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Driver Education Application
Step-by-step guide to create an Instructor Profile

For a video tutorial, follow this link.

CREATING AN INSTRUCTOR PROFILE

Recommended web browser to use is Chrome.

1. 1.To create an Instructor Profile, go to the Idaho Department of Education’s webpage (the

department).
2. Click on the Menu button in the top right corner of the page.
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3. When the menu opens, you'll see a list of departments in the Idaho Department of
Education. Click on the Student Engagement & Safety Coordination Department.

€>cCcn0 8 *

@ S0 (@ ideho SumteDepart. A Cowrse-Provider-Us. Drver Education WP 605 - kdsho Saste L. & Offce-Mappe

LR C Ssarch @ Language

INFORMATION FOR ...
N Schoals

Departments & Programs —

Fresh fruit and vegetables coming to Idaho schools through grant program sugus

4. That will open the Student Engagement and Safety Coordination page, pictured below. In
the middle of the page, click on the yellow box, Driver Education.
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https://screencast-o-matic.com/watch/c0niqYVxGUf
https://www.sde.idaho.gov/
https://www.sde.idaho.gov/

Student Engagement & Safety Coordination

Student Engagement & Safety
Coordination »
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5. 5.From the Driver Education page, click Instructors.

Student Engagement & Safety
Coordination »
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» College and Career Readiness
» Driver Education
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£ Events =

Contact Details

& Danielle Taylor
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6. 6.Select the Application Login blue box. This will bring you to the Driver Education
Application Portal.
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Quick link to Driver Education Application: https://apps2.sde.idaho.qov/DriverEducation

7. Click “Log On” in the top right corner.

Welcome to Driver Education
AlLA Glance

In 1daho, anyone uncer 17 years of age who Nas not been issued a Diver's LICense must successiully complete
an approved Driver's Trainng program and comply with the requirements. of the Graduated Diiver's License
(DL} program. An appeoved ldaho Driver EQuCation program consists of a required 30 hows. of cassroom of
online mstruction, 6 howrs of behing-the-wheel driving with a licensed nstructor, and 6 hours of observation time
in a driver education vehicke. The GOL program requines a minimum §-manth, viclation-free supervised instraction
penod where 8 least 40 hours of daytime and 10 hours of nighttime driving must be accumutated and
documented

Transter of any of these requirements from ancther state is possible provided proof of completion. You must call
the: Driver Education Coordinator at the kdaho State Depariment of Education fo oblain a pin number to acoess

the Out-of-State Permi Transter form. You wil e
recommended that you have 3l NECESSany COCUMENts saved 1o your Ses and ae Sble 10 upload hem 1o the form
as part of the Process. You wil be asked 10 upioad the following GOCUMENts. 3 PENTHE, 3 Completion certifcate of
e CLass hours andéor in-Car Hours, and a diving log. Make sure all dOCUMents are Cleany readadle You wil be
abie b0 save your work and access the form at a later time using the same knk and pin number provided. Amy
parts of the requirements nof yet completed may be left blank. Missing documentation wil not be transferred and
in Idaho

er yOUr name, date of birth, and pin number 1o begin It is

will require being repe;
ARer completing the form ana submating all your documents, a letier will be emalied to you with mstnuchons on
how 10 proceed. Allow § - 10 business days for processing. This letter wil need to be printed and taken to the

IV to purchase a Driver Training Penmit or Driver's License. Piease contact the Driver Education Coordinator at
200-332-6584 i you have questions.

8. YouU’ll arrive at a drop-down list, select your district/organization. If your
district/organization is not listed, choose “Other.”
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https://apps2.sde.idaho.gov/DriverEducation

Please select your appropriate organization from the drop down list, per the instructions below.

+ Employees of the State Dept. of Education — select “SDE”
« District users — select your respective District name

« If your District name is not present - select “Other”

+ All other users (including non-District) - select “Other”

-- Select Organization -- bg

— Select Organization —

SDE

- Other

Caldwell District (132)

Coeur d'Alene School District (271)
Idaho Falls (091)

Joint School District No. 2 (002)
Kuna Joint School District (003)
Lakeland District (272)

Melba Joint District (136)

Minidoka County Joint School District (331)
Nampa School District (131)

Note: Selecting one of the districts listed will require you to log in using district credentials. If
you do not have a district email, select “Other.”

9. Click “Continue to Sign in.”

Please select your appropriate organization from the drop down list, per the instructions below.

+ Employees of the State Dept. of Education - select “SDE"
« District users — select your respective District name

« If your District name is not present — select “Other”

« All other users (including non-District) — select “Other”

-- Select Organization - o

Continue to Sign In

10. This will take you to a Sign In page. If you do not have an account, click “Registration.” If
you already have an account, sign in.

Sign In

Please enter your username and password
Email

Password

If you don't have an account and require access, you may create your account on the Registration page

There is also a page to assist you if you lost your password,

11. Fill out your email, name, organization, and a password.
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As per the registration requirements, your password must have 8 characters, cannot contain 3
or more consecutive characters from your email, and must contain three of the following
elements: lowercase letter, uppercase letter, digit, or symbol (#,5,&,ect..).

Register Registration Requirements

You must register with your official organizational emad address
You must select your primary district'organization
Passwords must meet the foliowing complexity requirements
o Must be a minimem of 8 characlers
Name « Cannot contain 3 of more consecutive characters from your Email
o Must contasn thiee of the following elements:
= Lowercase lefier
» Uppercase lefter
+ Digt
+ Symbol (£.5.3.ect.)

Email

Organization
Password

Confirm Password

I'm not a robot

12. Once you have completed the registration, click the “I’m not a robot” checkbox and select

“Register.”
Register Registration Requirements
Email You must register with your official organizational email address

‘You must select your primary district/organization
Passwords must meet the following complexity reguirements
= Must be a minimum of 8 characters
Name o Cannot contain 3 or more consecutive characters from your Email
o Must contain three of the following elements:
= Lowercase letter
= Uppercase letter
= Digit
= Symbol (#5&.ect.)

Organization
Password

Confirm Password

I'm not a robot

CAPTCHA

< A

13. This will prompt an email to verify your account. Once your email address has been

verified, Sign In to the portal.

Link to Driver Education Application: https.//apps2.sde.idaho.qov/DriverEducation/
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Sign In

Flease enter your username and password
Email

Password

If you don't have an account and require access, you may create your account on the Registration page.

There is also a page to assist you if you lost your password.

By entering your user name and password you represent that:

= You are an authorized user

« You have a legitimate educational interest for receiving the disclosure of information through access to Idaho State Department of Education information applications for which
you are an authorized user

= ‘YYou are responsible for ensuring that any re-disclosures of information by you complies with all applicable state and federal statutes and regulations

Applicable state and federal penalties may be imposed for the failure to act in a manner in accordance with the conditions above. The sharing of user account names andfor passwords
to others is specifically prohibited and will result in the termination of your access to SDE applications as well as legal penalties if applicable

14. Once logged in, click on Instructor Profile in the left corner.

Instructor Profile

Welcome to Driver Education

AtA Glance

In ldaho, anyone under 17 years of age who has not been issued a Driver's License must successiully complete
an approved Driver’s Training program and comply with the requirements of the Graduated Driver's License
(GDL) program. An approved ldaho Driver Education program consists of a required 30 hours of classieom of
onling instruction, & hours of benind-the-wheel driving with a licensed instructor, and 6 hours of observation time
in a driver education vehicle. The GOL program requifes a minimum 6-month, viclation-free supervised instruction
period where at least 40 hours of daylime and 10 hours of nighttime driving must be accumulaled and
documented

Transfer of any of these requirements from another stale s possible provided proof of completion. You must call
ihe Driver Education Coordinator at the Idaho State Department of Education to obtain a pin number 1o access
the Cut-of-State Permit Transfer form. You will enter your name, date of birth, and pin number to begin, It is
recommended that you have all necessary documents saved to your files and are abie to upload them to the form
as part of the process. You will be asked o upload the following documents: @ permit, a completion certificate of
the class hours andfor In-car hours, and a dniving log. Make sure all documents are clearly readable. You will be
able to save your work and access the form at a later time using the same link and pin number provided. Any
paris of the requirements not yet completed may be left blank. Missing doc will not be and
will require being repeated in ldaho.

After completing the form and submitting all your documents, a letter will be emailed 1o you with instructions on
how to proceed, Allow 5 - 10 business days for processing. This letter will need fo be printed and taken 1o the
DMV 1o purchase a Driver Training Permit or Driver's License, Please contact the Driver Education Coordinator at
208-332-6584 if you have questions

15. Select the blue text “Click here to begin creating your profile” to create your instructor
profile.

This page is designed to help driver education instrucfors keep their licensing information organized and accurate. You will be able to change your personal information, keep track of
your professional development hours, and update your physical.

You currently do not have an instructor profile. Click here to begin creating your profile.

16. Fill out the requested information to the best of your ability.
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Submit Instructor Profile

First Name: Middle Name: Last Name: Suffix:

Address Line 1:

Address Line 2:

City: State: Zip Code:
Select Slate A
Date of Birth: Driver License #: State Issued:
8/30/2001 G Select State v
Primary Email: Secondary Email: {Optional)
Primary Phone: Phone Type: Secondary Phone: (Optional) Phone Type:
Select Type v ( Select Type v

When was your first year of teaching Driver Education? (4 Digit Year)

17. Select whether you are a Public or Private Instructor.

Please check all that apply:

[ Public Instructor | Private Instructor

Select all districts where you are currently @ Driver

Select Districts...

Please upload a picture of yourseif: (Optional)

Select File.

Submit Information

18. Select the district where you teach driver education. If you teach in multiple districts,
please select the primary district first, then select the other districts.

Typing in the district box will give you a drop-down list of all districts.

Select all districts where you are currently teaching Driver Education:

HOLY ROSARY SCHOOL District

HOLY SPIRIT CATHOLIC SCHOOL District
HOMEDALE JOINT DISTRICT

HOPE CHRISTIAN ACADEMY District
HOPE LUTHERAN SCHOOL District
HORSESHOE BEND SCHOOL DISTRICT
IDAHO ARTS CHARTER SCHOOL, INC
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19. If you are a Private Instructor, continue to step 23. If you are a Public Instructor, you will
need to your current physical. To upload, click “Select File...”

Please check all that apply:

Public Instructor ] Private Instructor
Select all districts where you are y Driver
Seldect Districts

Please upload a picture of yourself: (Optional)

Select File

Public instructors are required to attach a current physical and proof of 8 hours of pr p yearly. F
to certification for the next school year. For A d an 8-hour
school year. Licensing years run from July 1 to June 30.

hours are comp prier
in April 2021 will fulfill your hour requirements for licensing during the 2021-2022

Mo current physical

Select File

Proof of professicnal development hours:

File Name Year Applied Hours Completed

Select File.

[ swontnoabon
20. Enter the expiration date of the physical. You can find that date on page 3 of your Medical
Examination report.

Please only submit page 3 of your Medical Examination Report.

Public instructors are required to attach a current physical and proof of 8 hours of p yearly. F hours are P prior

to certification for the next school year. For example: Attending an 8-hour conference in April 2021 will fulfill your hour requirements for licensing during the 2021-2022
school year. Licensing years run from July 1 to June 30.

No current physical

Select File.

File: Expiration Date:

DE PORTAL.Jpg e

21. Upload your professional development documents by selecting, “Select File...”

Proof of professional development hours:

File Name Year Applied Hours Completed

Select File...

22. For your professional development hours, you will need to include which school year you
are applying the hours to and the number of hours completed.
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Proof of professional development hours:

File Name Year Applied Hours Completed
Select File...
File: Size: Applying to School Year: Hour(s):
FIP 2.jpg 2239KB @ e Select List-— v X

23. When you have finished filling out the information and uploading documentation, click
“Submit Information.”

Please check all that apply:

Public Instructor [ Private Instructor

Select all districts where you are currently teaching Driver Education:

Select Districts.
Please upload a picture of yourself: (Optional)

Select File...

ynal de

P

Public instructors are required to attach a current physical and proof of 8 hours of pr t yearly. Professi development hours are completed prior
to certification for the next school year. For example: A ding an 8-hour in April 2021 will fulfill your hour requirements for licensing during the 2021-2022
school year. Licensing years run from July 1 to June 30.

Mo current physical

Select File

Proof of professional development hours:

File Name Year Applied Hours Completed

Select File...

Submit Information

24. Submitting the information will prompt you to the page below. Click on the blue link to
see your completed profile.

Thank you for completing your instructor profile. If you would like to return to your profile or make any changes, please click here.
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Example of Completed Instructor Profile

Bruce Banner

Information

No Image Available First Name: Bruce Middle Name: Last Name: Banner Suffix:

Address Line 1: Stark Industries, 1234 Ln

City: Marvel State: New York Zip Code: 12345
Date of Birth: 8/30/2001 Driver License #: gh5231564665f State Issued: New York
Contact Information
Primary Email: thatgreenguy@hotmail.com Secondary Email:
Primary Phone: 000-000-0000 Phone Type: Cell Secondary Phone: Phone Type:
Instructor Information
Public Instructor Private Instructor

Districts you are currently working for:
ABERDEEN DISTRICT

25. You can update your profile at any time. Refer to the steps listed in Updating an Instructor
Profile.
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