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Registration

Registration for the GACE Teacher Leadership assessment is a five-step process.

1. You create or update your MyPSC account on the GaPSC website and enter your reason for testing.

The GaPSC sends your profile and eligibility information to ETS.

3. An ETS Customer Service Representative creates a testing account for you in the registration system for
this assessment (it is not the same registration system used for other GACE assessments) and notifies
you via email when it is complete. The email will contain your login credentials for the registration
system.

4. You access your testing account with your login credentials, submit payment, and register for the
assessment.

5. You are provided with access to the online submission system.

N

Step 1

You must confirm your eligibility to test before you can register to take the
Teacher Leadership assessment. To confirm your eligibility, create or update your
MyPSC account on the GaPSC website and enter your reason for testing.
Information about requesting eligibility and reasons for testing is in the GACE
Registration Bulletin.

e If you completed your educator preparation program before July 1, 2014,
you should select 6 as your reason for testing.
e If you completed your program on or after after July 1, 2014, select 2 as your reason for testing.

Step 2
The GaPSC sends your profile and eligibility information to ETS.

Step 3

An ETS Customer Service Representative creates a testing account for you in the registration system for the
Teacher Leadership assessment (it is not the same registration system used for other GACE assessments). You
will be sent email messages with a link to the registration system and login credentials when it is complete.
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Step 4

Access your Teacher Leadership testing account using your login credentials, register, and submit payment for
the assessment.

Access Your Account

Go to http://gace.ets.org/myTL to get to the Teacher Leadership assessment sign-in screen (see Figure 1).
From here, you can sign into your account with the login credentials (user name and temporary password)

you received from ETS Customer Service. Use this URL to return to the sign-in screen as you complete
your assessment.

Figure 1: Sign In for Test Takers

- n’: Teacher Leadership

ooy s b o cston of cean

) TS N A
;(9/\{1 &k (lfY\,d (Jm(m)( Slgn In :fur.Test Takers

Isername:

New Users

Contact ET5 Customer Service to have an
account created for you

After you receive your usermame and
password, you can register for the GACE
Teacher Leadership assessment, complete

and submit your assessment tasks and view
VOUS SE00es
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My Home

When you sign in, you will be taken to the “My Home” screen (see Figure 2). This is your access point to
registration, profile information, resources, scores, and the assessment itself.

Figure 2: My Home
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My Tests

Under My Tests, there is a link to “Register for a Test” (see Figure 3). Select this button to complete your
registration and submit payment.

Figure 3: Register for a Test

ameless MabaBest My GACE Home can Sen O

My GACE Home
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After your registration is complete, your assessment information will be presented under "My Tests" with

a link to the assessment (see Figure 4). This is where you will access the assessment each time you log in
after registration.

Figure 4: Go To Assessment
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My Scores

You can view your official score report through “My Scores” approximately six weeks after the submission
deadline.

Figure 5: My Scores
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My Orders
“My Orders” contains a list of your registrations — for both initial submissions and resubmissions.

Figure 6: My Orders
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Resources
Links to informational resources pertaining to the assessment are found under “Resources” (see Figure 7). These
include materials such as the GACE Registration Bulletin, the Teacher Leadership website, the Georgia Teacher

Leadership Program Standards and the GACE Teacher Leadership Assessment Candidate Handbook. Simply click
on one of the links to be redirected.

Figure 7: Resources
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Profile Information
On the right side of the “My Home” screen you will find a section that displays your name with links to “Personal
Information,” “Change Password,” “Security Question,” and “Background Information.”

Figure 8: Profile Information

My GACE Home

My Tests My Scores
o e e

Ve seswes

My Orders

Resources

Personal Information

By clicking on this link you can view the information that was entered by the ETS Customer Service
Representative when your account was created. Make sure that everything matches your MyPSC account. If
there is an error, call ETS Customer Service at 1-855-225-7178 or email at gace_inquiries@ets.org.

Change Password
Clicking this link allows you to change your password. Simply enter your current password in the “password”

field, and then enter your desired new password in its respective fields. NOTE: The change will only take
place after you select the “Submit” button.

Security Question

To update your “forgot password / username” security question, simply click this link. You will be prompted
to enter your password and can then select a new question and answer. NOTE: The change will only take
place after you select the “Submit” button.

Background Information
Background profile information from your MyPSC account is entered by the ETS Customer Service
Representative during the creation of your testing account. If there is an error in this information, call ETS

Customer Service at 1-855-225-7178 or email at gace_inquiries@ets.org. During registration you may also
be asked some additional background information questions.
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Temporary Password

Once you log in, you will be prompted to change your password. You will use this new password as part of your

login information throughout the assessment.

Figure 9: Change Temporary Password

& Password Management

)

Listening. tesming. tnadiag

Password Criteria
Passwords must be different from the username and must:

e have a minimum of eight characters and a maximum of 16 characters
e contain at least one upper-case letter
e contain at least one lower-case letter AND

e contain at least one non-alphabetic character (for example, !, S, #, %) or one numeric character.

You will also be asked to select a security question from the drop-down list provided to you. Please provide an
answer to the security question, as this additional step will assist in recovering your account password should

you forget it.

GACE Teacher Leadership Assessment Registration Quick-Reference Guide
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Register and Pay for the Assessment
From the My Home page, select Register for a Test (see Figure 10).

Figure 10: Register for a Test
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You will be taken to a screen that shows the testing policies and terms and conditions. Read this information and

then check the box indicating that you understand and agree to the terms (see Figure 11). After you check the
box, select Next.

Figure 11: Agreement to Policies and Terms of Conditions

Before You Schedule GACE Appointments

Defore you register, ing i 4 your agreement.

Eligibility - Curently certified snd [racticing edUcaion are dig ki 1fve GACE® Tencher Leadership assessment. ee Ligiiliy
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e the GACT Begistration Dullelin (PR,

Testing " have s essbiey or heelth ’ g ecommesdations, giste now,
" dve. et b gyl

bt i 2
ssommgdations.

Scores ; The Gaongis Professionsl Standsrds Commission {GSPSC) snd your [’
yourscores forthis s, Wher s registes foe T assessrment, you ey et 1o send your socees 1 Four sckitsanal sscee recgments

Payment de by kit cord Eprass®, Diseovers, JCE%, MasterCand®, bnd VISA®] or Paypal™.

Prepare - 560 Prepaning for the ASsessment of corsult your Program Pravider shout haw to prepane for the assessment

Testing Policies

Plase rend the pol g test ad
Muﬂ!m\\r he Luklw\wh q s, of

fet payment, and score epoﬂngfo red iy h-.-lwd‘v
e Tenchis Loslerchip, , sl
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Contactn | Lgal | Prvacy b ocamty | Copprght
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You are now ready to schedule your appointment/register. The personal information from your MyPSC account
on the GaPSC website will appear here. Review your information and select Next.

Figure 12: Schedule Appointment

Schedube Mew Appointment for

Cenfirm Your Personal Information

You must select a submission window. Carefully consider your choice. If you select a submission window and
then decide to change to a later one, you will be subject to a $50 rescheduling fee. You will also be required to
re-upload any tasks and artifacts you have previously uploaded in the submission system. All tasks and artifacts
must be submitted by the same deadline date.

Figure 13: Select Submission Window

Register for a Test

Select a Submission Window

Select your submission window below.

To purchase a resubmission, go to View All My Tests and click "Resubmit *

Teacher Leadership (303)

Select 2 submission window below.

" Fall 2014 Submissions Accepted Jul 15, 2014 thru Dec 15,2014 5350
© Spring 2015 Submissions Accepted Dec 15, 2014 thru Jun 15, 2015 $350
«<c»
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Using the drop-down menu, select your Educator Preparation Program or program provider (see Figure 14).

Figure 14: Select Educator Preparation Program

Register for a Test

Select Your Educator Preparation Program
* Required Infarmaticn ; : Selected Test

Teacher Leadership (203)
Fall 2014

doct your Educaton Frepanss

¢ o 0F the Prigram that
They will automstically recatue all your scares for the selected test

ed you to test

# Salact State: Georais =l

* Educator Preperation
Progrann

Your scores are automatically sent to the GaPSC. You may also select up to four additional score recipients as
part of your test fee. The recipients you choose should be based on the selection you made as your reason for

testing in your MyPSC account. You may add score recipients up to 10 p.m. ET the night before your submission
deadline date.

Figure 15: Select Score Recipients

Register for a Test
Score Recipients
Selected Test
Edueatar Praparation Prageam ;;T—}l:l'.‘tw-mluulw!s
BERAY COLLEGE 1126 will receive all O S00nES for the sehected test.
“Weous €an sired your bt S0 b up b 4 redipients with your registeation fee. You can
Select your SCOne reopients now, o up 1o 10 pm. Bastern Time the rght before the final
task deadling for your sisessmnt
Search Zulected Score Recipients
FORT VALLEY STATE UNIVERSITY (5330]
Select State 1005 STATE LN DR 0O Gemove
Gecegia - FORT VALLEY, GA 31030
Select Instiution
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During registration, you are presented with background information questions. These questions are for
informational purposes only and have no bearing on your scores.

Figure 16: Background Information Questions

Register for a Test

* Raquired Informatin

Background Information

Pisas answar tha following questians. Thess quastions are usad for reses Selected Test
‘anly ared will nc be shaned with raters of ffect your scones. Yous klentity in Teneher Leadership (303)
anonymais Fall 2014

What Langungeds] did you learn as a child?

Enalish ey =l
Whiat bs your best language of commurication?

Fralish =l

After you are finished with the background questions, select Next to review your shopping cart (see Figure 17).

Make sure that your submission window is the one you requested and that any additional score recipients you
chose appear.

Figure 17: Review Your Shopping Cart

[= n': Teacher Leadership

Namsless KCabaTent My CACE Home ot SomOut
oo "

Shopping Cart
& Cancellation Policy: i you cancel by the regestrason desdine for the ssbmistion of resubmistion desdiine o have seected you will receive s partial refund
e 5 4 foe for changeng yout initial iubmivion desdine. Rriubmisonm cannot be srichiduled Sor nrichedule polke

Appointments

Bemove

Tast Tiths:

st Price: 550,00

Select Proceed to Checkout to move on and submit your payment.
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Enter any voucher or promotional code and select Apply; then select Pay Now to move on.

Figure 18: Checkout

Checkout

st ot =l

Appointments

Taach Lasdlorip [101) [INTIRMAL L) GACT Speing 20561

ot Pricuc $150.00

Py fmscent:5 150,00

Cantact un | Lagal | Privacy & Sacursy | Coppeight £ 200 "

Hameless Kiabet My GACE Home:

oty Senouw

Choose your payment method (see Figure 19). If you are paying by credit card, indicate the type of credit card

you are using, the credit card number, and the expiration date. If you are paying by e-check, enter your account

and billing information.

Figure 19: Payment Method

Exit & Return to Order
Payment Details Contact/Shipping Information  What Is This?

Product  Quy  Piice CiyTax CountyTax DistictTax StateTax Tax Amount First/Last Name: Nameless JGafwTest
1 350.00 0.00 0.00 0.00 0.00 0.00 350.00 COMPANY:
Streat Address 1: 210 W 32nd St
= o Street Address 2:
= -9 country: us
Total Amount 350,00 [
Currency usp < oo et
State/Postal Code: NY 10001
View ameunt in a differsnt curtency (referance only) A R SisaiasiE
€mail Addrass: gsinha@ets.org
Payment Method
visaSE & .
s Pay with a Credit Card, or Debit Card with a visa/Mastercard logo
—
e Have funds transferred directly from your bank account. Must ba a US Bank.
PayPal Pay using PayPal What is PayPal?
[ Comtinue

Contact us | Legal | Privacy & Securtty | Copyrignt ® 2014 by Educational Testing Service. All ngnts reserved. Al frademarks are the property of their respective ouners.
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After you have entered all of your payment information, select Buy (see Figure 20).

Figure 20: Buy

Eait & Retum to Order

Select a Diffarent Method of Payment

Payment Details Wihat Is This?

Product Qty  Price CiyTax CoumyTax DistictTax StateTax Tax Amount First/Last Name: Nameless JGafwTest

1 350,00 0.00 0.00 0.00 0.00 0.00 350,00 Company:

Street Address 1: 210 w 32nd st.
Street Address 2:

P 000 country: us

Total Amount 350.00 o

i Usp Ot new York
Stats/Postal Code: NY 10001

Wiew amount in a different currency (reference only) Phone Number: 2122122121
Email Address: gsinha dets.org

All fields with asterisks(") are required

Bank Account
Your Hame ‘Vour Bank Name 1001
| Pay To The
Order Of $.
- DOLLRS
Mermo: ® ® ®
1127237026l 25820 2hkn * 00 I
Account Type: - Select- -
Bank Name:

@ Routing Number: %
Enter your Bank Account Number.
@ Account Humber:®
Do not enter your Debit of Credit Card Account Number!
@ Check Number:

You must enter the Bank Account Holder's Name & Address for Billing Information

Contact us | Legal | Privacy & Security | Copyright © 2014 by Ecucatonal Testing Service Al rights reservea. All frademarks are the property of ineir respective owners

All fields with asterisks(") are required.
Billing Information
Il use Contact/Ship To Name for Bill To Name

First/Last Name: *

I use Contact/Ship To Address for Bill To
Address
Compary:
Street Address 1:*
Strest Address 2:
Country:* ~Seleci— =
city:*
Stats/Postal Code:
Phene Humber:
Email Address:

If you are paying by e-check, you will be presented with the terms and conditions for this service (see Figure 21).

Read the information and check the box indicating that you accept these conditions. Then select Continue.

Figure 21: E-check Terms and Conditions

Exit & Retum to Order
Select a Different Method of Payment

By checking the box below, [ hereby authorize ETS to deduct from my ¢ CityTax CounlyTax DistictTax StateTax Tax Amount
checking or savings account mdicated below, at the financial institution 0 0.00 0.00 0.00 0.00 0.00 350.00
named below, § for pay 1 the s fo remain in
full force and effect until ETS has received notification from me in such 6500
time and such manner as to afford ETS and the financial institution a A0k
reasonable opportunity to act on it. uso
nt currency (referance anly)
| 1 have read and accept the conditions above.
are required
Name Four Bank Narme 1001
£
Order O SR
- rouams
[ L] ° L3
52741709601 5350 70 20te 140D ML
Account Type:® Chectng Aceount -
Bank Name:
@ Routing Number:t 1210082
[ Enter your Bank Account Number.
@ account Number:*
Do not enter your Debit or Credit Card Account Numberl

@ Chack Number: 1152
You must enter the Bank ACcount Holder's Name & Address for Billing Information

Contactshipping Information  What Is This

First/Last Hame: Name frTest
Company:

Straet Addrass 1 210 W 32nd St
Street Address 2

Country: us

city: New York
Stata/Postal Cods Ny 10001

Phane Number: 2122122121

Email Address: gsinhagets.org

Al fields with asterisks{") are required.
Billing Information
D use Contact/Ship To Name for Bill To Name
Namekas

rst/Last Name: *
First/Last N JGatwTest

O use Contact/ship To Address for Bill To
Address

Company:

Street Address 1% 210W 320t

Street Address 2:

Country:* Untod Siates 3

aty:r e Vork

State/Postal Code:® o
10001

Shone Number: 22122121

Email Address: srhagenorg
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You will see the following screen while your payment is being processed. Contact Customer Service if you have

any issues with payment.

Figure 22: Processing Payment

Contact us | Leoal | Privacy & Security | Copyri

Processing - please wait

f o receipt page is not displayed within 2 minutes , please contact 855 225 7175 fo sanfirm the status of your order.

Do nat sttempt to rasubmit your payment

ight @ 2014 by Educational Testing Servioe. All rights reserved. All trademarks are the property of their respective owners.

Once your order has been successfully processed, you will see a thank you screen with confirmation

information.

Figure 23: Thank You for Your Order

L n’= Teacher Leadership

L LT

Thank You for Your Order

Appointment Information

Nameless MGafwTest My GACE Home

Click the number to view app details and print your
Appointment Number Test Tithe Subsmission Window Actions
6800015 Teaches Laadarship (303} ONTERNAL USE) GACE Fall 2015 Gt Assesumen
Contact i | Lagal | Privacy & Security | Copyright © 2015 by [dueationsl Testing Senvice. All ights reservid . proueety of thies repseet

Cant

Sign Ot
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Step 5

Access the Assessment

Once you have completed your registration and submitted payment, you can access the online submission
system. Simply choose Go to My Home Page at the bottom of the Thank You for Your Order screen.

Figure 24: Go to My Home Page

"n ': Teacher Leadership e S nkeest i e CACE [home B S S O

Grepa s b e st o ™

Thank You for Your Order

Appointment Information

Click the nueber to view details and print your
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On your My Home Page, your assessment information will be presented under “My Tests” with a link to the
assessment. Select that link, access the assessment, and begin.

Figure 25: Go To Assessment
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