
FIRST APPLICATION FOR AN 
INITIAL CTE AUTHORIZATION

BOARD OF EDUCATIONAL EXAMINERS 



CAREER AND TECHNICAL AUTHORIZATION

• THIS PROCESS IS USED FOR AN APPLICANT’S FIRST CTE AUTHORIZATION. YOU MUST 
HAVE A JOB OFFER FROM AN IOWA SCHOOL DISTRICT TO START THIS APPLICATION

• QUALIFICATION FOR THE CTE AUTHORIZATION IF YOU DO NOT HOLD A BA DEGREE, 
IS 6000 HOURS OF VOCATIONAL EXPERIENCE

• IF YOU HOLD A BA/BS DEGREE, 4000 HOURS OF EXPERIENCE VERIFICATION IS 
REQUIRED. IF YOU HOLD AN AA DEGREE, 3000 HOURS OF EXPERIENCE IS REQUIRED.



HOME PAGE BOEE
• HTTPS://BOEE.IOWA.GOV/

• FIRST CLICK THE “APPLY FOR/RENEW MY LICENSE” THEN CLICK “I AGREE…”

CLICK ON I AGREE (CREATE AN ACCOUNT) IF YOU HAVE NEVER HELD A LICENSE 
WITH THE BOEE OR NOT USED THIS NEW SYSTEM. (SYSTEM STARTED 3/18/2018). 

 CLICK ON “I AGREE (CONTINUE TO LOG IN) IF YOU HAVE ALREADY SET UP AN ACCOUNT AFTER 
3/18/2019. SKIP TO SLIDE 8.

https://boee.iowa.gov/


IF YOU ALREADY HOLD A SUBSTITUTE OR 
COACHING AUTHORIZATION, YOU WILL 

CHOOSE “YES” 

IF YOU DO NOT REMEMBER YOUR FOLDER 
NUMBER, YOU MAY LOOK IT UP HERE BY 

CLICKING ON “IOWA BOEE LICENSE 

SEARCH.”

YOU WILL NEED YOUR FOLDER NUMBER TO 
COMPLETE THE APPLICATION.



EXISTING FOLDER 
NUMBER “YES”

ENTER EMAIL THAT YOU WILL USE AS A 
LOGIN USER NAME FOR THIS ACCOUNT 

AND FOLDER NUMBER

CLICK “SIGN UP”

(SKIP TO SLIDE 6)



AN EMAIL WILL BE SENT 
TO THE ADDRESS 

PROVIDED. 

CLICK THE LINK IN THE 
EMAIL TO SETUP YOUR 
NEW PASSWORD AND 
START YOUR ACCOUNT. 



PASSWORD

A REQUEST FOR A PASSWORD 
WILL BE SENT TO THE EMAIL 
PROVIDED. REMEMBER THIS 

PASSWORD FOR FUTURE USE.



LOGGING IN WITH 
EXISTING ACCOUNT

USE THE EMAIL YOU USED TO SET UP YOUR 
ACCOUNT PREVIOUSLY

PASSWORD RESET WILL BE SENT TO THE 
USERNAME EMAIL ORIGINALLY USED TO SET 

UP THE ACCOUNT



YOU ARE NOW LOGGED IN TO THE APPLICATION 
SYSTEM.

CLICK THE “NEW APPLICATION OR RENEW” TO START AN APPLICATION. 



YOU WILL HAVE A FEW 
SCREENS OF VERIFYING 
YOUR DEMOGRAPHIC 

INFORMATION. IF ALL IS 
CORRECT, CLICK ON THE 
“NEXT BUTTON.”  THIS 

SHOULD ALL BE OK IF THIS IS 
YOUR FIRST APPLICATION 

EVER. 



IF YOU NEED TO MAKE A 
CHANGE, CLICK THE “NO” 
RADIO BUTTON AND MAKE 

THE APPROPRIATE CHANGES. 



YOU NOW NEED TO 
CHOOSE WHAT YOU WILL BE 
APPLYING FOR. SELECT THE 

“APPLY FOR A NEW LICENSE” 
OPTION. THEN CLICK “NEXT”



USE THE PULL DOWN MENU 
TO CHOOSE THE 

“AUTHORIZATIONS” OPTION, 
THEN CLICK “NEXT”



USE THE PULL DOWN MENU 
TO CHOOSE YOUR 
“FIRST CAREER AND 

TECHNICAL AUTHORIZATION.” 
AND CLICK “NEXT”
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BRIEF INSTRUCTIONS 
WILL OUTLINE WHAT 

WILL BE REQUIRED, AND 
NECESSARY FEES. IF ALL 
SEEMS CORRECT, CLICK 
THE “NEXT” BUTTON.
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YOUR APPLICATION HAS 
BEEN CREATED, CLICK 

“FINISH” TO COMPLETE 
THE SETUP AND BEGIN 

THE APPLICATION.



YOU WILL SEE GENERAL REQUIREMENTS, AND NECESSARY FEES: $85 FOR THE PROCESSING, $75 
FOR A BACKGROUND CHECK, AND $3 FOR CREDIT CARD FEE. SCROLL DOWN TO THE 

“APPLICATION” SECTION AND CLICK ON THE “COMPLETE CHECKLIST” BUTTON.



AS YOU RESPOND TO EACH CHECKLIST QUESTION, CLICK THE “SAVE 
& NEXT” BUTTON AND YOU WILL ADVANCE TO THE NEXT SECTION.



THIS PAGE NOTIFIES YOU OF THE REQUIRED COURSES YOU 
MUST TAKE DURING THE 3 YEARS OF YOUR INITIAL CTE 

AUTH.  PLEASE CHECK ‘YES’ TO ALL THE QUESTIONS.



A FORM VERIFYING YOUR VOCATIONAL EXPERIENCE WILL NEED TO BE DOWNLOADED, BY 
CLICKING ON THE BLUE “CTE WORK EXPERIENCE” LINK HIGHLIGHTED BELOW. AFTER YOU HAVE 

COMPLETED THE FORM, IT WILL BE UPLOADED IN STEP 2: UPLOAD- ATTACHMENTS. 
THEN CLICK THE BOX “I AGREE.” 

YOU MAY ALSO UPLOAD A COPY OF YOUR OFFICIAL TRANSCRIPTS. WE DO NOT ACCEPT 
UNOFFICIAL TRANSCRIPTS. 



YOU MUST ALSO HAVE A JOB OFFER FROM AN IOWA SCHOOL IN ORDER TO BE 
ISSUED THE INITIAL CTE AUTH. DOWNLOAD THE FORM ON THIS PAGE, HAVE THE 

ADMINISTRATOR COMPLETE, SIGN AND THEN UPLOAD IT IN STEP 2: UPLOAD-
ATTACHMENTS.



IN SOME SECTIONS, YOUR RESPONSE MAY OPEN ANOTHER TEXT BOX FOR YOU 
TO PROVIDE MORE INFORMATION. MANY OF THESE ARE FREEFORM TEXT BOXES. 
JUST TYPE THE INFORMATION REQUESTED. IN THE CASE OF PAST CONVICTIONS, 

PLEASE LIST ALL AND BE SPECIFIC. FAILURE TO DO SO, MAY DELAY THE
PROCESSING OF YOUR APPLICATION.



IF YOU HAVE NOT HELD A SUBSTITUTE OR COACHING AUTHORIZATION, YOU
WILL NEED TO ANSWER THE QUESTION IN SECTION 5: “NO” AND THEN SELECT 
YOUR PREFERRED METHOD TO COMPLETE FINGERPRINTING THROUGH THE BOEE

FOR YOUR IOWA BACKGROUND CHECK.



RECIPROCITY OF THE CTE AUTHORIZATION. 
IF YOU HAVE HELD A CTE LICENSE FROM ANOTHER STATE FOR AT LEAST ONE YEAR AND ARE 
NOW RESIDING IN IOWA, YOU MAY QUALIFY FOR RECIPROCITY OF YOUR LICENSE.  IF SO, 

CHECK THE BOX TO VERIFY THIS AND ACCESS OTHER FORMS TO VERIFY THESE REQUIREMENTS.
IF NOT, CLICK ON ‘SAVE & NEXT’ TO MOVE TO THE NEXT PAGE: 



THERE ARE SEVERAL OTHER PAGES WITH QUESTIONS ABOUT 
PAYMENT, RELEASE OF INFORMATION AND FRAUD 

QUESTIONS. THEN ELECTRONICALLY SIGN YOUR NAME IN 
THE BLANK TEXTBOX AT THE BOTTOM:



THE ATTACHMENTS SECTION IS WHERE YOU WILL UPLOAD A PDF OF 
THE FORMS, AND OFFICIAL TRANSCRIPTS (IF APPLICABLE).



CLICK THE ”UPLOAD FILE” BUTTON TO ATTACHED THE CTE WORK EXPERIENCE 
AND EMPLOYMENT VERIFICATION FORMS. ANY TRANSCRIPTS OR OTHER FORMS 

CAN BE ADDED BY CLICKING ON THE “ADD MORE” BUTTON. 



THE “REVIEW APPLICATION” AREA IS WHERE THE SYSTEM WILL 
CHECK TO MAKE SURE YOU HAVE ALL THE REQUIRED BOXES 

CHECKED AND DOCUMENTS NEEDED. 



CHOOSE THE FEES YOU ARE WANTING TO PAY. ALL FEES FOR A 
SPECIFIC APPLICATION MUST BE PAID FOR THE APPLICATION TO BE 
SUBMITTED. YOU MAY PAY WITH A CREDIT CARD ONLINE NOW, OR 
SELECT THE OPTION TO PRINT AN INVOICE AND MAIL IN A CHECK.



YOU ARE NOW READY TO PAY FEES AND SUBMIT 
YOUR APPLICATION.



WHEN COMPLETED WITH ALL CHECKLIST QUESTIONS, DOCUMENTS 
UPLOADED, AND PAYMENTS MADE, YOUR SCREEN WILL LOOK AS 

BELOW SHOWING A COMPLETE STATUS.



ONCE ALL STEPS HAVE BEEN COMPLETED, YOUR 
APPLICATION WILL BE SUBMITTED TO THE BOARD OF 

EDUCATIONAL EXAMINERS FOR EVALUATION AND 
ISSUANCE.

PLEASE EMAIL IF YOU HAVE ANY PROBLEMS OR 
QUESTIONS: DAVID.WEMPEN@IOWA.GOV
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	You will see general requirements, and necessary fees: $85 for the processing, $75 for a Background check, and $3 for credit card fee. Scroll down to the “Application” section and click on the “Complete Checklist” button.�
	As you respond to each checklist question, click the “Save & Next” button and you will advance to the next section.�
	This page notifies you of the required courses you must take during the 3 years of your Initial CTE Auth.  Please check ‘Yes’ to all the questions.
	A form verifying your vocational experience will need to be DOWnloaded, by Clicking on the Blue “CTE Work Experience” link Highlighted below. After you have completed the form, it will be uploaded in Step 2: Upload- Attachments. �then Click the box “I agree.” �You may Also upload a copy of your official transcripts. we DO not accept Unofficial transcripts. 
	You must also have a job offer from an Iowa school in order to be issued the Initial CTE auth. Download the form on this page, have the Administrator complete, sign and then upload it in Step 2: Upload- Attachments.
	In some sections, your response may open another text box for you to provide more information. Many of these are freeform text boxes. Just type the information requested. In the case of past convictions, please list all and be specific. Failure to do so, may delay the processing of your application.
	If you have not held a Substitute or Coaching Authorization, you will need to answer the question in Section 5: “No” and then select your preferred method to complete fingerprinting through the BoEE for your Iowa background check.
	Reciprocity of the CTE Authorization. �If you have held a CTE license from another State for at least one year and are now residing in Iowa, you may qualify for Reciprocity of your license.  If so, check the Box to verify this and access other forms to verify these requirements.�If not, click on ‘Save & Next’ to move to the next page: 
	There are several other pages with questions about payment, release of information and fraud questions. Then electronically sign your name in the blank Textbox at the bottom:
	The Attachments Section is where you will upload a PDF of the forms, and Official transcripts (IF applicable).
	Click the ”Upload file” button to attached the CTE work Experience and Employment verification forms. Any Transcripts or other forms can be added by clicking on the “Add More” button. 
	The “Review Application” area is where the system will check to make sure you have all the required boxes checked and documents needed. �
	Choose the fees you are wanting to pay. All fees for a specific application must be paid for the application to be submitted. You may pay with A credit card online now, or select the option to print an invoice and mail in a check.�
	You are now ready to pay fees and submit your application.
	When completed with all checklist questions, documents uploaded, AND payments made, your screen will look as below showing a complete status.
	�Once all steps have been completed, your application will be submitted to the Board of Educational Examiners for evaluation and issuance.�Please email if you have any problems or questions: David.Wempen@iowa.gov

