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Introduction 
This document was created as a guide to this online submission process and contains step-by-step instructions 
along with information on common errors. While the images used in this guide show a Provisional Internship 
Permit (PIP), this guide can be followed for the submission of any document that is not part of a 
Commission-approved preparation program. Step 8 of the process addresses the point at which the 
document is selected, with all other steps being applicable to any emergency document. The Emergency 
documents currently available through CTC Online include: 
 

• Emergency 30-Day Substitute Teaching Permit 
• Provisional Internship Permit (PIP) 
• Short-Term Staff Permit (STSP) 
• General Education Limited Assignment Permits (GELAP) 
• Special Education Limited Assignment Permits (SELAP) 
• Emergency Crosscultural, Language and Academic Development Permit (EM CLAD) 
• Emergency Bilingual Permit 
• Emergency Teacher Librarian Services Credential 
• Teaching Permit for Statutory Leave 
• Emergency Resource Specialist Permit 
• Specialist Teaching Permit in Early Childhood Education 

 
This guide will only concentrate on submission of emergency documents from employers. For a full overview 
of the entire CTC Online system and instructions on submitting other document types please see the CTC 
Online Handbook for Online Document Submission.  
 
 
 
  

https://www.ctc.ca.gov/docs/default-source/cig2/manuals/ctc-online-submission-handbook.pdf?sfvrsn=2
https://www.ctc.ca.gov/docs/default-source/cig2/manuals/ctc-online-submission-handbook.pdf?sfvrsn=2
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Step-By-Step Guide 
 

1. Log in to CTC Online by clicking the Online Services for Agencies link on the CTC homepage. 
 

 
 

2. Navigate to the Application tab and enter the Social Security Number and Date of Birth of the 
candidate. It is highly recommended that educators be asked to create their own profile prior to 
attempting a submission.  
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3. Review the educator’s information then click “Next”. 
 

 
 

4. Select the “Authorized Agencies” button. Non-program options (PIP, STSP, 30-Day Substitute Permit, 
etc.) are all within the Authorized Agencies option. Only users at an LEA who also have a Commission-
approved program will see two options as shown in the image below.  

 
 

5. Click the “Go to Create Document” button.  
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6. Select “New” at the top of the page.  

 

 
 

7. Enter the requested issuance date of the document.  
a. You may request an Issuance Date up to 90-days-prior to the date the recommendation is 

submitted through the CTC Online system if all requirements for the document were met by 
that date. 
 

 
 

8. Click on the pick applet to the right of the Document Title field to open a new window and select the 
credential. Click OK to confirm your selection. 

a. Analysts should carefully select the correct document option. CTC Online will restrain 
authorization options depending on the Term selected for some documents. Selecting the 
correct term is essential to avoid errors. For example, PIPs and STSPs have three options for 
Term which determine what authorization options will display: 

i. SL = Single Subject  
ii. ML = Multiple Subject  

iii. SE = Education Specialist  
b. Not all emergency documents will have multiple Term codes.  
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9. Enter the County of Employment by clicking the button in that field to bring up the Pick Applet.  
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10. Hit “Save” to complete the top portion of the Document Detail page.  
 

 
 
11. In the Authorization/Subjects area, click “New” to begin entering the authorization. Use the Pick Applet 

to enter the Authorization Code. 
a. REMINDER: this field is constrained by the document term selected in the top section some 

documents. In this example, the Single Subject term (SL) was chosen for the PIP so the pick 
applet will only display Single Subject authorizations.  
 

 
 

12. Next, enter the authorization date. Hit “Save” to complete this section.  
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13. After entering the Authorization, review the information in the Renewal Requirement section. CTC 
Online will automatically fill in a renewal requirement when there is only one possible option. If the 
Renewal Requirements section is blank, follow the next steps. If a code automatically populated, skip 
to step X.   
 

14. Click the pick applet next to Renewal Code to view available codes.  
 

 
 
15. Select the correct renewal code, and then click “OK” to close the applet window. Then click “Save”.  
 
16. Next, select “New” in the Employment Restrictions section of the page to enter the employment 

restriction, if applicable. The employment restriction field is constrained by the Organization Type. If 
you do not select the correct Organization Type you may not see the necessary Organization listed in 
the pick applet. The Organization Type options are:  
 

a. COE = County Office of Education  
b. CS = Charter School 
c. NPS/NPA = Non-public school/Non-public agency 
d. SCS = Statewide Charter School 
e. SD = School District 
f. SWA = Statewide Agency 

 

 
 

17. Once the correct Organization Type is set, click the button to the right of the Organization field to open 
the pick applet and select the restriction. Once selected, click “OK” to close the pick applet.  
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18. Click “Save” to complete entering the Employment Restriction. Please double check to ensure that the 

following have been entered to avoid delays: 
a. Authorization (required of all documents) 
b. Renewal Requirement (required of all documents) 
c. Employment Restriction (as applicable) 

 

 
 

 
19. If everything on the page looks correct, click “Next” in the bottom right corner to continue.  

 
20. The next page will allow upload of any scanned supporting documentation. On the Educator 

Attachments page, click “New” to begin.  
a. Files uploaded through CTC Online are limited to 10MB.  
b. Some supporting documentation may require a signature. If you are using an electronic 

signature, ensure that it meets our requirements as outlined in CIA 22-11.  
 

21. Click on the pick applet icon in the Attachment Name field to open an explorer window and select the 
document(s) to upload. 

 

 
 

https://www.ctc.ca.gov/docs/default-source/cig-leaflets/cia-22-11.pdf?sfvrsn=61cd26b1_1
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22. Once all supporting documentation has been uploaded click “Save” to close the pick applet. The 
attachment(s) you just uploaded will display on the screen. If other files show in this area they were 
uploaded to this educator’s file previously and should be ignored. Click “Next” to go to the final page of 
the recommendation process.  
 

23. Confirm the information at the top of the final page matches what you intended to submit. Next, read 
the instructions at the bottom and select “Yes” from the drop-down menu. You will be presented with 
three options. 

a. Cancel = cancels the entire process and removes it from the system.  
b. Save = saves the information but does not submit the recommendation. This recommendation 

can then be completed at a later date without restarting from Step 1.  
c. Submit = submits the full recommendation and triggers an email to the educator to access CTC 

Online and complete the process, which includes completing the Professional Fitness Questions 
(PFQs) and submitting the payment.  
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Troubleshooting Guide 
 

1. I do not see the document I need in the Document Title pick applet.  
a. It may be necessary to scroll through the available options as the pick applets can only display 

10 items at a time. If there are more document options, you will see the following notation in 
the top right of the applet next to the search box: 

 
You may view the additional options by using the gray arrows at the bottom of the pick applet. 
The inner arrows advance the selection by one row, while the outer arrows will “turn the page” 
and show you a new selection of up to 10 rows of data.  

 
b. If you have checked all options using the advice above, you may not have the proper access to 

the document you require. You may email ctconline@ctc.ca.gov asking for confirmation that 
you are properly linked to the document. Please include your full name and user ID in the email.  
 

2. I am attempting to add the authorization and do not see the subject I need.  
a. Verify that you clicked the New button to select the proper authorization. Other buttons in this 

section, such as Subject Matter Program, Exams, and Supplementary Authorization, are only 
used for Approved Program recommendations.  

b. Check that the correct Term is selected from the Document Title pick applet.  
c. If solutions a and b do not resolve the issue, you may not have been linked to the appropriate 

options. Please send an email to ctconline@ctc.ca.gov and include a screenshot showing the 
Document Title information as well as the pick applet where you expect to find the needed 
authorization.  
 

3. I have logged in but do not see the Authorized Agencies link to begin the submission process.  
a. This would signal an issue with your account. Please email ctconline@ctc.ca.gov and include 

your name and user ID for assistance.  
 

4. After entering an educator’s SSN and date of birth, the personal information does not display. The 
fields are blank.  

a. This is typically caused by an error in the Commission’s database. If this occurs, please send an 
email to ctconline@ctc.ca.gov and include the educator’s full name and date of birth. The 
individual’s SSN should not be included in the email.  

mailto:ctconline@ctc.ca.gov
mailto:ctconline@ctc.ca.gov
mailto:ctconline@ctc.ca.gov
mailto:ctconline@ctc.ca.gov
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