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TNCompass Licensure: Educator Guide
Adding and Submitting PDPs for Approval

PDP request approval by Principal or Assistant Principal
License Transactions Overview

Transactions
Starting a new transaction

Completing transactions started by District Administrators or Education Preparation Providers

Adding and Submitting PDPs for Approval

Click on  from the  page.My Educator   Profile Home 

When the  page displays, click  tab.Educator Profile Licensure

On the  page, scroll to section for  and click the Licensure Professional Development Points (PDPs)  Add PDPs
button.
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When the displays  select the  from the drop down list, such as  , PDP Wizard , Type of Activity Training Coursework
and/or PDP and include the  for the National Board Certification Date Completed, Course Title/Seminar

the number of , etc. When all entries areName/Title, Clock Hours CEUs, Semester Hours, Points Accrued, 
completed, click the  button.Add 



TNCompass

3 of 31

More than one activity can be entered for the PDP request. 

To remove an activity after it has been added, click on the trash can icon to delete the line item.
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When the activity/activities appear in the list click the  button.Continue 
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A summary of the new PDP activities displays.The  step in the tracks progress. Review and Submit PDP Wizard 

Click the  button to send the PDP request to the principal or assistant principal for approval.Submit 

The tab now updates with the requested PDP activities including the  of the request.Licensure Status

The is of the PDP request is updated as the PDP request is processed. Status 
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PDP request approval by Principal or Assistant Principal

Principals and assistant principals have a  on the home page.   Professional Development Points Work Queue

Click on the link for Show all PDPs ready for . approval

When the  opens, the principal or assistant principal can search for requests using the filterPDP Work Queue
on the left side of the page. 
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 Notice the  and  buttons are disabled. When a request is selected, theApprove Requests  Deny Requests 
buttons will enable.

In the following example, the principal has two requests with only one appearing on this page. The request includes
two activities.

Click  to see both activities included in the request. View 
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When the request opens, the activities included in the request are displayed.
Click to check the selection box for the activity/activities to approve or deny and then click  orApprove Request 
Deny Request.

When or is selected, a pop-up box displays for entry of the administrator'sApprove Request  Deny Request  
PIN.
Click  and then  to see the PIN code. Access PIN  Show PIN 
Enter the PIN in the box and then click Approve (or Deny) Request.
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The page now shows a green box with message to confirm the approval action taken.  Approve PDP
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The PDP request can also be approved or denied directly from the .PDP Work Queue

From the , select the request(s) and then click PDP Work Queue Approve (or Deny) Requests.  
A pop-up displays for the administrator to enter his/her PIN.
Enter the PIN and click Approve (or Deny)   Requests.

When the educator's request(s) has been processed, the educator can view the status on the educator Licensure
tab.

 Only the educator can see if the request has been approved or denied.
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License Transactions Overview

Transactions

Each licensed educator has a  tab on the Transactions  Educator Profile. 

The transaction sections is used for these activities:

Advance an Active License,
Renew License,
Reactivate License,
Add Endorsment,
Add Degree,
Name Change, and
Advance an Inactive License.

Starting a new transaction

To start a new transaction, go to the  section of the educator's profile and click Transaction Start a new
Transaction.
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The transaction wizard will now open. Select the transaction type for the request by clicking on the  listed Transaction
below I'm seeking to: 

In this example, the educator will request to Add Endorsement. 

Next, the wizard will prompt for  and the available licenses for theWhich license would you like to select? 
transaction will be shown. Click the license for the transaction. 
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The next screen confirms the transaction being requested and provides helpful information regarding the transaction
type.

Click  to add the required information for the transaction. Start Transaction 

The overview page now displays and includes information for the selected license, the requirements to submit the
transaction, and the status of each requirement.

Click  to move to the first requirement. Continue 
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When the  page displays, scroll through the list of applicable endorsements or use theEndorsement Selection 
search box to find the endorsement.

Click on the box next to the desired  and Endorsement(s) 
check the box for   I acknowledge the select endorsement is accurate.
Then click Save & Continue.

 More than one  can be added on the same transaction. Endorsement 



TNCompass

15 of 31

 Click  at any time to save progress. Once saved, the information is stored in the transaction wizard and theSave 
transaction can be resumed at a later time.

If you leave the transaction wizard without saving, any changes since the last save will be lost.  

The next step of the wizard shows any assessment data received from ETS for the educator. In the Attachments 
section, attachments uploaded to the educator's license profile appear related to the requirement. In this case 

type attachments are displayed.Assessment   Score

To continue, click the check box for I verify that the above Praxis scores on file with the Office of Educator
 Licensing are the most current and accurate scores.

Then click Save & Continue. 
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The next step of the wizard reviews Program Status. 

Select the applicable  for the transaction.  Enrollment
Check the box for I verify that the recommendation and program enrollment status on file is complete
and accurate. 
Then click Save & Continue. 
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The next page summarizes the transaction. The following information displays:

License Holds, if any
Selected license
Endorsements to be added
Confirmation Transaction Requirements have been completed 

The educator can also add  which are then sent to the office of educator licensing andSubmission Notes 
preparation. 

To change any of the information, access previous sections by clicking  clicking on the requirement, or byBack, 
clicking the section tabs located at the top of the wizard. 



TNCompass

18 of 31

When all information is correct, click Continue. 
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When the submission confirmation box appears, click  to continue.  Submit
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A confirmation appears on the transaction page with the status as   TheWaiting for personal affirmation.
confirmation also includes a link to Add Personal Affirmation. 
Click on  to continue. Add Personal Affirmation 

When the  page opens, answer all questions and attach supporting documents, ifPersonal Affirmation 
necessary.
When all questions have been answered, click the box labeled I have confirmed my responses for accuracy.
 
Click Submit. 
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When the confirmation box appears, click  . Submit
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The transaction is now ready for the Office of Educator Licensing to process.

To check the status of the transaction request, click the  tab of the educator's profile. Transaction 
Click  next to the transaction to view any updates or notes from the office of educator licensing andView 
preparation. 
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Completing transactions started by District Administrators or Education Preparation
Providers

When a district administrator or educator preparation provider has started a transaction on behalf of an educator, the
educator needs to view the transaction check confirmation statements and add a personal affirmation.

Click on the  tab from the Educator Profile. Transaction 

Click the   button for the transaction. View
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To add acknowledgments to the confirmation statements, click on the requirement tab for each requirement on
the page or click continue to check confirmation statement boxes. 

On each requirement page, click on the box for the verification statement and then click Save and Continue. 



TNCompass

25 of 31

The next page summarizes the transaction.

The following information displays:

License Holds, if any
Selected license
Endorsements to be added
Confirmation Transaction Requirements have been completed 

The educator can also add  which are sent to the office of educator licensing and preparation. Submission Notes 

To change any information, access the previous sections by clicking  clicking on the requirement, or by clickingBack, 
the section tabs located at the top of the wizard. 
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When all information is correct, click Continue. 
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When the submission confirmation box appears, click  to continue.  Submit
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A confirmation appears on the transaction page with a status of  TheWaiting for personal affirmation.
confirmation includes a link to Add Personal Affirmation. 
Click on  to continue. Add Personal Affirmation 

When the  page opens, answer all questions and attach supporting documents, ifPersonal Affirmation 
necessary. 
When all questions have been answered, click the box labeled I have confirmed my responses for accuracy.
 
Click Submit. 
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When the confirmation box appears, click  . Submit
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The transaction is now ready for the office of educator licensing and preparation to process.

To check the status of the transaction request, access the  tab of the educator's profile. Transaction 
Click  next to the transaction to see any updates or notes from the office of educator licensing andView 
preparation. 
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