
Applying For Your NJ Substitute 
Certification

A Step-by-Step Guide



Create NJEdCert Portal account
Go to the NJEdCert Portal website: https://njdoe.my.site.com/
Click “Create Account”

https://njdoe.my.site.com/


Create NJEdCert Portal account
Complete form and click “Continue”. Make sure to use an email address 
that is permanent. 



Create NJEdCert Portal account
Once you have completed your information and the page says your 
account has been created, check your email. You will receive a link 
back to the NJEdCert portal to create your profile and finalize your 
account. 



Complete your profile
You will be asked a series of 
questions including your contact, 
military and testing information. 
Note: Testing is not required for the 
Substitute Certification. 

You will be prompted to create a 
password. Now you will be taken to 
the homepage and are ready to 
apply for your Substitute 
Certification. You can return to this 
page at any time by signing back into 
you’re your account. 



Apply for Substitute Certification
Click the “Apply Now” button.



Apply for Substitute Certification
Click “Continue”. Note: You may want to screen shot this page to 
reference later.



Apply for Substitute Certification
Select “No” if you have not finished your degree and click 
“Continue”. 



Apply for Substitute Certification
Select “No” and click “Continue”.



Apply for Substitute Certification
Select “Credential” and click “Continue”.



Apply for Substitute Certification
Select “Instructional Substitute” from the dropdown menu 
and click “Continue”.



Apply for Substitute Certification
Choose the county you will be substituting in. Click 
“Continue”. If this is unknown, choose “Mercer”, the county TCNJ is 
located. 



Apply for Substitute Certification
Select “Substitute” and click “Continue”. 
Note: You do not need to add any additional information. 



Apply for Substitute Certification
Review your selections. It should list “Category: 
Credential”, “Title: Instructional Substitute”, and “Code: 
9041”. Select “Yes” and click “Continue”. 
Note: You do not need to make payment to submit initial application.



Apply for Substitute Certification
Select “Yes” and click “Continue”.



Apply for Substitute Certification
Now you will be shown a series of pages that go over 
qualifications (completing 30 college-level credits and a 
background check). You can go through these pages and 
click “Continue”. 

The last of these pages 
summarizes the 
qualifications, including 
a link to initiate 
background check, or if 
you already have a link
to check background 
check status. 

https://www.nj.gov/education/certification/substitutes/index.shtml
https://homeroom6.doe.state.nj.us/chrs/app-emp-history


Apply for Substitute Certification
Click “Continue”.



Apply for Substitute Certification
Select answers for the following questions and click 
“Continue”.



Apply for Substitute Certification
Click “Continue” or click previous to make changes.



Apply for Substitute Certification
Mark the oath of allegiance that applies to you. Type your 
full name on the ‘Applicant Signature’ field and click 
“Continue”.



Apply for Substitute Certification
You have now submitted your initial application. It will not 
be processed until you have submitted your payment to 
NJDOE. To make payment, select the ‘Continue’ link.



Apply for Substitute Certification
Click on ‘Payment’ at the top of your screen, then click 
continue. You will be redirected to the New Jersey 
Department of Education payment website. 



Apply for Substitute Certification
After your payment is submitted you will be returned to the 
NJEdCert portal page. NJDOE will now process your 
application.



Additional Steps
If you haven’t already, make sure to:

• Request your official transcript through PAWS. You MUST 
request to have your official transcript electronically sent to: New Jersey 
Dept. of Education: certapplication@doe.nj.gov. Once the form is sent, 
please allow 15 business days for the transcript to be uploaded to your 
NJEdCert account.

• Upload the approved Criminal History Background Form 
into your NJEdCert Portal. Criminal History Background forms are 
available to print out two weeks after completing your fingerprints.

mailto:certapplication@doe.nj.gov


That’s it!
The Substitute Certificate timeline for processing and 
issuance is 6-8 weeks by NJDOE. 

You can check the status of your application by signing 
back into your NJEdCert portal account at any time. 

Contact NJDOE customer service at 609-292-2070 or 
message them directly in the portal with any issues.

https://njdoe.my.site.com/


Reach out to the Certification Office 
with any questions

Certification@tcnj.edu

mailto:Certification@tcnj.edu
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