Request TEASE Access:
SPP 13 or SPP 14

Steps to request access to State Performance Plan SPP
13 or SPP 14 through TEASE

(Texas Education Agency Secure Environment)



Types: New & Returning Users

New TEASE User: This person has never
applied for a TEA Secure Environment (TEASE)
account or any of the application accessible
through TEASE portal.

Returning User: This person has a TEASE
account and can log into TEASE by using their
username and password.
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New TEASE User
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Requesting a New TEASE account

If you DO NOT have a TEASE user account, you must
request access online. The online form is accessible
via the Request New TEA SE User Account page at the
following web address:
https://seguin.tea.state.tx.us/appsng/um/apply.aspx

When requesting a new user account, you will
also be requesting access to SPP 13 or SPP 14.
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https://seguin.tea.state.tx.us/appsng/um/apply.aspx

Requesting a New TEASE account

Access the TEASE Application Reference page:
https://seguin.tea.state.tx.us/appsng/um/apply.aspx

& Request New TEA SE User, Account - Microsoft Internet Explorer provided by Texas Education Agency

= tbps:iisequin. bea. skate, b, us/appsnglumyapphy. asp V| : |‘
@\---/ i |g| ILCpS: 1 IseguUin. Lea are 1l I:|||r||:|IIJr||I:|||| asp %

File Edit Yiew Favaorites  Tools  Help

Request New TEA SE User Account

If you already have a user name and password for another TEA application, log on to TEA SE and select "Add/Modify Application Access” from Application List page.

Select the web application you need from the drop-down list. If the application is not displayed in the list, access the Application Reference Page to print a request form that can be faxed to TEA.

Select Application - Continue Exit
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https://seguin.tea.state.tx.us/appsng/um/apply.aspx

Requesting a New TEASE account

Select State Performance Plan 13 or SPP 14 from the drop
down menu and click “Continue”

Request New TEA SE User Account

If you already have a user name and password for another TEA application, log on to TEA SE and zelect "Add/Modify Application Access" from Application List page.

Select the web application vou need from the drop-down list. If the application is not displayed in the list, access the Application Reference Page to print a request form that can be faxed to TEA.

State Performance Plan 13 ~ Continue | Exit

The Te urity Environment
The Texas Educatio 0 stin, 701-1494
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Requesting a New TEASE account

[Fill in applicant information

e Districts include your 6 digit County
District Number (CDN).

e Use the e-mail address where your
user name and password will be sent

Shared Service Arrangements:

e District Certifier- The 6 digit CDN must
be the number of the fiscal agent.

 Data Entry agent- The 6 digit CDN can
be the fiscal agent or member district.

[Select “Continue”.

Data Collection 2010-2011

Provide and Verify Applicant Information

First Name;
Middle Mame:
Last Name;

E-mail Address:
Verify E-mail Address:

Question:
Answer:
Birth Month:
Birth Day:
Job Title:

Organization Type:

Organization Mumber:

Baold fields are required.

|Ding

Optional

|Delitla
All notifications will be sent to this address.
|dino. delillogismallisd net

Idlnn.de[llln@smalllsd net
A sacurity guestion that only you can answer, but not with a "yes® or “no.”
I’W'hn's my pet?

The answer to the security question, one that can't be easily guessed,

|Bamey
The month of birth (1-12)

.

The day of the month of birth (1-31)

|1—
| Other ‘j

The usér's organization type
| Sehool District =l

Enter a G-digit school distrigSnber
Your request will be revie e
by the superintandent o

Erm SSA: Fiscal Agent

Continue I Cancel |
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Requesting a New TEASE account

Include correct phone
number. (This is for
contact if there are

Provide and Verify Applicant Information

problems with the et v o b

request) N

Phone Mumber: (B0 ) FE6m Ext: [

Optional Mail Address Line 1: |

Optlonal Mail Address Line 2- |

Required Malling Address: [P0 B 2

L:Il“,l': |'|-"!.'|I

State [Toras =]

Provide and verify that 2 Codes -
the district information is gt ot et cck BAC rcomec gt s et i rsin
correct and click o s |
“Continue”.
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Requesting a New TEASE account

Provide and Verity Applicant Information

Marne: Ding Delilla
Bl Address: deno, delillaamallisd.met
Question: Wha's friy pet?
Angwer: Bamey
Birthilay Month/Day: 91
Job Tithe: School District
Organization Type: School District 130902
Organization Mame: Comfort 150
Phugne Murmiber: (B30) 995-6800Ext:

Mailing Address: PO Box 398
Comfort Texas, 7013 0398

Motes: Add any spacial cosments needed for tha reguist.
|

H

(2 characters o ss)

F Ched: this box if the above information 1s comect. IF informnation is not comect,

click BACK and make comections on pravious pages.

Continue | Back | Cancal |

Data Collection 2010-2011
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Requesting a New TEASE account

SPP 13 or SPP 14 application: The user will

continue the process of requesting access
to any of the SPP applications by selecting a
role.
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TEASE Account Roles
for SPP 13 or SPP 14 Application

SPP 13 or SPP 14: SSA Certifier -save and edit data & certify districts in SSA.

* SSA Certifier: On the Additional Information page, enter the 6 digit county district number of
the FISCAL AGENT.

SPP 13 or SPP 14 : Certifier -save and edit data & certify district

e Single District Certifier: On the Additional Information page, enter one 6 digit county district
number.

SSPP 13 or SPP 14 : Data Entry Agent Multiple District - save and edit data

* On the Additional Information page, enter a list 9 digit County district campus number. The
numbers maybe from different districts (list of 9 digit numbers must be separated by a
comma, no spaces or dashes).

SPP 13 or SPP 14: Data Entry Agent Single District - save and edit data

* On the Additional Information page, enter one or a list of 9 digit County district campus
number (list of 9 digit numbers must be separated by a comma, no spaces or dashes).

SPP 13 or SPP 14: ESC Viewer - view district data within the region

. . . o
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Requesting Access for each SPP: Roles

State Performance Plan 13

Each SPP application has a Select Select Role(s)
RO I e an d PrOVid e Ad d itio na l Roles: ¢ 1, Certifier - Single member district. Also save/edit data

. 02, SSA Certifier - Certify as fiscal agent for all districts. Save/edit data.
I nfo rm atl on page 0 3. Data Entry Agent Single Campus - Save/edit data. May not certify.

04, Data Entry Agent Multiple Campus - Save/edit data. May not certify.
05, ESC Viewer - View district data within the region

. Continue | Cancel
Once you choose your role, click

continue to move to the Provide

Additional Information page.
State Performance Plan 13
Provide Additional Information

. ol e . Bold field ired.

The Provide Additional Information E:m':e:_;r:i:zmumbﬂ

page reqU|reS e|ther a 6 d|g|t Count DistrictCertiﬁe%sforSSAsshouldentertlheﬂscalagentcountvdistrictnumber.
district number or a 9 digit count County DistictNumber for SP:

district campus number depending
on the requested role. Conne | Care | |
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SPP 13 and SPP 14:

Select the correct Role and

click “Continue”.

Roles:

Select Role(s)

State Performance Plan 13
Select Role(s)

© 1, Certifier - Single member district. Also save/edit data
0 2. SSA Certifier - Certify as fiscal agent for all districts. Save/edit data.
0 3. Data Entry Agent Single Campus - Save/edit data. May not certify.

© 4, Data Entry Agent Multiple Campus - Save/edit data. May not certify.
8 5, ESC Viewer - View district data within the region

Continue ‘ Cancel ‘

Data Collection 2010-2011
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Provide Additional Information Page:

On this page, the users role determines the 6 or g
digit number entered in the text box.

— Certifier: Single and SSA

Bold fields are required.

Enter one 6-digit county district number.
District Certifiers for S5As should enter the fiscal agent county district number.

County District Number for SPP: |

— Data Entry Agent I
Multiple District Bold fields are required.

Enter nine-digit county district campus numbers
separated by commas, with no spaces.

List of County District Campus numbers: |

!
— Data Entry Agent

Single District

Enter a 9-digit county district campus number,
consisting of the 6-digit district number and
your 3-digit campus number.

County District Campus number: |
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SPP 13 and SPP 14 :
Single and SSA Certifier

State Performance Plan 13
Provide Additional Information

Bold fields are required.

Enter one 6-diqit county district number.
District Certifiers for SAs should enter the fiscal agent county district number,

County District Number for SPP;

Continue | Cance! | Back|

Data Collection 2010-2011
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SPP 13 and SPP 14:
SSA Certifier-Fiscal Agent

Provide and Verify Applicant Information

First Name:
Middle Name:
Last Mame:

E-mail Address:
Verify E-mail Address:

Question:
Answer:
Birth Month:
Birth Day:
Job Title:

Organization Type:

Organization Number:

Bold fields are required.

|D|nu

Optional

e —
[Peie

Al notifications will be sent to this address,

|dine. delillog@smalliisd. net

Idlnn.de[llln@s mallisd. net

A security question that only you can answer, but not with & "yes® or "no.”

IWhn's my pet?

The answer to the security question, one that can't be easily quessed,

IBarm:_'gr

Tha month of birth (1-12)

The day of the month of birth {1-31)

|1

|Drher j

The user's orgamzation bype

|Sehool District =

Enter a 6-digit schonl district nug

Your request will be reviewed seoittadtc LA

by the superintandent of th SSA: elow.

.

[13002 Fiscal

Agent

Continue I Cancel

State Performance Plan 13
Provide Additional Information

Bold fields are required.

Enter one 6-digit county district number,
District Certifiers for S5As should enter the fiscal agent county district number,

County District Number for SPP:
384. ..
Agey 3cal

Continue | Cancel | Back|

Data Collection 2010-

2011

they do not, the request could be
denied.

' These 6 digit numbers should match, if
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SPP 13 and SPP 14 :
Data Entry Agent Multiple Campus

-

Enter 9 Digit CDN separated by
commas, with no spaces.
Campuses listed may be from
multiple districts.

\_

~N

J

Correct Format:

® 123456001,1234560
41,321987041

Incorrect Format:

® 001,123-456,

Data Collection 2010-2011

State Performance Plan 13
Provide Additional Information

Bold fields are required.

Enter nine-digit county district campus numbers
separated by commas, with no spaces.

List of County District Campus numbers:

Continue ‘ Cancel ‘ Back‘
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SPP 13 and SPP 14:
Data Entry Agent Single Campus

~ . N
Enter 9 Digit CDN I
(will only allow one 9

Kd'g't number) P State eromancePlan 13
Provide Addtional Information
Correct Format: Exam P le: Bold el e e
Entar a gt county district campus number,
conssting ofthe6- it disrict umber and
® 12 3 4 5 6 001 Your 3-digitcampus number,

County Distict Campus number:

Incorrect Format:
Contnee | Cancel | Back

® 001
® 123-456

Data Collection 2010-2011
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ESC Viewer
I

State Performance Plan 13
Provide Additional Information

Bold fields are required.

Enter a 2-digit region number.

ESC Region for SPP:

Continue | Cancel |Back|

Enter 2 Digit ESC Region number
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Request Summary

State Performance Plan 14
Request Summary

erify Role and additional information.
Requested Role(s): 2. S5A Certifier - Certify as fiscal agent for all districts. Save/edit
data.
Additional Information: County District Number: 123456

MNotes: Add any special comments needed for this request.

-

{200 characters or less)

[ Check this box if the above information is correct. If the information is not correct,

click BACK and make corrections on the previous page.

Approve Request | Elackl Cancel

DAt o TEA | Division of IDEA Coordination

20



Returning Users
Add to an existing TEASE Account
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Add to an Existing Account

-

User has a TEASE Account and needs to add an SPP application
\

AN

continue to access application list

p-
Log on to TEASE, enter the TEASE user name and password, click

Welcome! Please Log On.

NOTICE . TEA welk Agplcations will not be avadable cach Sunday mormung froom GO0AM 2o 1 2:00 Noom due o routine
SR scce o

I Eenance . Plesse &5 o« 3 your 200LCaBON duUNng et TINe DO yow cowld lose date

IMPORTANT NOTIOE: KeeR your emall addraess up-to-dote

Usermame |

Password |

Pleoase note the following terms of usage:

4 Unsauthonzed use s prohted

3 Usege may BDe sudject 20 secunty Tosting and moaatorng.

> Misuse s subiect o onemenal prosecodmen;: and

- No erxpetaton of Drvaecy exCcedt as otherwise pgrovided by appihcalbile privacy laws
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Add to an Existing Account

Click Add/Modify Application Access

Change Password H Change Info H Add/Madiy Application Access

Application List

Your Applications

SPEARS - Special Education Adhoc Reporting System M

SPEARS - Special Education Adhoc Reporting System
The Special Education Adhoe Reporting System (SPEARS) provides dynamic, adhoc reporting on students with disabilities in the State of Texas.

Data Collection 2010-2011 TEA | Division of IDEA Coordination



Add to an Existing Account

Select SPP 13 or SPP 14 application, and click Continue

Apply for new application or a change in access to an existing application. Select the "Exit" button to return to the application list.

Add/Modify Application Access

Select the web application you need from the drop-down list. If the application is not displayed in the list, access the Application Reference Page to print a request form that can be faxed to TEA.

State Performance Plan 13 v Continue | Exit
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Add SPP to an Existing Account

Select the role and enter a 6 or g digit
county district number on the Provide
Additional Information page. See
slides 11-20.

State Performance Plan 13
Select Role(s)

Roles: o 1, Certifier - Single member district. Also save/edit data
2. 55A Certifier - Certify as fiscal agent for all districts. Save/edit data. -
5 3. Data Entry Agent Single Campus - Save/edit data. May not certify.

4, Data Entry Agent Multiple Campus - Save/edit data. May not certify.
8 5. ESC Viewer - View district datz within the region

Continue | Cancel

Bold fields are required.

Enter a 6-digit county district number.
District Certifiers for S5As should enter the fiscal agent county district number,

County District Number:

Continue ‘ Cancel ‘ Back|

At the summary page, review
information and then send
request.

N TN N

State Performance Plan 13 (Test)
Request Summary

Verify Role and additional information,

Requested Role(s): Certifier - Enter, save, and certify data for district or 554
Additional Information: County District Number for SPP: 162905

Mates: Add any special comments needed for this requast.

(200 characters of less)

[0 Chedk this box If the above Information Is correct, IF the Information Is not correct,

click BACK and make corrections on the previous page.

Send Request | Back | Cancel
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Notification of Your new
Account

{ i Renly | C@iReplyto ) | (G Forpard | Ba (3 ¥ S MK e-e -G @
© Ble Edt WYew [nsert Formst Took  Acions  Help
(S snagit ' | window » [ 0 s s Spam [ 11 5 ot e | Brightmnd -
| Extra ine bresks in this messsge were remaved, : =gl
From:  computer.accessdites.state be.us Sent: Thu 8/2/2007 4:23 PM e BN AT AR5 S S8 AF A8 @l
To: Tooks Actions  Help

e e i | Window -lémnﬁssom.msorusoam&w-l
_bmaved. |

tx.us Sent: Thu 8/2/2007 4:23 PM

INFORTANT HESSAGE FROM THE TEXAS EDUCATION AGENCY
=**PLEASE READ CAREFULLY~=*+*

TEA Application Access

Tour reguest for a user account to access TEAL online applications has been
processed. [HE TEXAS EDUCATION AGENCY

|»

Tou must use the username provided below to log on to the Texas Education
Agency Security Environment (TEA ZE).

A separate email message will be sent with your passwerd. You will alse ion access request has been processed.
receive additional email message(s] when access i= provided to the specific
TEA applicationis] you requested.

received an email message providing you with your
NOTE: You will nesed both your ussernames and your passvord to access the your email for a message from TER if you do not know
regquested application. Do not delets this smail without committing your
usernams Lo mEmory .

Usar nams
Tour usernams i=: ddelill0501 (all lowercase character=)

26



Notification of Access to
SPP 13 or SPP 14

Another e-mail message notifies you that access has been granted

B TEA SE Application TREx_Dev Request Approved - Message (Plain Text) = =10} %
LReply | [@Replytod) | (GForward | (o Ty A W B3 X e - e - A .,,B
Ele Edt View [nsert Format Tools Actions Help

& soagit 11 Windom -! 34 This is Spam [ ¢ Span | Brightmad -
| Extra Ine breoks in this message were removed.
From: computer, accessitea. state tx,us Sent: Thu 8/2/2007 4:23 PM
To:
C(.

Subject: TEA SE Application TREx_Dev Request Approved
|

|»

INPORTANT MESSAGE FROM THE TEXAS EDUCATION AGENCY

*T*TPLEASE READ CAREFULLY**~

TEA SE Access Request

Your access request for Texas Records Exchange - Dev has heen processed,

Log on:
Logon at: https://west.tea.state.tx.us/apps/logon.asp

Username: ddelillOsS01

Passvord:
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Approval to access TEASE

IMPORTANT: The request for an account and access
to SPP 13 or SPP 14 is forwarded online immediately
to the district Superintendent for initial approval.

The Superintendent receives an e-mail the following
day notifying them of pending a TEASE approvals.

If access is needed immediately, the user will need to
contact the Superintendent for immediate approval.
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Approval to access TEASE

Once approved by the superintendent, the request is forwarded online to TEA
for final approval.

Allow 2-3 weeks for approval.

If you do not get any notification within 2-3 weeks, first contact your
superintendent’s office to be sure the request has been approved at that level..

When approval is issued, the system sends e-mail notification to the address
provided in the TEASE application.
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Revoking User Roles

Data Collection 2010-2011
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http://ritter.tea.state.tx.us/webappaccess/AppRef.htm

SSA Changes Fiscal Agent

If the fiscal agent of a SSA changes, it may effect the
current status of the Certifier. It is recommend that

the Certifier contact the SPP team for further
guidance.

e E-mail the SPP team at ssp(@tea.state.tx.us
e Title the subject line: SSA Changes Fiscal Agent. In

text include:

e full name and title

e the name of the SSA, the name of the fiscal agent and the 6 digit
number

e phone number for direct contact

* Indicate the change that has taken place
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The TEASE Applications Reference:

http://www.tea.state.tx.us/webappaccess/AppRef.htm

http://ritter.tea.state.tx.us/webappaccess/AppRef.htm

The TEA SE account trouble shooting:

computer.access@tea.state.tx.us

Request New TEA SE User Account:

https://sequin.tea.state.tx.us/appsng/um/apply.aspx

Logon Page:

https://seguin.tea.state.tx.us/apps/app _list.asp
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