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MCPS TEACH APPLICATION GUIDE-ADDING AN ENDORSEMENT 

 
• Please do not complete applications in TEACH, unless you have been directed to do so 

by a MCPS Certification Unit staff member.   

 Teaching endorsements via testing will take 4-6 weeks and confirmation of completion will be 
via TEACH. 

 Specialist or Administrator/Supervisor endorsements will take 4-8 weeks and confirmation of 
completion will be via TEACH. 

 
NOTE: When we confirm your eligibility for the new endorsement we will let you know the 
current processing time depending on the demands during the time of year. 
 

Add an Endorsement to an active license – Use the instructions provided.  

1) Log into the TEACH system at https://certificationhub.msde.maryland.gov  
 

2) Under Online Services, choose “Add an endorsement to an active license.” 
 

 
 

3) First, click the link to review the requirements.  You will not be able to move forward 
until you review the requirements.  As you complete each section, the red X will change 
to a green checkmark.  At the end of each section, click “Save and Next.”  If you have 
any questions, please email the MCPS Certification Unit at certification@mcpsmd.org. 
DO NOT contact MSDE with questions.  Since you are employed with MCPS, all 
questions are required to be answered by MCPS. 

 

 

https://certificationhub.msde.maryland.gov/
mailto:certification@mcpsmd.org
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4) Select a category of licensure.  For teaching areas, select Teacher. Then, select the 

endorsement area you are requesting to add to your license. 

 
5) On the Personal Information page, you are required to upload proof of identification. 

Select one of the options listed and upload a copy of the identification to the system.  
Once uploaded, choose “Click here to complete Upload,” then click “Save and Next.” 

  
6) On the Education page, click the box indicating “I do not have any information for 

this section.”  MCPS will update any degree changes on your behalf. 

 
7) On each Employment History section, DO NOT add experience.  You will either choose 

“Save and Next” if experience is already listed, or you will choose “I do not have any 
information for this section” if no experience is listed. MCPS will update any experience 
on your behalf. 
 
NOTE: MSDE EIS did not have currently employed; therefore, all educators will not 
have this verified in MSDE TEACH until we are able to update it when we need to work 
with your TEACH records. 
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8) On the Testing page if we are using the coursework option to add the new endorsement, 

choose “I do not have any information for this section.”  
 
If we are using the testing option to add the new endorsement, then add any passing test 
score(s) obtained for the endorsement(s) to be added in the current application to add 
endorsement. Choose the option “I am uploading a copy of my score report,” and upload 
the copy of the score report to this page and be sure to click the button to complete the 
upload. Then, click “Save and Next.” 

 

 
 

9) Move through any remaining pages by checking “I do not have any information for this 
section” or “Save and Next” because MCPS takes care of anything necessary on your 
behalf.  
 

10) Complete the Affirmation and Signature page, then click “Submit Application.”  
Once submitted, you will be able to monitor the progress on the Educator Dashboard. 
You will then receive a confirmation email once this process has been completed. 
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11) Once submitted, “Application Submitted” = “Completed.” You will be able to monitor 

the progress on the Educator Dashboard. If items are needed, they may be indicated on 
your Educator Dashboard for a response; however, MCPS will send you a 
correspondence via TEACH or via MCPS Outlook. 

 

 
 
 
 
 
 


