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.
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Existing Licenses

Existing Licenses
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Comments History I I Either double-click in the light green menu or you can click on the arrow to the right. This will expand this section.
Comments History
Date Time License Types Document Type PED Member Role PED Member Name Status
10/23/2023 1:50 PM Investigation Specialist,PLBAdmin, SuperAdmin Jaquez, Jenna Submitted

Notes : 10/23 - app returned. Need the letter of eligibility and impact statement.

Date Time License Types. Document Type PED Member Role PED Member Name Status
10/23/2023 150 PM Investigation Specialist, PLBAdmin, SuperAdmin Jaquez, Jenna Submitted
Comments : We need the 1. Letter i from the Literacy Bureau; and 2. Impact statement the licensee writes/types, which includes the teacher's instructional changes based on the teacher's learning within the professional development.
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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.

Miscellaneous Documents :>.

OtherDacuments Either double-click in the light green menu or you can click on the arrow to the right. This will expand this section.
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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.
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License Number Application 1d License Type Payment id
Adrian, , Roybal 386812 004388 Renewal SEC:6.12 Teacads4 2160-470d 98fe 843113304280 Paid 120 0672812022 061282022
Alan, Aaron, Harrington 283689 002416 Renewal CoACHT 12 204184410858 4593 8310 04985813134 Paid 3 or132022
Alcjandra,, Guajardo 07222 004194 New (nitial) EARLY CHILDPK3 DO7973ce 082 4c83- 936! 3402110648 Paid 150 1011272021 1071172021
Alexander, Hoyt, Price 369393 001209 New (Initia) voc: 712 €b27c755 14014936 8825 dadececseesd paid 150 1211772021 AR
Alexis, Organo, Maranan 394020 009805 New (Initial) CoACHT 12 8157059f-1a1a 4843 2123 €T17ef951282 Paid 3 0771612021 o7/1672021
Alina. Omara,_ Pozas 010093 P12E0UC ASSIST 5670547.6331 4013 bd47 g1ca1cosides 01/11/2022 o110
— — —_
Alison, ., Ballard 339697 012606 New (initial) SPECIALEDPK 12 TH9791b6-Gefa-42c4-91a9.9030c04ca30 Paid 12/08/2621 031772022
Alison,E., Ballard 339697 011606 Renewal ELEM:K8 7197916 8of4 42c4-129.9030c041ca30 Paid 12/08/2021 031772022
—
Alycia,  Summers 36339 016597 Adorsement SEC:6-12 4166b77b-b6! 42c0-2a65-642a074668b3 Paid 06/08/2022 06/08/2022
Alma, Patricia, Hernandez 376489 005315 Endorsement ELEM: K8 01426413 2148 4546 b866 dTb1bT256fcc Paid 120 13/0872021 11/08/2021
o

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.
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Search:

License Number 4  Position id Update Email 4 UserType 4  Registration Date 4  Approved By 4  Approved Date

338475 Pastore, Olivia olivia pastore@aps edu Update Email Applicant 07/30/2020
401507 Maestas, Valerie valeriemaestast0@yahoo.com Update Email Applicant 08/18/2020
333262 Elliott, Amy adelliottrn@gmail com Update Email Applicant 07/31/2020
376291 saint Lot, Maria elenaleiz@gmall.com Update Email Applicant 08/17/2020
401660 Shank, Kelly Ks.kelly.shank@gmail.com Update Email Applicant 08/20/2020
221966 sanchez, Vicente visanchez@gisd KI2.nm.us Update Email Applicant 06/05/2020
385835 Cooper, Ashleigh hughesashleighoso@gmail.com Update Email Applicant 08/2012020

campoli, Jeflrey Jacampoli@gmail.com Update Email Applicant 09/23/2020

207786 Gardia, Arthur agarciaazomo@hotmail.com Update Email Applicant 087242020




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.
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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.
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National Board Awand Letter
< Board Certificate

Please upload any additional supporting documents related to your licenses.

Additional Applicant Documents <:| This feature is only available to the applicant. They can upload even after their license has been issued.
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Mational Board Certification

If this educator holds natienal board certification, please upload their certificate and award letter above in the miscellaneous documents/National Board Award Letter/Board Certificate sections, then select the certification anea and select the expiration date below.
Certification Area Expiration Date

Select Certification Area ~ e Add Natlonal Board Certification
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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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