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/A Log-into ELAR

Instructions

What documents can be uploaded?

Generally speaking, any document (employment verification form, internship letter, course description, name change request form, etc.) whose
scanned/copied image is legible when viewed by a licensure specialist, can be uploaded and saved into your ELAR account. Documents that should not be
uploaded include: applications and credit card authorization forms (these should not be uploaded or faxed), copies of transcripts wherein the Registrar’s
signature is not visible/legible on the scanned/copied image and documents that bear an embossed seal; these documents would need to be mailed in to
the Office of Educator Licensure, 75 Pleasant Street, Malden, MA 02148. Please put one of the following identifiers on all documents mailed in to the
office: MEPID or License # (can found in your profile in ELAR), or your social security #.

Please note: when uploading official copies of transcripts (both paper copies received via mail from a College/University as well as those received
electronically via email from a College/University/or third party such as eScrip-Safe, National Student Clearinghouse, Parchment etc.);
e Please make sure you upload both the front and back sides of each page. The Registrar’s signature should be legible as well as the degree
conferred and conferral date (if applicable).
e If your transcript is under a different name (first or last) than that of your ELAR account; please also upload proof of name change (marriage
certificate/divorce certificate, etc.).
e Any transcript that does not have a legible Registrar’s signature on it will not be considered official for the purpose of licensure (see Appendix B
for additional information).

Access ELAR System
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A. Go to www.mass.gov/ese/licensure =
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B. Click on ELAR Login Image
Click to Login

Apply | Renew
Check Status

Get MEPID



http://www.mass.gov/ese/licensure

/A Log-into ELAR

Instructions

Log-in to ELAR Portal

A. Input your User Name and Password
(please note: these are case sensitive)

Note:

e If you do not have an ELAR account yet,
or are not sure, click on the Create ELAR
Profile link and create a new
profile/account. If you do have a profile
the system will locate it and notify you.

e If you do not know if you have an
account, or have forgotten your ELAR
User Name or Password, click on the
Forgot User Name/Password link and
follow prompts. Again, if you already
have a profile, you will be alerted.

e You will be required to provide an email
address in your ELAR account. It is
important that you keep your contact
information in ELAR up to date. Most
especially your email and mailing
addresses.

The Official Website of the Executive Office of Education (EDU)
Executive Office of Education

ESE ELAR

User Name

[
ELAR

| - > | Password (Case Sensitive)

Falucator Licensure
and Recrustment m

Create ELAR Profile | Forgot User Name/Password

Please update your ELAR bookmark in your browsers to this url:
http://www.mass.gov/edu/gatewa

*Update* Effective April 30, 2015, the following features will be
removed from the aMAzing Educators platform: Search for Jobs;
Post Jobs; Search Resumes; and Post Resumes. All current users
will be contacted as soon as possible. Please do not create any
new profiles or job postings within the aMAzing Educators
platform at this point.

*Update* Scheduled systems maintenance will be performed
from 5:30 PM through 6:30 PM, Thursday, April 16th, 2015.
Users may experience intermittent connectivity during this
period. We apologize for any inconvenience. Please plan
accordingly and thank you for your cooperation.

Message Updated: Wednesday, April 15, 2015 09:19:51 AM
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#” Upload Documents

Instructions

ELAR Welcome Page

. Hello Maria - What would you like to do today?
A. On your ELAR Welcome page, click on y L

Check license status and history, make a > Apply for a new license, apply for an Endorsement, or advance to the next level license
payment link

> Apply to renew your professional level license

formerly standard stage license

> Request a duplicate license

> Cl i 1S an i m n
> Update your educational background
> r ion 1

> Update your profile | Change Your Password

> Apply to be a program reviewer
> Update your affidavit

Upload Documents Button

Correspondence

To view/print correspondence press
Documents

Documents” — Please note: if you haven - ) i

: . e NO Wﬁ
pald 'Fhe license application fee for your To upload docamen=pT
first license, the Upload Documents button | .. History

will not be visible. To view the affidavit history press
Payment History

A. Scroll down the Activity Summary Page to
find the green button labeled “Upload

To view the payvment history and/or make a payment press
TEST Results

To view the TEST results press

College Endorsements

To view college endorsements press

License Information - View /Print

To view your information press FEInn
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Instructions

Browse for Document

A. Click on the “Browse” OR TR = et Gttt L 1]
" h -I ” b h i Perartes | 3 B s N Elementary & Secondary Education
Choose File” button (the it R —

ents - Windows Infernet Explorer

0 res state.ma 5 8184 x| (o

Upload Documents

button may be labeled
differently — based upon the

v Education

ty pe Of Ad m | n |St rat |Ve Upload Documents Browse for the document you want to upload and click 'Upload Document.
h h . Browse for the document you want to upload and click Upload Document.” « Once adocument is uploaded it cannot be edited or deleted.
access that yO u nave In + Once a document s uploaded it cannot be sdited or deleted. « Only one file is allowed for each d ESE requests combining pages to a single file before uploading a document. |
+ Only one fileis allowed for each document. ESE requests combining pages to a single file before uploading a document. « Each file cannot exceed 20 MB in size.
ELAR + Each file cannot exceed 20 MB in size.
Educator: John J Doe Educator: Suzanne Cyr
File Seleeted: | Gowe_| File Selected:[ Choose Fie | No file chosen ]

Lagree, that by submitting the

Massachusetts Department af

Elementary & Secondary Education

Lt there are l d:
‘misrepresentations that are being submitted to the department. I agree, that by submitting the uploaded document there are no falsehoods or

A

misrepr ations that are being itted to the department

Upload Document

Select Document

A. Locate the file you have saved to your
computer (PDF, JPG), and double click on it
(or highlight it and click “open”).

Note:

o Refer to appendices A-C: to determine if
this is an appropriate method of delivery
for the document you wish to upload; to
ensure that the transcript you are
uploading may be deemed ‘Official’ by ESE;
and to ensure that a licensure specialist can
verify degree conferral (where applicable).

(- Upload Documents - Windows Internet Explorer NEE
G- o I3[ ) %) [Bairo s 28
Fle Edt View Favariies Tooks Help | x &-

J Favorkes | i [ suggested Sites ~ 8] Web Sice Gallery -

| B - B D @ beee seeye Toose @ 7

| 9 upload pocuments
Mass./7o-

issachusetts Department of
Elementary & Secondary Educal

User Name: jwilkinson12 Security Portal_Log Out

Upload Documents My Recent
Documents

Browse for the document you war] =
« Onceadocumentisupload]  Deskiop

« Only one file s allowed for
« Each file cannot exceed 20 )

Educator:John J D{

File Selected:| g’

My Computer

Tagree, that by submitting the u;
‘misrepresentations that a & >§

ty Networ
faces

Uplo k  File nam [Dasument to Be Added | Open
o
Filesof ype:  [all Fies () - Concel
Cancel e =) B [

Massachusetts Department of L
Elementary & Secondary Education
v

@ Internet.




#” Upload Documents

Instructions

B. Click on the Upload Document button

load Documents. dows Internet Explorer
: Gl[x] [@aesean (8]
G v [0 s iy o statomas pdeciora o S8 | B (%] [x] [@a e seucn (o]
File Edt View Favorites Tooks Help ‘ x @~

s Favorites | i [ suggested Stes = @) web Sl Gallry =

| uptoad pocuments 1 B - [ @ - Pager Sefety - Took < @

éﬁ\' Massgm—

Massachusetts Department of
Elementary & Secondary Education

[

User Name: jwilkinson12 Security Portal Log Out|

Upload Documents
Browse for the document you want to upload and click Upload Document.
= Once a document is uploaded it cannot be edited or deleted.

« Only one file is allowed for each document. ESE t ining pages to a single file before uploading a document.
« Each file cannot exceed 20 MB in size.

Educator: John J Doe
File Sel d:[C\De ts and Sef| Bronse...

Tagree, that by submitting the uploaded document there are no falsehoods or
‘misrepresentations that are being submitted to the department.

Massachusetts Department of
Elementary & Secondary Education

@ 1nternet G v B0 -

Identify Type of Document

A. Select the document type being uploaded
from the dropdown menu (please note that
types beginning with “Voc” should only be
selected when the related license
application is for Vocational Licensure).

Ioad Document: — Select Document -

2 Upioad Dscumerts - i PSR
‘; 3 ABE Teacher other 4‘—| = %1 s
wms Teacher portfolio entsPage Cantral ser > & | [ (%) [ x] [@auve seach (2]

e Edt wew Favores |AccOMmodation Review Slip
te Fdt Mew Tavortes |alternative Route Document

A A Application
s Favarkes | s (2] 5.00°4 Batch Endorsement Cover Letter
——————— Clinical Exp Validation
| @ upisas posuments Commissioner's Determination - ) @ - Page~ Safely - Took~ @~
dorsement Letter _—_—

= Mass.@m' Experience Letter

. Folder - Image
Massachusetts Department of |Internship Report Form
Elementary & Secondar|Letter from Applicant
icial College Transcript

News District/Sch Ent/Accountability  Family & Community

Other Letter

Upload Documeout Of State Certiicate
Practicum Report Form =

Proof of Bachelor's Degree

Proof of Name Change

Educator: John Doe REVOKE Letter From

Received App. Teacher Card

* Select Organization: | Recert Application: Page 1

Refund Document

ELAR Home - FAQ - Logout

* Document Type: Review Panel Document
. Supervisor of Attendance App.
File Name: Supervisor of Attendance Cert.
Unofficial Transcript vl oo .
In order to speed up your review process, please 058 that are to uploaded d
* Applications:
Ce

Note: All comments entered here are recorded and must include only relevant information to document being uploaded

Massachusetts Department of
Elementary & Secondary Education

@ Internet




#” Upload Documents
Instructions

Choose Licensure Application

A. Select which open License Application you
wish the document to apply to. You may
choose “All,” “None” or identify as many
individual applications as necessary.

2 Upload Documents - Windows Internet Explorer

o) s

Fie Edt View Favortes Toos Help [x &-

i zercovne LB B8 4] ) [@ave e

nt/Accountability  Family & Community

Upload Documents

ELAR Home - FAQ - Logout

Educator: John Doe

* Select Organization: | Educator Licensure v

* Document Type: | Other Document. ~
File Name: Document to Be Added.doc|

In order to speed up your review process, please select those applications that are applicable to uploaded document.

Jan 3
fone
Academically Advanced, PreK-8, Initial - Extension
academnically Advanced, PreK-8, Initial b
agriculture Production - Plant Science, §-14, Preliminary-Extension
Biclogy, 5-8, Initial
[Business, 5-12, Professional
[Business, 5-12, Preliminary
Business, 5-12, Initial
[Chemistry, 8-12, Preliminary
[Chemistry, 5-8, Preliminary
ication and Performing Arts. All Levels. i v

EREEERREREEE

Dane @ internet

Add Comments if Desired

A. Type short comment into Comments box (if
desired).

For example:

e When uploading transcripts into your file,
you could type the name of the
organization from which the transcripts are
from in the Comments box.

e When uploading an
experience/employment letter into your
file, you could type the school
district/organization’s name in the
Comments box.

= Upload Documents - Windows Internet Explorer,

Go- o o

Fie Edt View Favortes Tooks Help [x &-

i Favarites | 3

| § plo=d bouments ]

ertrolserrcomoa (U G | (B (2] (%] [@atvesearn

Suggested Sites - B wieh Sl Gallery -

B v B [ @ - Page- Safety- Toos- @+
|
Document to Be Added.doc|

In order to speed up your review process, please select those licable to uploaded d

File Name:

that are

=

[Academically Advanced, PreK-8, Initial - Extension A
|scademically Advanced, PreK-8, Initial

|sgriculture Production - Plant Science, 9-14, Preliminary- Extension
Biology, 5-8, Initial

Business, 5-12, Professional

Business, 5-12, Preliminary

Business, 5-12, Initial

Chemistry, 8-12, Preliminary

Chemistry, 5-8, Preliminary

c ication and ing Arts, All Levels,

Communication and Performing Arts, All Levels, Initial
|Construction Crafts Laborer, g-14, Preliminary-Extension

Dance, All Levels, Preliminary

Deaf and Hard-of-Hearing, All Levels, Preliminary

1 A B T K

Comments:

Note: All comments entered here are recorded and must include only relevant information to document being uploaded

Massachusetts Department of
Elementary & Secondary Education

@ reeret Ta - s




#” Upload Documents

Instructions

B. Click ‘Save’

pload Documents - Windows Internet Explorer

Go- o o

Uploadbocumentspestcontrol servcommns ] S | (Y (%) [ | [@8 e search

|IE28]

Fle Edt Wiew Favortes Tools Help ‘x & -

i Fovorites | 3l [2) sugnested Stes = [B] web Slice Gallry =

‘  Upload Documents ‘ |
T

v B ) @ v Page-

safety ~ Took + @~

2
Document to Be Added.doc

File Name:

that are i to uploaded d

In order to speed up your review process, please select those

*

&~

|

Academically Advanced, PreK-8, Tnitial - Extension
|Academically Advanced, PreK-8, Tnitial

=

|

Business, 5-12, Initial
Chemistry, 8-12, Preliminary
Chemistry, 5-8, Preliminary
Communication and Performing Arts, All Levels, Profession:
Communication and Performing Arts, All Levels, Initial
Construction Crafts Laborer, 9-14, Preliminary-Extension
Dance, All Levels, Preliminary

Deaf and Hard-of-Hearing, All Levels, Preliminary

o O

|Agriculture Production - Plant Science, 914, Preliminary-Extension
5

[

[2dded Comment

Massachusetts Department of
Elementary & Secondary Education

Note: All comments entered here are recorded and must include only relevant information to document being uploaded

+4 start 72 Upload Docur

Inbox -

@ Intemet

C. Click “Done” to return to the Inquiry -
Activity Summary page or click the Upload
More Documents button to continue to add

documents to the file.

(= Upload Documents - Confirmation Screen - Windows Internet Explorer

-
GO-[0

ontrel ser V1@ | %) [x] [Ba e soucn

|28

Fle Edt View Favortes Took Help ‘x -

Sk Fevorites | ¢ [3) suggested sites + 8] Web Sice Galery +

| Usload Documents - Confirmation Screen ]

Massachusetts Department of
Elementary & Secondary Education

News District/5chool Administration  Educator Services

Upload Documents - Confirmation Screen

D )
Summary page.

uploaded. To view all d

Massachusetts Department of
Elementary & Secondary Education

Assessment/ Accountability

Family & Community

[ [ d= v Page~ Safety- Took- @«

ELAR Home - FAQ - Logout

in your ELAR account, please click on View Documents link in your Inquiry- Activity

Dane

@ e




f' Appendix A: Examples of Documents that Should Not be Uploaded

Overview

Hard copies of licensure applications/renewals and Credit Card Authorization Forms (payment form) should never be uploaded or faxed. Neither should
documents that bear an embossed seal and copies of transcripts wherein the Registrar’s signature is not visible/legible on the scanned/copied image These
documents should be mailed to the Office of Educator Licensure, 75 Pleasant Street, Malden, MA 02148. Please put one of the following identifiers on all
documents mailed in to the office: MEPID or License # (can found in your profile in ELAR), or your social security #.

Example of a scanned transcript
with a Registrar’s signature on the
scanned/copied that is not legible.

ESE would consider this transcript
to be unofficial.

Image 1: Example of an emossed
seal on the Out-of-State Approved
Program Verification Form. Seal is
not visible in the scanned/copied
image.

Image 2: Example of g stamped seal
on the Out-of-State Approved
Program Verification Form.

-
-

Affix Seal/Stamp

Image 1: Out of State Verification Form Image 2: Out of State Verification Form

Can’t see embossed seal/stamp = Unacceptable Can see stamped seal/stamp = Acceptable




f' Appendix B: What is Considered an Official Transcript?

Overview

Verifying that the transcript is official:

When reviewing a transcript to verify that it is official a licensure evaluator must be able to see the Registrar’s signature. This holds true for paper copies of
transcripts that are: uploaded by the college/university, applicant, or school district into ELAR; mailed to a recipient in a “sealed envelope”; or faxed to the
Department. This also holds true for electronic transcripts that are emailed to a recipient and uploaded into ELAR. A paper transcript that is put into an
electronic format and uploaded into ELAR would not be considered as an electronic transcript. Electronic transcripts are transcripts that are electronically
delivered (often by a “third party” such as eScrip-Safe, National Student Clearinghouse, Parchment, etc.) to the email address of a designated recipient.
Electronic transcripts may or may not include the Registrar’s signature but may still be deemed “official” by the provider of the electronic transcript.
However, for the purpose of licensure, electronic transcripts that lack a Registrar’s signature, are not considered official transcripts unless the Department
has received the transcript directly from that third party vendor. See example below.

o A

Example of transcript sent FhoRARRbsbastbs st es CONTINUED ON FRAGE 2 * %% esstidud:
directly to student from
eSCRIP-SAFE without
Registrar’s signature.

This transcript would not be Andrew Colby, Unlversity Rogistrar
considered official even if innot be validaled. See attsched cover page for addiNonal information
uploaded by the

college/university.

eSCRIP-SAFE transcript lacking Registrar’s signature

Examples of transcripts bearing
legible Registrar signatures.

These transcripts would be
considered official regardless of
the manner they were received
— uploaded to ELAR as a PDF,
mail, fax, etc.

i Regisirar
S5 IT BEARS THE COLLEGE SEAL

Effrey von Munkwilz-Gmith

Aszigtant Vice Prasident
University Registrar




f' Appendix C: Verifying Degree Conferral

Overview

Verifying degree conferral:

Along with verifying that a transcript is official, a licensure evaluator may also need to verify conferral of a degree (verification of Bachelor or Master’s
degree). To verify conferral of a degree, the transcript must note degree conferred as well as confferal date. See examples below.

Examples of transcripts
indicating degree conferred
and conferral date.

U o)t & 2 B
Completed a state approved teacher educaticn e

progeram and recommended for certification in

Music Bdusation, ®-12.

T

- -

:'E'ﬁ'%&-ﬁ._éga.rdud Bachelor of Musie L6-MAY-2015

Frimary DEgrme_ —
Major : BMusiHUBIO Bducation

Inst. Heonors: Magna Cum Laude

Je=" T
/ DEGREE._AARDED \

Haster of Social Work
Major: Social Work

May 22, 1594
COUREES TL TREOIT GRALE BOWOR GPA
POTHTH SEM
CRIM

10




