
 

**If at any time a blank screen is displayed, and you are using Google Chrome,  

switch your browser to Firefox or Internet Explorer.** 
 Visit ksde.org 

 Choose “Teaching and Learning,” then “License Applications” 

 Find the appropriate form from the list on the License Applications page  

 Form 3a: Application to Renew a Professional (Five-Year) License 

 Click on the link “Review Requirements and Access Form” 

2. Review the requirements  

3. Access the Public Authenticated Applications website  

4. Create a user name and password.  

 Before you can fill-out and submit any online application, you must register a user name and 

password to be used for the current application process. Remember this user name and 

password if you want to pay electronically when it is time to pay!  

 Click on the register button to display the KSDE User Registration Form.  

 Follow the steps to complete the registration process.  

 If you already have a user name and password with KSDE and remember that information you 

may log in with those credentials instead.  

 Please note: Only YOU are responsible for your user name and password. KSDE nor Wichita 

Public Schools can provide you with this information if lost or forgotten.  

 If you do have technical issues on this step, you may call KSDE’s Help Desk at 785-296-7935 

5. Log in with the username and password you created to see the “KSDE Web Applications” legal notice. 

Review and click Accept.  

6. Click on the “License Application” menu option to access the application form you need.  

 Form 3a: Application to Renew a Professional (Five-Year) License 

7. Fill in the form and submit (or save to submit later). 

Despite the option to print, this form should ONLY be submitted electronically. In the event you are asked to send in a 

paper version instead, please contact Kaitlyn Rawcliffe for instruction. 

8. Once the district portion has been submitted, you will receive notification from KSDE on how to pay the 

$70 application fee. You have 2 options from which to choose: 

 Pay online: Log back into your KSDE License Application. At the very bottom, click “Make 
Payment.” ($3 surcharge to pay online) 

 Mail a check or money order to KSDE: This MUST be accompanied by a Licensure Application 
Payment Form (Kaitlyn has these available). 

9. You can monitor the progress of your application using the License Lookup  

 https://online.ksde.org/TLL/SearchLicense.aspx 

 Please allow 6-8 weeks for application processing time.  

 

QUESTIONS? 

Kaitlyn Rawcliffe 

krawcliffe1@usd259.net  

 

 

INSTRUCTIONS FOR ONLINE APPLICATION  
FORM 3a FOR APPLICANTS 
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