Maine Educator Information System (MEIS)

How to Submit an Initial Application

1.) Log in to your MEIS account at

2)

https:/ /www.mymainecertification.com/SSO_PROD /Default.aspx.

Your landing page will contain this box:

=4 Maine Certification Education System

EDU - Educator

Click on “EDU - Educator”.

The next screen will be regarding FERPA. You will need to answer the questions in your
account, but can also select “I agree.”

The next screen will contain tiles that look like this:

@ View Your Credentials Here \| View Correspondence Here
- Your credentials are available online. You will be able to see all your current and = Click here to view Correspondence Co
prior credentials, received documents, and degrees on file. This includes all historical letters sent s
Apply for Your New Maine Credential Here | | Click Here to Upload Docum
Click here to apply for a new Maine credential. Most applications can be submitted Click here to upload documents to MD(
alectronically. All online applications require a credit card payment. MDOE instead of being mailed. Ensurs

start the upload process by clicking the

Please select “ Apply for Your New Maine Credential Here”.

The next screen provides an overview of the process. There are 16 easy and simple steps for
an initial application. “Step 1” explains what you can expect. If you come to any step that
asks you to upload information you don’t have, just select the “Next” button.
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http://www.mymainecertification.com/SSO_PROD/Default.aspx

Maine Educator Information System (MEIS)

8.) Step 2 - Verify your information.
Add Credential Wizard - Step 2 of 16

NEO Staff ID:

First Name: |

Middle Name:

Last Name:

Former Name:

Suffix:
Gender:
Birth Date: MM/DD/YYYY
Ethnicity" | ~|

Cancel Previous Step Next

9.) Step 3 - Verify your address.

Add Credential Wizard - Step 3 of 16

Mailing Address: 23 SHS

City:  Augusta

Country Code: \ United States v

Slate Code. [Maine A

Zip Code: (4330

Zip Plus4:

Cancel Previous Step Next

10.)Step 4 - Verify your contact information.

Add Credential Wizard - Step 4 of 16

Home Phone: ()

Cell Phone: (207) 624-6826

Email Address: (Cert DOE@maine goy )

Cancel Previous Step Next
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Maine Educator Information System (MEIS)

11.)Step 5 - This is an information only page. It will let you know if we have a current
background check or 5 years of continuous employment on file. Please hit next to go to the
next page.

| Add Credential Wizard - Step 5 of 16

You have a current background check on file and your certificate can be issued if you meet all requirements.
Maine Educator Employment History
School Years 2019-2020

2020-2021
2021-2022
2022-2023
2023-2024
2024-2025

“Substitute Teaching and Coaching are not considered continuous employment for background purposes.
*Only years with complete employment history are selected above. If you are missing a year of employment above, please contact your district to submit a letter with verification of employment

*The above employment information is for internal certification team use only. It is not associated with any outside agencies, such as MainePERS.

Cancel Previous Step Next

12.)Step 6 - Please select the option that best suits your situation.

Add Credential Wizard - Step 6 of 16

Later in this wizard you will have the opportunity to upload transcripts for all colleges attended.

Please indicate below if you have earned Bachelor's Degree. This will determine which endorsements you may apply for.
(O No Bachelor Degree or Higher: | have NOT earned a Bachelor Degree or better at an accredited college or university
() Bachelor Degree or Higher: | have earned a Bachelor Degree or beiter at an accredited college or university

(O Emergency Certification: | am applying for Emergency Certification

Cancel Previous Step Next

13.)Step 7 - Select the endorsements to be included in the application.

Endorsement Selection

Select the type of credential you would like to apply for below.

(O General Education: Examples include Elementary, Secondary, Early
Childhood, Special Education, etc.

(O Career and Technical Education (CTE): Examples include
Carpentry, Automotive Mechanic, Business and Marketing, etc.

O Educational Specialist: Examples include Guidance Counselor,
School Psychologist, etc.

(O Administrative: Examples include Superintendent, Building
Administrator, Curriculum Coordinator, etc.

O Nursing: | want to apply for a school nurse.

Cancel

3|Page




Maine Educator Information System (MEIS)

14.)Step 8 - Review the endorsements and associated fees you have selected. Ensure all changes
are made prior to selecting “next”

Credential/Endorsement Application Fee Review

This is your final chance to review the credentials you are applying for.

YClI.I have selacted the endorsements below for initial application. This screen shows a summary of your fees. You may adjust your endorsement choices made in previous steps by
or deselecting the checkbox next to each end 1t. Please note the following initial application fees

Administrator Endorsements: $200 Each

Education Specialist Endorsements: 5100 Each

Teacher Endorsements: $100 For the First, $35 for Subsequent
Education Technician Certificate: §25

CHRC Approval: §15

Please use the check box next to each credentiallendorsement to adjust your application choices and then select "Next”.

If you would like to add additional endorsements please use the previous button to back up to the previous step.

PLEASE NOTE: CHRC Approvals, Educational Technicians, and Career and Technical Education credentials do not requlte a Bachelm’s Degree. All oﬁ'aer credem.m[s Tequire a
transcript showing the degree and date conferred. If this is not already on file you must upload it as part of the online If your requires a

Bachelor's Degree and the degree is not already on file, and a degree tmnscnpt is not uploaded as part of the application process, then your appllcanon will not be reviewed
until one is submitted, and your fees will not be refunded.

Credential/Endorsement Selection

Your Selected Credentials - Use the check boxes to select/deselect choices
Include Class Type Endorsement Grade Amount
] Teacher Certificale Teaching Gifted/Talented - GRADES K-12 GRADES K-12 100

Total Application Amount: $100

5.)Step 9 - Update Your Education History and Experience

Update Your Education History and Experience

Additional information is required for your education history and

<P ce.

Under Education History please add all colleges and degrees that should be considered for this application. Click the Add Education History button for all Education History that should be
considered when reviewing this application. In a later step you should review the transcripts that are on file and uplead all transcripts for the listed Education History.

Your application will not be reviewed until all of these transcripts are received.

Under Education Experience please include all employi peri that should be i d for this ication. We do net need your entire employment history. just the education
employ history that is i for this lication.

Once you have added all appropriate education and experience history press the Next button at the bottom to continue to the next step of the application wizard

Your Education History and Education Work Experience

Your Selected Education History

i) Degree Year Completed City and State College
Mo Resuits To Display

Add Education History

Your Selected Education Work Experience

D From Date To Date City and ] District or Entity Paosition | Grade Levels
No Results To Display

Add Education Experience
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Maine Educator Information System (MEIS)

16.)Step 10 - Please complete background questions.

Add Credential Wizard - Step 10 of 16
Plgase answer tha following required quasticns.

Yea No Queation

1.) Have you ever had any professianal certificate or license revaked ar suspended ar valuntarily surrendered it?
2.) Have you ever received a reprimand or ather disciplinary action invelving any professional certificatian o license?

2.) Have you ever been convicted of any misdemeanar or felony affense no matier the age? (this would indude OUI's)

4.) Have you ever been substantizled or indicated by any stale health and human services depariment?”

5.) Are you required to regisler 25 a sex affender in any state?

£.) Do you currently have any autstanding criminal charges or warrants of arrest pending against you in this stale or anather state or country?

7.) Have you ever been investigated by an emplayer for inspproprizte conduct or left a position while an investigation was pending, or to slap an investigation from
moving forward?

£.) Do you currently have any charges against you that have been placed on a deferred dispasition?

Explanation:  Required If any answsr |s marked Yes above.

“
Click tha chack box to confirm and agres to the following statements.
o
I undaretand that this sppllnsli on contains no that ar may be cause for
denlal or mL 1 t | must notity tnn of the Malne Dap: of In writing
within 30 days If In the re the answers to any of theas quastions change.
Click tha chack box to confirm and agres to the following statements.
o

I confirm that | am complsting thiz application, and It has not been complsted for me Iw another party. or. I | have recalved asslatance with the
application, | acknowledgs that | have raviewed tha full application befors submiasion.

Cancel  Previous Step Mext

7.)Step 11 - Please upload any missing transcripts that are not listed. Please keep in mind only PDF

documents are accepted into our system
Add Credential Wizard - Step 11 of 16

Upload Missing Transcripts

If your application requires supporting documentation and some of your evidence is in the form of college transcripts, you should upload them now. Please upload the front and back of the

transcript, which will include the transcript key.

Only transcripts that have been uploaded via this new educator portal will appear in the list below. If you have submitted a transcript previously you will not need to submit it again, please click

next to continue.

Please note that we cannot accept picture of transcripts. By scanning, creating a PDF, and uploading we will be able to accept official transcripts online

Uploaded nscript Images on Fi

Document Description Page Count Create Info

No Results To Display

Upload Official Transcript Def

If all your transcripts are not shown above then you can scan the missing transcripts to a PDF document and upload them below. Please select the Browse button and
then select your scanned official transcripts. Then click the Upload Official Transcripts butten to uplead them to your official record

No file chosen -

Upload Selected Document

PLEASE NOTE: CHRC Clearance, Educational Technicians, and Career and Technical Education credentials do not require a Bachelor's Degree. All other
credentials require a transcript shuwing the degree and date conferred. If this is not already on file you must upload it as part of the online application
process. If your application requires a Bachelor's Degree and the degree is not alrendy on lile, and a degree transcript is not uploaded as part of the
application process, then your lication will not be reviewed until one is sub d, and your fees will not be refunded.

Once you have uploaded all documents click on the Next button.

Cancel Previous Step Next
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Maine Educator Information System (MEIS)

18.)Step 12 - Please upload any required tests that are not listed.

Upload Required Test Results
‘You may now upload any test results for passed tests that are not displayed below. Uploaded forms must be provided in Adobe Portable Document Format (PDF).
If tests are not required for your requested certificate or service, please click next to continue.

Passed Tests on File

Test Description Source Imported Test Date PassiFail

Uploaded Test Result Images on File

Document Description Page Count Create Info
No Results To Display

Upload Test Result Details

If you currently have passing test results that are not displayed in either of the above sections, please scan a PDF photocopy. Select the Browse button, and select your
scanned PDF document. Click the Upload Test Result button to upload it to your official record.

Choose File | No file chosen £

Upload Test Resuit

Once you have uploaded all documents click on the Next button.

Cancel Previous Step Next

19.)Step 13 - Please upload any additional information you would like to provide.

Upload Additional Documentation
You may now upload additional documentation that may be required for your application. Uploaded farms must be provided in Adobe Portable Document Format (PDF).

Alert!! - Many of you have been using the upload feature and uploading transcripts. Please note that those transeripts that are sent digitally from a college/university ofien must be opened right
away on our end or the transcript appears blank when opened. Please be sure to print, scan, and save as a PDF prior to upload into the MEIS system. This will allow us to process faster and
avoid additional transcript fees for you. Thank you for your help with this.

Your Previously Scanned and Uploaded Documents

ocument Description Page Count . Create Info

No Results To Display

Upload Additional Document Details

To upload any missing additional required documentation please select the type of d it that you are uploading. After selecting the document type, please select the
Browse button and then select your scanned PDF file. After selecting your file click the Upload Additional Documents button to upload it to your official record.

Document Type: | Contact Hours v

Choose File | No file chosen %

Upload Additional Documents

Once you have uploaded all documents click on the Next button.

Cancel Previous Step  Next
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Maine Educator Information System (MEIS)

20.)Step 14 - Please enter credit card information. The credit card address is your address that is
associated with your credit card account. Please keep in mind these are non-refundable
applications.

Add Credential Wizard - Step 14 of 16

Cradit Card Mumber *
Expiration Date: (Example: DE2035] *
Werification Code *

Please provide the name ar . You must alsa p

lhe billing address for b

dil card being used and this address musl maich the

address on the credil ca temen e holder of the credil ddress, nat the bank's sddress).
First Name on Credit Cand: =
Last Mame on Credit Card =
Billing Address: *
Billing City: *
Billing Zip *
Total Application Fee: $15.00 *

Cancel  Previous Step Mext

21.)Step 15 - Verify all information on screen is correct before submitting. When ready, select
“Submit Application”.

22.)Step 16 - Confirmation and explanation of next steps.
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