
“Create or Edit COEs” link is located on the District Coordinator’s Home Page 

Click to display
the Intern Search 
Click either to 
display the Intern
Search page.

“Create COE” button is located on the District Coordinator’s Intern Search page 

Click to display Step 
1: Intern Information
Screen.
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Step 1: Intern Information screen is the starting point for the District Coordinator to 
create a COE record in the IMS system
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Enter Intern’s SSN to 
begin the COE process. 
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Intern’s General Information is displayed and may be modified
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Step 2: Assign Committee screen is used to designate a principal and resource teacher 
for an internship committee
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Verify or 
modify Email
addresses

Enter RT’s SSN and 
select Principal from
the drop down list. 

Click “Validate and 
Assign Committee”
button.



Step 3: Job Information screen allows the District Coordinator to enter the content 
and population the intern is allowed to teach during this internship

Make selections from
the drop down lists. 

Click “Insert Above 
Data” button to populate 
the LEAD Course 
Information: section. 
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Step 4: Generate COE  screen will create the completed COE report and allow the 
District Coordinator to submit it to the EPSB for approval 
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Click here to 
view the COE 


