DISTRICT UPLOAD INSTRUCTIONS

From our home page, you will need to click ONLINE LOGIN (text link at the top right side of the screen).
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Once you have clicked online login, you will get this page:

P~ e mrpsulotsbuobapo. state vy s/ ~E e | =
- e Veow ravortes Tools Holp
r i | g@rrse | i Home - E3) 1 b Pk~ [ Page ~ @3 Tooks -

~ Professional Teaching Standards Board

Welcome to the State of Wyoming PTSEB Online System

This system allows PTSEB Educators, District Administrators, and Workshop Facilitators to access and update PTSB data

To begin, please login using the State of Wyoming Online Services State Profile System
This system will allow you to either login using an existing account or to create a

new login account

Once logged in successfully, you will be redirected back to the PTSB Online System
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Once you get to this page, click login. Now you will be redirected to another site and to the
right side of the screen you will put in your login information (login ID and password).
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Now that you have entered in your login information and clicked on sign in
you will be directed back to our website:
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Dristrict Section: Click Here

Educator Section: Click Here

Workshop Facilitator Section: Chck Here
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Once on this page you will need to select District Section.




Now that you have clicked on district section you will see this screen:
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Please enter your District Code to Continue

District Code Verification
To Obtain the Code, contact the main district office.
The PTSEB can not provide this code! Do not contact the Board for this Code!
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On this page you will enter in your already assigned district code and then click continue. Once you have
entered in your district code you will see the following screen and will have two options to select from:

Find District Personnel Data

Create an Excel Report of Personnel Data
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As a District A i for the district of
Albany County School District #1
the following options arc cwrently available to you.

» Find District Personnel Data
-

PTSB Main Menu




To do a batch upload of social security numbers you will want to select “Create an Excel Report of
Personnel Data.” Once you have clicked on create an excel report you will get the following screen:
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Create an Excel t of D ict E
Plcase enter the path to an Excel Spreadsheet of SSNs and/'or PTSB IDs to
create a report of Educators:
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Please Click Here for help with Formatting the Excel Spreadsheet

l Return to Main Menu
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On this screen you will need to click “Please click here for help with formatting the excel spreadsheet”
(this link is purple).

After you have clicked on the link you will be directed to another page with detailed instructions on how
to create your excel spread sheet. Follow these instructions closely and you will be able to upload your
personnel data.

Now that you have created an excel spreadsheet you will need to save that document in your documents.

On this page you will need to select the browse button and it should open up your documents. Select the
file name you gave your spreadsheet and finally click on submit spreadsheet.



