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Objectives

Understand what information ELMS
contains.

Successfully apply for your teaching
license once you have graduated.

Process of Ordering Transcripts

Laura Kate Tribble
ltribble@colled.msstate.edu




o

« This presentation will walk you through
the online Educator Licensure
Management System, or ELMS.

* If you have a laptop you may follow along.

You will need to login to your account.
http:/ /www.mde.k12.ms.us/
Educators

Licensure System (ELMS)



http://www.mde.k12.ms.us/

Mississippi Educator Licensure Management System
Mississippi State Department of Education
Dr. Carey M. Wright

Ikevelyn Laura Kate Tribble {Educator)

- My Credentials Applications

- Welcome Educator Laura Kate Tribble
Help ===

Welcome to ELMS. The new Educator portal to ELMS will allow holders of Mississippi teaching credentials to review their credentials and renew.

Screen Help
User Manuals IMore exciting features will be added in the future such as applying for new endorsements and submitting certificate applications.
Contact Support
MDE Home

View Your Credentials Here
Logout Your credentials are available online. You will be able to see all

your current and prior credentials, ived documents, and
Logout of ELMS Cegrees on fle \

Click here to view your license, and/or
any documents MDE should have
received (transcripts, Praxis scores, etc).

\




Mississippi Educator Licensure Management System
Mississippi State Department of Education
Dr. Carey M. Wright

Ikevelyn Laura Kate Tribble (Educator)
¥ Home | & My Credentials | B8 Applications
Location Primary Information Contact Information Miscellaneous Information
H Full Mame: | Address: Race: White (Non-Hispanic)

— Educator ID: City State, Zip: US Citizen: Yes
My Credentials S8N: - Email: Expiration:

. DoB: ! Home Phone: Status: Active
Educator Options Gender: | Work Phone: Military Experience:
Cicaienli ol Maiden: ! Work Phone Ext: Deceased: No
= UserMame: | Alt Phone:
Click Here to Edit Educator
Degrees (1)
Tests (5) Tests
Images (3) * Show Passed Only ' Show Failed Only  Show Al Tests
Print History
Professional Test Description Test Date
Development (18) 0011-Elementary Education K-6 8Ma/20$10
0522-PLT K - & Areas 41242010

Nati | Board (N

ational Board (No) 0730-PPST Mathematics 31132010
Help 0710-PPST Reading First step: make sure that MDE has 412512008
S Hel 0720-PPST Writing . 41252009

creen

P received your PLT and content area
User Manuals . f d h
Contact Support Praxis scores. You can find these
« )

MDE Home under “Tests”.

Covot . J

Logout of ELMS




Location
Home

My Credentials

Educator Options
Credentials
Assignments (0)
Degrees (1)
Tests (5)

Images (3)

Print History

Professional
Development (18)

National Board (No)

Next, make sure you have

Help

Screen Help
User Manuals
Contact Support
MDE Home

Primary Informat . . .. iscellaneous Information
Full Name: submitted all copies of official Race: White (Non-Hispanic)
Educator 1D: . . . . . LS Citizen: Yes
SSN: transcripts, including junior Expiration:
DOB: . Status: Active
cewer | COlleges. You can find these under |y cpeence
Maiden: «© 2 Deceased: No
UserMame: | Images °
Click Here to Edit Educator
1D Document Page Count|Image Type Confidential Level | State Institution Create Info Update Info
1876902 | BACHELOR- Bachelor's Degree FDF High MS |MISS UM - |2011.05.20 - |2011.05.20 -
DEGREE Transcript FOR WOMEN |cdwomack |cdwomack
18280303 | PRAXIS-I-SUB- Praxis Il Subject Area FDF High 2011.06.07 - |2011.06.07 -
AREA Score Report khallman khallman
1885576 | WORK-UFP WORK-UF FDF High 2011.06.29 - |2011.06.29 -
jbishop jbishop

Mote: You cannot manage or view images that are assigned a higher confidentiality level than you are sllowed to view.

Logout
Logout of ELMS




- My Credentials E Applications

Mississippi Educator Licensure Management System
Mississippi State Department of Education

Dr. Carey M. Wright

Laura Kate Tribble {Educatq

Location
Home

My
Credentials

Educator

Options
Credentials

Assignments
(0)

Degrees (1)
Tests (5)
Images (3)
Print History

Primary Information

Contact Information

Miscellaneous Information

Full Name: Address: Race: White (Non-Hispanic)
Educator 1D: City State, Zip: S Citizen: Yes
S5N: Email: Expiration:
DOB: Home Phone: Status: Active
Gender: Work Phone: Military Experience:
laiden: Work Phone Ext: Deceased: No
UserMame: Alt Phone:
Click Here to Edit Educator
Degrees
Country | State Institution Degree Degree Status Major One Major Two Major Three Degree Date Effective Date Constructed Major Create Info | Updated Inf
us Ms [MISS B Awarded Elementary 5201 5FR2011 Ma shbock - dwatts -
UNIN FOR Education 041172011 | 06232011
WOMEN \

N

Once you send in your official
transcripts, the degree status will say
“Awarded” instead of “Pending
Review.” You can find this under
“Degrees”.




Tests (5) | Click Here to Edit Educator

S

axintEEalopy Click here to view Certificate
Professional Development = =
(18) L!cense MNumber: 224927 Meets at least one  Renewal Options Completed
National Board (N Renewal Cycle: 7112016 - 6/30/2021 Semester Hours: 6 0 =
0 { ) District _ SEMI Credits: 0 0 m 49'?” D:""""“’“g“ Comments S;:;ZODT;" H
p Renewal ID: 49747 National Board of Prof Teaching: Yes 5 pprove Approve
Screen Help Specialist Degree: N/A * || Click Here to Submit a Renewal Application -|
User Manuals Doctoral Degree: NIA *
3 Semester hours & 5 CEUs 315 079
Contact Support
MDE Home
1 D Entered by | Course ID Description Units =~ Start Date | End Date Facilitator
LIETIL Educator 6 Common Core and YOU: What am | to DO? 1.00 | &/18/2012 6/19/2012 Dixie Cartwright Delete
Logout of ELMS Educator (3 Classroom Management- Tips for Creating a Successful Classroom 050 | 62972012 | 6/29/2012 Dixie Cartwright Delete
Educator 9 Roadways Into Development of Elementary Students (RIDES) 1.50 B/3/2013 B/4/2013 Davis/Clifton/Lucius Delete
Educator G RTI Proces/Interventions 0.50 8/5/2015 8/5/2015 Ben Burnett Delete
Educator 6 MCCRS Standards Study 0.50 | 8212015 92172015 Ben Burnett Delete
Educator 6 Math Vocabulary 0.50 | 10/19/2015 | 101192015 Ben Burnett Delete
Educator 9 Are You Ready? An In-Depth Guide to Citizen Preparedness FEMA 1.00 1172016 11072016 Toney Russell Delete
Educator 6 Make and Take Session for Learning Centers 0.50 | 1/11/2016 1/11/2016 2nd Grade Math Teachers Delete
Educator i Implementing Mississippi's College and Career Readiness Standards Math K-5 0.60 | 21272016 211272016 Shawna Hedgepeth Delete
Educator 6 Planning for the Needs of Children in Distasters 0.60 532016 5i52016 Tony Russel Delete
ucator 6 Animals in Disasters: Community Planning 0.50 562016 562016 Tony Russell Delete
‘ cator 6 Effective Communication in Crisis 0.80 | 5/972016 5/9/2016 Tony Russel Delete
Discipline Problems 0.90 3/5/2016 511312016 Dr. Deirdre Mithaug Delete
o o lans for Pandemics 0.80 | 5/16/2016 51712016 Tony Russell Delete
PI'OfCSSlOnal Development 1neludes oom Centers 240 | 4152016 | 5/24/2016 Laureen Reynolds Delete
. . for K-3 Teachers LETRS 3.20 | 10/19/2016 | 10/20/2016 Sherry Gant Delete
for K-3 Teachers LETRS 3.20 21812017 21972017 Sherry Grant Delete
any WorkShOpS Or tralnlngs that ing Part 3 1.50 372017 52017 Jan Rogers Delete
offer Continuing Education Units Click Here to Add o CEU
College Credits
(C EU S) J Course Name Hours Start Date End Date

Click Here to Add College Credits

Description

Date Completed




Mississippi Educator Licensure Management System
Mississippi State Department of Education

Dr. Carey M. Wright

Ikevelyn Laura Kate Tribble (Educator)
B My Credentials | B8 Applications
Location Primary Information Contact Information Miscellaneous Information
Home Full Name: Address:
Educator ID: City State, Zip: ] o
My Credentials e =z This ‘Fool will al.low anyone
DOB: Home Phone:
Em—— o= fome Phone to view your 11§ense the
e Maiden: Work Phone Ext second it is issued.
5 el UserName: Alt Phone:
?7 . Click Here to Edit Educatp=—
If you have apphed Click here to vie
correctly, this will say Credentials
« Pendln g ReVieW” untll *! Hide OId Credentials Hide Closed Applications Show All

{1 Hidden Application)

MDE reviews it and

@ issues the license. —
H Status Recommended? Orig Issue Issued Effective Expires Printed

Screen Help Select Issued for 2021 6/23/2011 5118/2016 7112011 6/30/2021 Not Printed
Select ssued for 2021 62312011 5/18/2016 7H2011 B/30/2021 Not Printed
Select Issued for 2021 62312011 5/18/2016 7H2011 6/30/2021 Not Printed

User Manuals

Contact Support
MDE Home

Endorsements For Selected Certificate

Logout Endorsement Description Recommended? Issued Effective Expires
Logout of ELMS 120 ELE EDUC (K-6) for 2021 5182016 TH2011 6/30/2021




@ ry'Skake

= C M G htps:/feims.mde.ms.gov/MNormalPages/Applications. aspx
@ PinIt [ Bookmarks

lrullinger LINA TRULLINGER (Educator)
D Home | BN my Credentials | B Rpphications
Location
Home _
Applications |"'"J' Apply For Your Recommenclatio
Click here to apply foryour recommendation.
Help
Screen Help a Add a Supplemental Endorsement to a Ce

Supplemental Endorsement may be added to a valid Mississippi LI
User Manuals = i =

Contact Support w25 Order a duplicate certificate ($5.00 fee).
MDE Home D Order a duplicate cerificate. If you have all Of your
Logout documents in order and your

Logout of ELMS

degree has posted in Banner,
click here to begin applying for
your license.




* When you click on “Apply for Your
Recommendation,” you should see the

certificate for which you have been
recommended. Click “Apply for Credential.”

* Important: if you have been recommended for
two types of areas (such as a K-6 elementary
license with 7-12 endorsements), applying for
one credential should automatically apply for
the others.

College Recommendations Awaiting Application

Certificate Status Institution Recommended

{ ET - ELEMENTARY LICENSE Completed Program MS-ALCORN STATE UNIVERSITY 41412010 Apply For Credential

If your status is Pre-Completion of Program, then you can apply for your credential. However, the Department of Education cannot approve your credential until your Institution of Higher Education notifies us that you have met all the
program requirements. Please contact your Institution of Higher Education.




'

You are applying for the certificate recommended by your institution.

Step 1

 Enter/edit your profile
information.

Please edit the profile information and olick the Mesxt button.

Educator ID:

Prefix Code: -

First Name:

« If you recently got
married and most of
your documents are in
your maiden name,
you can put your
married name under
“Print Name” and
that’s what will appear
on the license.

 (Click Next to Continue.

Middle Initial

Last Mame:

Maiden Mame:

Print Name:
Suffix

Gender:

Birth Date:

Ethnicity

Military Experience

Us Citizen: @ Ves

) Mo

Waork Expiration Date: |:| MRDDAYYY

Fequired IfiNon LS CRIzen

Cnce you have entered the required data click on the Next button.

@ Continue - Please continue the wizard.

2 Cancel - Please cancel the wizard.




<

You are applying for the certificate recommended by your institution.

Step 2

 Enter/edit your
address information.
If you anticipate
moving, you can

change your address
in ELMS.

* Click Next to
continue.

Please edit the address information and click the Mext button.

Address ID: 145468

Address: .

Address2:

Address Physical:

City: & . ___

Country Code:  United States

State Code:  llinois

Mon LS State:

Zip Code:

Zip Plus4:

Updated: TSTEGEMAN - 3/31/2010 9:19:48 AM
Created: TSTEGEMAN - 3/31/2010 9:19:48 AM

Once you have entered the required data click on the Next button.

@ Continue - Please continue the wizard.

() Cancel - Please cancel the wizard.



(S

Step 3

* Enter/edit your phone
and email
information.

* Important: if MDE has
any questions about
your application, they
W]_]_l emall you, SO be Updated: TSTEGEMAN - 3/31/2010 9:19:48 AM

Created: TSTEGEMAM - 3/31/2010 9:19:48 AM
sure to check VOULT || i

e a il Once you have entered the required data click on the Submit button.
I I 1 L]

* Click Next to
continue.

You are applying for the certificate recommended by your institution.

Please edit the contact information and click the Submit button.

ID: Sk

Work Phone: ( )

Waork Phone Ext:

Home Phone: (111 ) 111 - 1111

Alternate Phone: ( )

Fax Phone: ( )

Email Address: TEST@KLDSJF.COM

Website:

@ Save - Please save the profile information.

(7) Cancel - Please cancel the wizard



You are applying for the certificate recommended by your institution.

Please answer the following required gquestions of the Criminal History
Dizclosure Statement.

Step 4

* Enter your criminal
history and drug
disclosures.

* Click Next to
continue.

Yes NHo Question

1.6 & Areyou currenthy addicted or currently dependent on alcohol?

2 ® & Areyou currenthy addicted or currently dependent on other
habit-forming drugs?

Areyou a habitual user of narcotics, barbiturates,
amphetamines, hallucinegens, or other drugs having similar
effects?

38 &

Hawe you been convicted, pled guilty, or entered a plea of nolo
contendere to a felony as defined by federal or state law?

Hawe you been convicted, pled guilty, or entered a plea of nolo
contendere to a sex offense as defined by federal or state
law?

Hawve you had a certificatedicense denied, suzpended, andior
rewoked by another state® Have you voluntarity surrendered a
cerificatedicense?

lacknowledge that securing or attempting to secure a
license by fraud or deceit will result in denial of this
application or suspension ofthe license.

Once you have answered the Background question click on the Next button.

@ Continue -Please continue the wizard.
) Cancel-Please cancelthe wizard.



You are applying for the certificate recommended by your institution.

Step S

* Review all your
information very

Please review the information below. Once you have reviewed the information click
the Apply link.

— Profile {edit)
Mame:

SEM: Birth Date

carefully. Gener veiden
Print Mame: Ethinicity
* Click Apply to s
Continue . Address 1:

City State, Zip:
Country:

— Contact
Waork Phone Ext:
Home Phone: (111} 1111111
Email Address: TEST@KLDSJF.COM

Once you have reviewed the information click on the Submit button to apply for
your credentials. After clicking submit, it may take up to one minute to approve
the transaction. Do not refresh the screen or click on any buttons.

@ Apply - Please accept my cerificate application.

i©) Cancel - Please cancel the wizard.



Step 6

* By clicking on the
link, "Click here to
VIEW your new
credential
information" it also
submits the
application.

e Click Submit to
finish the
application
process.

Educator Recommendation - Step 6 of 6

You are applying for the certificate recommended by your institution.

Please review the following information.

You have successfully applied for your teaching credential.

Your cerificate has been routed to a cenification specialist for review.

Once the specialist has reviewed your file 3 detailed statement will be sent that
autlines what tasks you need to perform to have your credential issued.
Applications are reviewed in the arder in which they are received. During peak

periods that review process can take up to eight weeks but typically takes a few
weeks.

Click here to view your new credential information.

Review the outcome of your application and click Submit.

@ Continue - Please continue the wizard.

Cancel - Please cancel the wizard.
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[ Mississippi Educator Lice X
« => C | & Secure | httpsy//elms.mde.k12.ms.us/MormalPages/Applications.aspx ‘ﬁ" i

5 Apps M Mississippi State Un

Ikevelyn

@ Banner [] MDEHome [ MDELicensure [ ELMS M OCFBI - Office of C!

D ETS Client Services |

EdReports- SignIn M Forms - Travel Servic M ITS Web Administra

Mississippi Educator Licensure Management System
Mississippi State Department of Education

Dr. Carey M. Wright

™ Home | B My Credentials .. Applications

Location
Home
Applications

Help

Screen Help
User Manuals
Contact Support
MDE Home

Logout
Logout of ELMS

Applications

&
=

Apply for a new teacher certificate
Complete Application (Traditional, Alternate Route, Administrator, Reciprocity, Special Subject)

Upgrade your current license

Upgrade your license to a higher class level

Add a Supplemental Endorsement to a Cewtificate
Supplemental Endersement may be added to a valid Mississippi License

Order a duplicate certificate (35.00 fee).

Order a duplicate certificate.

N

Laura Kate Tribble (Educator)

You may add supplemental endorsements by
Praxis tests or by taking 21 hours of
coursework in most areas. Some areas (such
as Math 7-12) will have specific coursework

you will need to complete.




[a]l=]=] =
/ [ Mississippi Educator Lice: X\
« => C | & Secure | httpsy//elms.mde.k12.ms.us/MormalPages/Applications.aspx ‘ﬁ" i

2 Apps M Mississippi State Un 4@ Banner [] MDEHome [ MDELlicensure [ ELMS M OCFBI- Officeof CIi [ ETS Client Services | EdReports- SignIn M Forms - Travel Servic M ITS Web Administra

Mississippi Educator Licensure Management System
Mississippi State Department of Education
Dr. Carey M. Wright

Ikevelyn Laura Kate Tribble (Educator)

™ Home | B My Credentials .. Applications
Location Applications

Home
Applications |3 Apply for a new teacher certificate
Complete Application (Traditional, Alternate Route, Administrator, Reciprocity, Special Subject)
Help
Screen Help .}? Upgrade your current license

“  Upgrade your license to a higher class level
User Manuals B g J

SontactSupeol D Add a Supplemental Endorsement to™ ate

MDE Home Supplemental Endorsement may be added to a valid Mississippi' D
L. ut = 3 1=

e D Order a duplicate certificate ($5.00 fee).
Logout of ELMS Order a duplicate certificate.

Upon completion of a Masters, Specialist, or
Doctoral program, you may upgrade your
current Class A license to a Class AA
(Masters), Class AAA (Specialist), or Class

AAAA (Doctorate)

N y




Select how you will
add an endorsement

Select the
endorsement or
endorsements you
are seeking to add to
your license

Continue through
the other steps to
submit the
application.

[} Mississippi Educator Lice: X \|

& (& | @ Secure | https://elms.mde.k12.ms.us/WizardPages/EducatorSupplementalEndorsement.aspx

35 Apps M Mississippi State Un

Ikevelyn

Mississippi Educator Licensure Management System
Mississippi State Department of Education
Dr. Carey M. Wright

™ Home | B My Credentials .' Applications

Location
Home
Applications

You are applying for a
Supplemental Endorsement

e Banner [ MDEHome [ MDELicensure [ ELMS M OCFBI - Office of CI

You are applying for a Supplemental Endorsement - Step 1 of 6 g

Educator Options
Credentials
Assignments (0)
Degrees (1)
Tests (5)
Images (3)

Print History

Professional Development
(18)

National Board (No)

You are submitting an application for a Supplemental Endorsement

Added By:

21 hours of college coursework with a grade of C or higher
Once you h| Advanced placement
Approved pregram of coursework
® Submit Praxis |l subject area test

Redesign course through RCU

U Cancel - PIease cancel The Wizarg

Help

Screen Help
User Manuals
Contact Support
MDE Home

Logout
Logout of ELMS

[ ETS Client Services | M Forms-Travel Serve. M ITS Web Administrz:

Laura Kate Tribble (Educator)
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Transcript Ordering Process



|ISTATE, Laura kate wats Trivbie [+ ® signout gy | MISSISSIPPI ST/

UNIVERSITY.

Step 1:
* Login to Banner

myState | Banner

Banner

« 0 OFF
* Select t
e e C e u e S Favorites Search Administrative Banner Personal Information myBanner For Students myBanner For Faculty and Departmental Users

Official MSU BannerFor Enployes

e Registration Academic Records Financial Aid and Scholarships Account Information Enrollment Verification
Tran S C rlp t Fro m FrRegister for Classes WFERPA Release & Parent Portal srFinancial Aid Checklist FrView Your Billing Statement FrNational Student Clearinghouse
. *wRetake a Course (Academic Access Eligibility Requirements FWiew Your Account Detail Site
C re d e ntlal S Forgiveness) FoWiew Your Class Schedule & YrAward Notification YriMake An Online Payment (pop- FMSU Enrollment Verification
FView Your Holds Grades Letter/Supplemental Information ups must be enabled) FlLetter of Good Standing
3View Your Registration Status for T View Your Form 3 Tax Relief Act Information W Good Student Discount
Closed Terms JFall/Spring Change Request “rDirect Deposit Bank Information

¥rPrerequisite Checking Rules FrSummer Request

FrView Your Meal Plan

FrCourse Catalog Yr\iew Your Transcript, Degrees, FrSummer Change Request
Friaster Class Schedule Transfer Courses FrSatisfactory Academic Progress
¥ Order or Reserve Your Textbooks > community College Reverse YrAdditional Direct Unsubsidized
FrWithdrawal Request =0ty Stafford Loan / Direct PLUS Denial
FrCOOP Transcript Request Request Form
FrApply For A Degree Financial Aid Forms and Links
3VWiew Your Degree Application YrFederal Shopping Sheet
Status FrSubmit/Revise General
WCAPP Compliances Scholarship Application
W Teacher Education Field WAccept/Decline Scholarship
Placement Awards

FrGreek Grades Release Form

wDisability Support Services
Application

More...




Step 2:

Select “Click Here”

f&iﬁ'ﬁt MISSISSIPPI STATE

Xmy.Bannera
a'h UNIVERSITY. [amy.cannel

Personal Information w Faculty and Departmental Users Employees

search SITE MAP  HELP

(i) Clicking the button below will allow you to order MSU transcripts from the CREDENTIALS site.

Click Here if you need additional instructions for ordering your transcript.

‘: Click Here | to go to the CREDENTIALS Self S@




(‘I

Step 3:

* Select “Begin
Order”

[[STATEY)
MISSISSIPPI STATE

UNIVERSIT Yu

.
Transcript Ordering Services
Mississippi State University

Do not use browser back or forward buttons
Your session will time out after 60 minutes of no activity

< Begin Order >

P Pricing and Payment
p Authorization Info

P Ordering Overview
P Electronic Transcripts

P FAQs

Mississippi State Univer:
Mississippi State,




Step 4

 Complete the
necessary information
under “Student Info”

Step S:

* Select “Regular
Service-Deliver to
Recipient

 Select “Hold for
Degree”

* Primary Reason for
ordering: “State
Licensure”

Student Info  Order Options
—

Please choose a service for this order

® Regular Service - Deliver to Recipient

$9.25 per copy
Please allow 1-2 business days for processing once the order has been authorized.

Regular Service - Pick Up

$9.25 per copy
Awailable for pick up within 2 business days.

Tell us when to release your transcript(s)

Send Now (In Progress courses will be included)
Hold for final grades for the current term:
Spring Semester

Hold for Degrees to be awarded for the current term:
< I2| Spring Semester >

Other information required by Mississippi State University

Primary Reason for Orderin

Previous



@ Mississippi State University

MISSISSIPPI STATE Mississippi State, MS

UNIVERSIT Y

Step 6: I

Student Info Order Options Recipient(s)
- “—

* Select an Application

. A valid mailing address must be provided for all transcript requests from Mississippi State University; this includes any transcript that will be sent
SeI &/ 1C€ using an electronic delivery option. If your order is eligible for an electronic delivery option, you will be shown that option after you have provided
an address for the recipient.

* Mississippi

Department Of © Search our Recipient Table

Choose this option to search recipients that are already set up in our system.

Educatlon This is the only way to find colleges or universities who receive transcripts electronically.

O Myself

™ Select an Application Service

Choose this option for Application Services such as AMCAS, LSAC, PHARMCAS, etc.

Choose an Application Service
MISSISSIPPI DEPARTMENT OF EDUCATION --- TEACHER & ADMINISTRATOR CERT

Next

© Direct Access Code Lookup

Choose this option if you were provided with a "Direct Access Code” by your recipient.

O Enter Recipient Manually

Cancel This Recipient




Student Info Order Options Recipient(s)

[ Are you providing an Transcript Recipient 1
attaChment? NO Recipient Address

® Confirm address Address TEACHER & ADMINISTRATOR CERT

MISSISSIPPI DEPT OF EDUCATION
PO BOX 771

JACKSON MS 32205-0771
UNITED STATES

Telephone #  601-359-3483

Attachment Options for this Recipient

Some recipients require additional information pages ("Attachments") alongside your transcript.

th an Attachment is currently limited te asi

Are you providing an attachment?

® No Yes (This is not common) @

Address Confirmation

Please Read and check the box to continue. Although we make every effort to maintain current school addresses in our database, it
remains your responsibility to ensure that the correct address is used on your transcript order.

[ I confirm this address

Cancel This Recipient




C

Step 8:

Select “PDF Delivered
Electronically to
Recipient”

Click “Next”

Student Info Order Options Recipient(s)
- E—

Please choose a methad for delivery of your transcript for Recipient 1

\s! PDF Delivered Electronically to Recipient

@ Tell Me More

Cancel This Recipient



C

Step 9:

Check to be sure you
have the recipients
you need.

Continue to Order
Summary and
Payment

StudentInfo  Order Options Recipient(s)
—— ——

Your Recipients

/_DEL- - Delivery Method Recipient — Actions

Recipient 1 1 Transcript PDF MISSISSIPPI DEPT OF EDUCATION Remove
Special-Purpose
Update

Enter additional recipients (maximum of 5 allowed on this order)

Continue to Order Summary



C

REMEMBER:

The Mississippi Department of Education MUST have all transcripts from
Mississippi State AND all junior colleges.

They issue licenses based on the order they receive all of your
information. If you are missing a document, you will be moved to the
“back of the line” and the process will take longer.

If there are no errors, the turnaround time is 10-15 business days.

If you receive a deficiency letter, please forward it to
ltribblecolled.msstate.edu, and I will do my best to help you figure out
the next steps.

You may contact the Mississippi Department of Education at
601-359-3483 with any questions regarding your license or account



mailto:ltribble@colled.msstate.edu

