
Apply for Teacher’s Permit/License: 

Login to BPSS from My.NY.gov 

For a new Personal Account (Business accounts go to page 8): 

The following information will be needed for a Teacher’s Permit/License: 
• Certification Information
• Education History
• Work Experience & Additional Information
• Moral Character Questions

Currently have an account? 
Click Sign in 

Go to page 16. 
 

To create a new account? 
Click Don’t have an Account? 

Click Personal 
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Click Sign up for a Personal NY.gov ID 
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Enter information 

Click Create Account 

Click Back 
To make corrections 

Click Continue  
if information is correct 
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Sample E-mail: 

Click Finish 

Check your e-mail account for a message 
for my.ny.gov.  Click on the link in the e-

mail to continue with registration 

Click on this link 
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Click Arrow next to Select One, choose a 
question, enter answer & confirm answer. 

Click Continue 
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Click Continue 

Click Set Password 

Enter New Password  
& Confirm New Password 
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Click Continue 

Click Go to MyNy 

You’re my.NY.gov Personal 
account is now created. 

Go to page 16. 
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For a new Business Account: 

Click Business 

Click NYS Bureau of Proprietary School Supervision 
If this link is not shown, contact BPSS (bpss@mail.nysed.gov) 

include your user ID within the email 
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Enter all data 

Enter Security code shown in box 

If code cannot be read 
clearly, click the refresh 

button for a new code or click 
the speaker icon - it will be 

read to you 

Click Create Account 

The personal information just entered will be shown. 
If it’s correct, click Continue.   

Otherwise, click Back to make corrections 
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Check your email account for link to 
proceed with activating your account 

SAMPLE E-MAIL: 
 

Click this link to activate your account 
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Click Arrow next to Select One, choose a 
question, enter answer and confirm answer. 

Click Continue 
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Enter New Password and Confirm 
New Password 

Click Set Password 

Click Continue 
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Click Go to MyNy 

Click Continue 

Your My.NY.gov account 
is now created 
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Click BPSS Application  

Note: The services 
shown may vary  

Click Create Account to start 
process for a BPSS account 
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Click Next 

Click Continue 

Your user ID, First & Last Name 
will be supplied from My.NY.gov 

Enter all information to create a 
new user account with BPSS 
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My.NY.gov Currrent Account Holders: 

Click Sign in 

Enter Username and 
password 
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For My.NY.gov Business accounts if you don’t have this entitlement, email BPSS at 
bpss@mail.nysed.gov with your My.NY.gov user id requesting access. 

 

  

Click Apply for Teacher Permit/License 

If you currently have BPSS access, 
the icon will be shown here. 

 Click BPSS 

Note: The services 
shown may vary  
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New Application? 
Click Next  

If you have started an application,  
click Continue * 

Click Next to proceed 
 

Click drop down lists and 
enter information 

Note: if you are continuing an 
application, you will not see this page 

*Note: Each page will be shown for review.  On each page,  
Click Next or make revision then click Next  
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Click on each Requirement for 
an additional explanation. 

Select the button next to the 
Pathway you choose (more 

than 1 may be listed) 

Click Next  
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Click Choose File  
Locate file on computer 

 

Click Upload 
 

Click Add 

Enter Education information 
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Click Next  
Icon Key 

 - expand Details 
------------------------------------------------------------------- 

 - edit information (after edit is complete, click Save) 
------------------------------------------------------------------- 

 - remove document 
------------------------------------------------------------------- 

 - download document to your computer 
 
 

As each Educational detail is added it will be shown. 
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Click Add 
 

Enter Experience information 
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Click Choose File  
Locate file on computer 

 

Click Upload 
 

This message will be displayed for each file 
that is successfully uploaded. 
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Click Next  
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Click Next to proceed 
 

Click Choose File  
Locate file on computer 

 

Click Upload 
 

Answer all questions. 
 If your answer is “Yes” to any question, 

provide an explanation in box below 
question.   

Upload any supporting documents at the 
bottom of this page. 

 
 

Page 25 
 



 
 

 
 
If you clicked “yes” to above: 

 
 

Click Next 
 

Click Yes or No 
 

Click Next 
 

Click Choose File  
Locate file on computer 

 

Click Upload 
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Making a payment,  
click Next 

 

Not making payment,  
click BPSS Home 

 

Select payment type 
 

Click Next 
 

NOTE: If paying by check or 
money order, only a Cashier’s 

check or US Postal money 
order will be accepted 
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Click Process My Payment 
 

Enter Credit Card 
Information 

 

Credit Card Payment 
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Cashier’s check/Money order Payment 
 

Click Print  
A new window will open  

Print the payment coupon 
This needs to be included with your payment 

 

Enter Amount Enclosed 
 

Close the window 
 

NOTE: Cashier’s check or US 
Postal money order only 
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Click Done 

Mail payment & payment coupon 
to this address 

Click Logout or Close window 
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