
District Admin Role Capabilities 
This guide provides an overview of the new features and capabilities available to users with the District Admin role in the licensing system. It is designed to help you navigate 
updates efficiently and take full advantage of the tools provided. 
 
Application Submission Section 
• View Returned Applications: District Admins can now see applications returned to applicants. 
• Comments History: Access notes entered by licensing specialists regarding missing documents. Comments may not always be present, but the team is working to ensure 
consistency. 
• Applicant Documents: View documents uploaded by the applicant within the Applicant Documents or Miscellaneous Documents sections. 
• Search Options: Search by one of the following criteria: 
   - First and last name 
   - First name 
   - Last name 
   - SSN 
   - Last four of SSN 
   - Date of Birth (full or Month/Day) 
   - Email address 
   - Phone number 
 
Important: Only one search criterion can be used at a time. For example, selecting a license number and SSN together will not return results. 

 



 

 
 
 
 
 
 
 
 
 
 



Miscellaneous Documents Section 
• Updated Titles: The former 'Superintendent Verification/Recommendation Form' field is now labeled 'Transcripts' or 'Miscellaneous Documents for Licensure' to clarify that 
any relevant documents may be uploaded. 
• Other Documents: View additional materials uploaded by applicants or emails/documents added by staff. 
• All documents are READ-ONLY to prevent deletions. 

 
 
 
 
 
 
 
 
 
 
 
 
 



Payments Section 
• View application types and payment details. 
• Confirm that applicants have submitted their applications and payments. 
• Use the Payment ID to verify charges. A single applicant requesting two licenses may appear to have paid twice but often has only one confirmed payment. 

 
Updating Email Addresses 
• District Admins can update licensee email addresses to ensure communication is current. 
• This feature reduces the need for email update requests to licensing staff. 

 



Downloading Licenses 
• Licenses can be downloaded from the Existing Licensee section. 
Steps to Download: 
  1. Search by license number, SSN, or DOB. 
  2. Click on the Applicant ID. 
  3. Expand the Active Licenses section by clicking the light green bar or arrow. 
  4. Click the red PDF icon to download the license for your records. 

 

 
 
 
 



Additional Updates 
• New Document Sections: 
   - 'Licensure Consultant Review Documents' is now 'Documents that Licensure Consultant Uploads'. 
   - 'Applicants Missing Documents' is now 'Emails Sent to Applicants'. 
   - Added 'National Board Award Letter' and 'Board Certificate' sections. 
• NBCT Certification: A new drop-down allows entry of the NBCT certification and its expiration date for tracking purposes. 

 



 

 
 
 
 

 
 
 
Summary 
The District Admin role now offers expanded capabilities for managing applications, tracking payments, and maintaining accurate records. These updates are designed to 
improve efficiency, reduce communication delays, and provide better visibility in applicant documentation. 
 
For additional assistance, please contact the licensing support team at LicensureUnit@ped.nm.gov.  
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