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TIMS Directions 
Messiah University 

 
Please use this guide as you work through the Pennsylvania Department of Education’s online system, 
TIMS, where you apply for certification.  If you have questions, ask before you submit your application.  
After you click “submit,” your application cannot be revised.   

Questions: teacheredprog@messiah.edu  

Accessing TIMS/Generating PPID  

Suggested browsers are Microsoft Edge or Firefox. Using Chrome or Safari could result in issues with 
setting up your account and/or paying for your certification. 

Go to step by step instructions on PA Department of Education’s (PDE’s) website: 
TIMS Personal User Directions 

NOTE: To avoid delay and extra cost, it is important that the name that you used for your testing matches 
the name on your TIMS application  

**PPID is issued by logging into the TIMS portal and setting up a profile (instructions at link 
above). Your PPID is located on your TIMS personal profile page. 

Entering a New Credential Application 

Apply in TIMS on the first day of the month of your graduation/program completion or later. 

You do not have to complete this application in one sitting. You can save your information at any time by 
clicking “Save” in the bottom right of the application. 

On the left under “Application(s) In Progress,” click on “New Credential Application.” 

Select a Credential Type: 

Education Specialist I (31) for School Counseling 

Endorsement (58) for Online Instruction; Social, Emotional and Behavioral Wellness; Integrative 
STEM; Skills for Teacher Leaders 

Intern (51)- If you are enrolled in a Messiah post bacc program and have passed all content knowledge 
tests required for your subject area, you can apply for an intern certificate. The intern certificate qualifies 
you to teach for up to 3 years in PA public schools in your tested subject area while you are completing 
course requirements and field experiences toward applying for your instructional I cert.  

Program Specialist (86) for ESL 

mailto:teacheredprog@messiah.edu
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https://www.education.pa.gov/Educators/Certification/Application/Pages/default.aspx
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Private School – Teacher (1022) for Nursery & Kindergarten (minored in Early Childhood Education 
and applying for private school, not public school, certification) 

Instructional I (61) for all other areas 

Application fee: $200 each for Instructional I, Program specialist- ESL, Education specialist I, 
Instructional add-on. $100 for an endorsement- see areas listed above. 

Select Certification Subject Area: 

Choose the teacher preparation program area(s) that you have completed while at Messiah. Grades PK-
4/Special Ed PK-12 combinations should be submitted on the same application for one fee. NOTE: You 
can apply for both areas before meeting testing requirements for special ed. PDE will approve your PK4 
certification when that testing is in place. When you have met special ed testing requirements, you will 
need to notify PDE. Check with me for contact info.    

Grades 4-8- Go to “G” and choose your 1 or 2 concentration areas (code 3100). Do not choose 
equivalencies!  

Are you applying to add an additional subject area to an existing Instructional I Credential through 
testing alone? For everyone applying for a subject area for which you completed a Messiah University 
teacher preparation program, this will be NO. After your initial certification, you may take additional tests 
to add areas on to your existing certificate. You will apply for each of those areas with a separate 
application.  

Will a Pennsylvania institution verify that you meet certification requirements for the certificate you are 
applying for? YES for all Messiah teacher preparation, program specialist, endorsement, and education 
specialist program completers. 

Background questions: 

Answer the questions with “yes” or “no”.  Be sure to check the box at the bottom that certifies your 
answers as true. 

*Applying for a child abuse clearance or reporting a child abuse incident is different from being the 
subject of a child abuse investigation.   

Demographic Details: 

Enter your information. 

The PA secure ID is the distinct ID you had as a PA public school student. It’s fine to leave this blank if 
you don’t know or have a number. 

Education Details (Read this entire section before entering Education info): 

Click “add new” add your undergraduate institution as the first record.  If you are completing an 
educational specialist program or teacher preparation program as a graduate student at Messiah, you may 
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need to enter your graduate program first. When TIMS asks you to choose a person from Messiah’s 
certification group, anyone listed is fine. 

(1)Did you receive any Degree from this institution?  Answer YES if you did or will be receiving a 
degree from that institution.  Post-Bacc (not planning to finish a master’s), CAGS (some counseling), 
and non-degree graduate education students will answer NO on their Messiah education entity record 

(2)Did you complete the PDE-approved Educator Preparation Program(s) for this subject area(s) at this 
institution? YES on the Messiah education entity record for all Messiah University program completers.   

Enter:  

1. Degree  

2. Date conferred  - Put the month and year you will graduate.  Future dates are not accepted. Wait 
until the first day of the month your degree will be awarded to apply.  

3. GPA – If you have your final GPA, enter that. If you are applying before your final GPA is 
available, guess to 2 decimal places. Do not round GPA. When Messiah recommends your 
application, the final GPA will be corrected, if necessary. Messiah does not transcript program 
GPA although you may see a number in Degree Works. Please report your major and program 
GPA as the same number in this instance.   

Major subject area for degree: When you are looking for your subject area, search and select the major 
subject area that most closely matches the content area of the program that you completed. Your 
application will not be held up if you select the incorrect major subject area. TIMS allows you to choose 
more than one major subject area, if applicable.  

After you answer that you have completed an educator preparation program at Messiah, look for a link 
to Add/Edit Educator Preparation Program(s).  Enter your program, program level, type, attendance start 
date (this is the date you first began classes at Messiah-excluding dual enrollment), attendance end date, 
and GPA.  

Post-Bacc and graduate students will add another record for the college where they earned their 
bachelor’s degree. In almost all cases, you did not complete an educator preparation program at that 
institution.   

Note: Teachers who were certified prior to May 2012 (pre-TIMS) may need to delete and then re-enter 
their education records in TIMS to complete a new credential application.  

Click “Save” and continue. 

Application Summary & Proof Items:  

Review the information to be sure it is correct.   

Although it sounds like PDE could want items from you such as test scores, they do not. When your 
application is submitted, I will be able to review it. If I see that something is missing or may cause a 
delay, I will notify you by email.  
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Read through the “Code of Conduct” at the bottom of the screen and check the boxes agreeing with both 
statements.  Click “Proceed to Submit”. 

One exception: An official transcript and health certificate ARE required by PDE if you are applying for 
Private Academic Nursery/Kindergarten Teacher Certification. This is not Grades PK-4 certification. 
Print a cover sheet and send those items to PDE according to their instructions.  

Payment Processing and Application/Request Submission: 

Fill in the billing and payment information.   

It is easiest to pay the fee using a credit card.  If that is not possible, you can also pay by money order.   

After you have indicated your method of payment and submitted your application, a link will appear for a 
coversheet that you can print.  Do not send the coversheet to PDE unless you have paperwork to submit 
(see exception above). If you have questions about your particular case, reach out to 
teacheredprog@messiah.edu  

Click “Process Payment and Submit Application”. 
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