M
Motification Completion

) nend Endorsement
ICTS Title II Daka Export

To recommend a student for a subsequent endorsement on an existing issued certificate begin by
entering the student’s social security number (SSN) or Illinois Educator Identification Number
(IEIN) and press the {Enter} key.

B Institution Endorsement Recommendation r5__<|

General Infarmation

EN: [ ssn: [T

Marne; |

Endorzement Infarmation

Certificate: |

Endorzement; |

Ll L Lo

Grade Level: |

Haz the Educator Completed ALL Requirements Of The Endorsement?

[ Az the authorized official of thiz recognized llinois teacher education
institution, | do hereby certify that the above-named applicant has
completed all requirements of the certification statutes and relevant rules
and regulations and has succezsfully completed all of the requirements for
the above listed endorsement. The recommendation iz being based upon
the following criteria:

i Test Only
" Test and required coursesork,

" Major and required coursework

~ Required courzewark. only, endorsement does not
reqguire test or major

Edit Recommendatian Lu:ng.-"FHeport| Test(s) | Apply | Close |
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If the student is found in TCIS the name and IEIN fields will be populated.

B |nstitution Endorsement Recommendation

eneral |nformation

IEIM: |7751E61 S5SM: 1993-93-9999

Mame: |

Endarzement Infarmatian

Certifizate: |

E ndarzement: |

Lol Lef L

Grade Lewvel: |

Has the Educatar Completed ALL Requirements OF The Endorsement?

[ Az the authonized official of thiz recognized |linois teacher education
inztitution, | do hereby cerdity that the above-named applicant haz
completed all reguirements of the certification statutes and relevant rules
and regulations and haz succeszsfully completed all of the requirements for
the above listed endorsement.  The recommendation is being based upan
the following critena:

(" TestOnly
" Test and required courzework,

" Major and required courzewaork,

Fequired coursework, only, endorzement does nat
require kest or major

Edit Recommendation Lu:ug.-’Hepu:urt| Test(z] | Apply | Cloze |

If the student is not found in TCIS or does not hold an issued certificate for which endorsements
can be added the following message will be displayed. If you feel you have received this
message in error please contact your ISBE certificate representative.

2/17/2010 Page 28



TCIS/ECS System Documentation

Once the student has been found in TCIS the second step in entering a subsequent endorsement
recommendation is to select the certificate for which you wish to apply the endorsement
recommendation. Subsequent endorsement recommendations can only be applied to one
certificate at a time.

B Institution Endorsement Recommendation g|
General [nfarmation
IEIN: 775161 S5M: [93393-9333
Mame: |

E ndarzement | nfarmation

Certifizate: |235?1 &5 - 09 Secondary Teaching

E ndarzement: |

Ll Lad Lo

[arade Level: |

Haz the Educator Completed ALL Reguirements OF The Endorsement?

[ Az the authorized official of thiz recognized |linois teacher education
inztitution, | da hereby cerify that the above-named applicant has
completed all requirements of the certification statutes and relevant rulesz
and regulationz and haz succezsfully completed all of the requirements for
the above listed endorsement.  The recommendation is being based upon
the following criteria:

(" Test Only
(" Test and required coursework,

" Major and required coursesmark,

Required coursework, only, endorzement does not
require test or majar

Edit Recommendatian LEIQ.-"HEDEI['I| Testz] | Apply | Cloze |

Once the certificate is selected the Endorsement pick list is enabled; the third step is to select the
endorsement for which you are making the recommendation.

2/17/2010 Page 29



TCIS/ECS System Documentation

B Institution Endorsement Recommendation E|

eneral |nformation

[EIN: |7751E1 S5M: 1333-93-3339

M ame: |

E ndarzerment Infarmatian

Certificate: |235?1 85 - 09 Secondany Teaching

Endorsement; |TM.-’-‘-.T - Teacher Leader - Mathematics

Grade Lewvel ||

Lol Lo Lo

Haz the Educator Completed ALL Reguirements Of The Endorsement?

[ Az the authorized afficial of thiz recognized |linois teacher education
inztitution, | do hereby cerdity that the above-named applicant has
completed all reguirements of the certification statutes and relevant rules
and regulations and haz successfully completed all of the requirernents far
the above listed endorsement.  The recommendation iz being based upon
the following critena:

(" Test Only

" Test and required courzework

" Major and required courzewaork,

Fequired coursework, only, endorzement does not
require test or major

Edit Recommendation Lu:ug.-’Hepu:urt| Test[z] | Apply | LCloze |

Once the endorsement is selected the next step is to select the grade level of the endorsement for

which you are making your recommendation, only one endorsement and grade level combination
can be made at a time.
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B Institution Endorsement Recommendation E

General Information

[EIM: 775161 S55M: 1993-93-3999

M amne: |

E ndarzement | nfarmation

Certifizate: |235?1 85 - 09 Secondary Teaching

Endorsement; |5DE - Safety & Dnver Education

Led Lol Lo

Grade Level: |EEEENEtE

Hasz the Educatar Completed ALL Requirements Of The Endorsement?

[ Az the authorized official of this recognized |linois teacher education
ingtitution, | do hereby certify that the above-named applicant haz
campleted all requirements of the certification statutes and relevant rules
and regulations and haz successfully completed all of the requirements for
the above listed endorzement.  The recommendation i being bazed upon
the following criteria:

" Test Only
(" Test and required coursewark,

" Major and required courszesmark,

Required coursework. only, endorzement does not
require test ar majar

Edit Recommendation Ll:ug.-’Fiep-:urt| Test(z] | Apply | Close |

The final step is to electronically sign and seal the endorsement recommendation and select the
method by which you used to verify that the student has met all of the requirements for the
endorsement. This is done by clicking on the check box next to the authorization text and
selecting one of the four options.

Important Note: The system DOES NOT verify that the educator has passed the
appropriate test; this function is the responsibility of the certification officer who is making
the endorsement recommendation.

For the convenience of the user a Test(s) button is at the bottom of the screen that will let you
view the tests the educator has passed.
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B Institution Endorsement Recommendation E|

eneral |nfarmation

IEIM: [7751E1 55M: 1999-93-9999

M ame: |

Endarzement Infarmatian

Certifizate; |235?1 35 - 09 Secondary Teaching

E ndarzement; |SDE - Safety & Driver Education

Lol Led Lo

Grade Lewvel: |3 - Seniar HS

Haz the Educator Completed ALL Regquirements OfF The Endorsement?

[v Az the authonized afficial of thiz recognized |linois teacher education
inztitution, | do hereby certify that the above-named applicant has
completed all requirements of the certification statutes and relevant rules
and regulationz and haz succezsfully completed all of the requirements for
the above listed endorsement.  The recommendation is being based upon
the following criteria;

(" TestOnly
(" Test and required coursework,

" Major and required courzemork,

s

iHequired coursewark anly, endarzement dogs not |
require kest ar majar

Edit Recommendation Lu:ug.-"Hepu:urt| Testz] | Apply | Cloze |

Once the data entry is complete, click on the {Apply} button to save the endorsement
recommendation to the educator’s certificate. The endorsement will be posted to the educator’s
certificate with a status of “Notification”. The educator can now apply for the endorsement from
his or her ECS account.

At the bottom of the Endorsement Recommendation screen there are several buttons to allow the
user to edit and existing endorsement recommendation, view and print a log of the endorsement
recommendation made, and to view passed test(s).

Once an endorsement recommendation has been made the institution user can edit or delete the
endorsement recommendation. Editing or deleting an endorsement recommendation can only be
done if the educator has not yet applied for the endorsement. To edit or delete an endorsement
recommendation enter the educator’s SSN or IEIN and press the {Enter} key, then click on the
Edit Recommendation button.
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B Institution Endorsement Recommendation

General Information

[EIM: [775161 55M: |999-93-9939

M arme: |

E ndarzement [nformation

Certifizate:; |

E ndarzement: |

Lol Lef e

Grade Level: |

Has the Educator Completed ALL Reguirements Of The Endorgzement?

[ Az the authorized official of thiz recognized llincis teacher education
inztitution, | do hereby certity that the above-named applicant has
completed all requirements of the certification statutes and relevant rules
and regulations and has succeszfully completed all of the requirerments far
the above lizted endorsement. The recormmendation iz being based upon
the following critenia:

(" Test Only
™ Test and required courzework,

" Major and required coursewark,

~ FRequired coursewark anly, endorsement does naot
require kest ar major

Edit Recommendation LDQ.-"HEI:IDH| Test(z] | Apply | Cloze |

Once the Edit Recommendation button has been clicked the following screen is displayed listing
all of the endorsement recommendation for the selected educator. You will only be able to
delete or edit an endorsement recommendation made by your institution and for which the
educator has not already applied.
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B Endorsement Recommendations For Johnny J. Smith

Johnny J. Smith

Endorzement Becommendations

2412333 | 75 [Adminigtrative DSE Director of Special Education | & Preschool to Age 21 12472010

d

Delete Select | LCancel |

To delete an endorsement recommendation click on the row of the endorsement for which you
wish to delete and then click on the Delete button.

To edit an endorsement recommendation click on the row of the endorsement for which you
wish to edit and click on the Select button. Once the Select button has been pressed the
Endorsement Recommendation screen will be displayed with the endorsement information; make
the desired changes and click on the Apply button. Note you will need to check the electronic
sign and seal check box and select the appropriate method of evaluation.
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B |nstitution Endorsement Recommendation

General Information

IEIN: 775161 S5M: |933-93-9933

M arne: |

Endarzement |nfarmatian

Certificate: |241 2333 - 75 Administrative

Endorsement; |DSE - Director of Special E ducation

[Grade Level: |E - Preschool to Age 21

Lol Lo Lo

Hasz the Educatar Completed ALL Requirements OF The Endorzement ?

[ Az the authaorized afficial of thiz recognized |linoiz teacher education
inztitution, | do hereby cerifty that the above-named applicant haz
completed all requirements of the certification statutes and relevant rules
and requlations and haz successfully completed all of the requirernents far
the above listed endorsement.  The recommendation iz being bazed upan
the following critenia:

(" Test Only
" Test and required courgework

" Major and required courzewark,

Required coursework, only, endorzement does not
require test ar major

EditHecnmmendatinn| Lnga’Hepnrt| Test[z] | Apply | Cloze |

To view passed test(s) associated with the educator click on the Test(s) button and the following
screen will be displayed; use this screen to verify the educator has passed the appropriate test for
the endorsement for which you are making the recommendation.
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B passed Tests [‘S__<|

11/14/2009 |Basic Skillz

186 01/01/2003 | Chief School Buzsiness Official

131 01012009 | School Counzelor

153 1140842008 |5Speech/Language Path - Teaching

115 03/08/2008 |Mathematics —
116 03/08/2008 | Science: Phypsics

ooz 01/01/2008 |Befare July 1, 2004 Early Childhood

101 01/01/2007 | APT - Early Childhood

105 01401 42008 |Science: Biolagy

113 01401420068 |Social Science: Geography ﬂ

Cloze

To view and/or print a report of the endorsement recommendations made by your institution,
click on the Log/Report button. Once the Log/Report button is pressed the following screen is
displayed.

Enter the date range desired and click on the OK button to view the report of endorsement
recommendations made by your institution.
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If you wish to print the report, click on the printer icon at the top of the screen. To close the
screen, click on the “X” button on the upper right corner of the window.
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Institution Entitlement Certificate Export

Institutions have the ability to export their entitlement data for use in the annual ICTS/Title II
Report; this is done using the ICTS Title II Export menu item.

To access this feature click on the Open menu item and select the ICTS Title I Data Export
menu item.

B Teacher Certification Information System

File Edit Nel=G® Administration Utilities Reports  Settings  Window  Help

;EI% E Application Entry Ckrl+E
= Inguiry Information Chrl+I
Matification Entry Chrl+M

Motification Completion
ICTS Title II Data Export

Populate the beginning and ending data ranges of the export which should normally be the fiscal
year.

B |CTS Title Il Data Export

Start Date: |07/01/2006

End Date: |ns;3wznn?1

Expart Path: |

[ Report |zzued Certificates Orly

Ewport Status

Click on the J button next to the Export Path field to launch Windows Explorer to select the
file name and directory you would like the file placed. When operating under CITRIX you must
select the C$ on ‘Client’ (V:) drive in order for it to be placed on your local hard drive. If you
select Local Disk (C:) the file will be saved on the C drive of the CITRIX server here in
Springfield and you will not have access to it.
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& ICTS Title 11 Data Export _

0| X|

Start Date: |n1 A01/2004

End Date: IEIE;"EH 42004

E sport Path: I

[

S - [

=2 C% on Client' [+

~| & ek E-

Histary
:ﬂ Dezktop
5 My Documents
@. by Computer
=2 A% on Client’ [4)
= Local Dizk [C:]
= Local Dizk [D:]
@ Caompact Dizc [E:]
=2 F$ on Client' [F:]
=2 E4 on Client’ [5:)
=2 D% on ‘Client' (T2
=2 Craylor on ‘SpresUzerdire’ (U2
==X % or Client' [V}
My Mebwark Places

hds

Cdvbeodesn
CIwWINNT
aukoexec

DU dovenilos
EmailLog

ol

Files af bype: I

[T Open az read-only

[
=]

Open |
Cancel |

4

Also, make sure you add the .txt file suffix to the file name.

Once the file path and name have been chosen click on the Open button and the file you have
chosen will be placed in the Export Path field of the previous screen.

Next, click on the Begin button and the program will export entitlement certificates notifications
from your institution with the program completer’s ssn#, name, date of birth, program code, and

program description for the entitlement period entered.
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A message box with File Export Complete will appear when the file has been created.

Once the program has notified you that the export is complete you can open the file you created
in Excel and follow the Import Wizard instructions for importing a comma delimited file. Once
the file is in Excel you can manipulate it any way you desire, for example you could sort by the
program area and remove any rows you do not wish to be included in your report. Please refer to
the documentation in Excel for Excel questions.

The first time you export this data you may receive an error that states you do not have the
proper security to export the data. If you receive a message like this open up the CITRIX
Connection Center by clicking on the icon in your Windows system tool tray as shown below:
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The following screen will be displayed and click on the <File Security> button
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Select the Full Access and Never Ask Me Again options and click the <OK> button. Setting
these options will allow you to export your data.

'w Client File Security

CiTRIX
Server applications currently have the selected

level of access to lozal client files. To change
this, zelect a different level and click OK.

Aocess level
[ Mo Access

" Read Access
(o Full Aocess

Do you want ta be asked again?
" Alwaps azk me

" Mever ask me again for this server
¢ Mever ask me again

(] 4 | Cancel
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