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 applications accessible
through TEASE portal.
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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 TEASE account,
you will also be requesting access to either SPP

13 or SPP 14.
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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| = |‘
@\---/ w |E| ILCpS: 1 IseguUin. Lea are 1 I:|||r||:|IIJr||I:|||| as[. %

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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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 =elect "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
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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”’.

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

Iﬂlnn.delllln@smalnsd.nﬂ

A sacurity guestion that only you can answer, but not with a "yes® or "no.”

I”Nhn's mmy pet?

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

IBarney
The month of birth (1-12)

.

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

T
| Other =l

The uger's organization type
| Sehool District =l

Enter a &-digit school distrig@Snber.
Your request will be revie e
by the superintendent g

Err 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
problems with the
request)

Provide and verify that
the district information is
correct and click
“Continue”.

T T

Provide and Verify Applicant Information

Sarmatasr. Bald skt sre regured

Organization Name: [Cosf (50

Phone Mumber: (B0 B Ext: [

Uptionad Maidl Address Line 1 |

Optional Mail Address Line 2: |

Required Malling Address: [P0 Be =

[:|[‘I|l': |.I.--!.'|I

State [Tasa =

Zip Code: [z - [

e | Bach :||'-'|;I|
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Requesting a New TEASE account

Frovide and Verity Applicant Information

Marng: Ding Delillo
Email Addreas: ding, delillofamallisd net
Question: Wha's iy pet?
hriwes: Bamiay
Birthday Month/Diay: 91
Jab Tithe: School District
Organization Type: School District 130902
Organization Marme: Comfort 150
Phine Murmiber: (830) 995-6400ExL

Mailing Address: P O Box 398
Comfort Texas, 78013 0398

Motes: add any special cosments needed for the request
|

=

(20 characters of s}

F Ched this box if the above Information |s comect. IF information |s not comrect,

click BACK and make comections on pravious pages

Continue Jﬂj CIm:llj
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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 one of the SPP applications by selecting
arole.
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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.

e 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 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

e 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

e 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

e 2 digit number (include the 0)
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Requesting Access for each SPP: Roles

State Performance Plan 13

Each SPP application has a Select Select Role(s)
Role and Provide Additional Roles: - 1, Certifier - Single member district. Also save/edit data

f . 2. 55A Certifier - Certify as fiscal agent for all districts. Save/edit data.
I nrorm atl on page ° 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
Once you choose your role, click

continue to move to the Provide

Additional Information page.

State Performance Plan 13
Provide Additional Information

Bold fields are required.

The Provide Additional Information o

page reqU|reS e|ther a 6 d|g|t County o DistrictCeniﬁegrsforStSYl\sshouldentertlheﬂscalagentcountvdistrictnumber.
district number (CDN) orag digit County District Number for SPP:

county district campus number
depending on the requested role. Contiee | Cne | e
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SPP 13 and SPP 14:
Certifier or SSA Certifier

Select the correct Role and
click “Continue”.

State Performance Plan 13
Select Role(s)

Roles: @ 1. Certifier - Single member district. Also save/edit data

0 2. SSA Certifier - Certify as fiscal agent for all districts. Save/edit data.
© 3. Data Entry Agent Single Campus - Save/edit data. May not certify.
© 4. Data Entry Agent Multiple Campus - Save/edit data. May not certify.

Continue | Cancel |
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SPP 13 and SPP 14: Single and SSA Certifier
Provide Additional Information

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: 1355

Continue | Cancel | Back |
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SPP 13 and SPP 14:
SSA Certifier-Fiscal Agent

Provide and Verify Applicant Information
Bold fields are required.

First Name: |Dinn

Optional

Middle Name: |
Last Mame: |Ds|i||n

Al notifications will be sent to this address,

E-mail Address: |dino.deliloggsmallisd net

verify E-mail Address: [dino.delilo@smalisd net

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

Question: [Whe's my pet?
The answer to the security question, one that can't be easily quessed,
Answer: [Bamey
Tha month of birth (1-12)

Birth Month: E

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

Birth Day: |1

Job Title: |Other |

The user's organization type
Organization Type: |School District B
Enter a -digit school district n

Your request will be reviews
by the superintandent of

Organization Number: [130502

Cancel

Continue |

| State Perfufmance Plan l'i |
e mede Addﬁiuna| Infgrmatmn .......... o

Bold I‘ields are required.,

Enter one Hylmmtf istmrmhn‘
District Certifiers for S5As should enter Ihe fiscal agent county [istncl number,

Cnuntv Distrct Number for SPP: 150502

Cnntmue Cancel | Back

Data Collection 2011-12

These 6 digit numbers should match, if
they do not, the request could be
denied.

TEA | Division of Federal and State Education
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SPP 13 and SPP 14:
Data Entry Agent Single Campus

Select the correct Role and
click “Continue”.

State Performance Plan 13
Select Role(s)

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

Continue | Cancel |
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Data Entry Agent Single Campus
Provide Additional Information

(- )
Enter 9 Digit CDN
(will only allow one 9
digit number)

U J

Correct Format: Example:

® 123456001

Incorrect Format:

001
*123-456

Data Collection 2011-12

State Performance Plan 13

g Provide Mditiunal Information g

Bold ields ae requred.
.........E...........E.........__EEnteritHjt(nunt'rliﬂﬁftm:mpusnum......E ......
' ' " consisting o the G-t istrict ember and '
- your 3-digit campus number, -

County District Campus umber: 123436001

Contoee | Cance | Bk
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SPP 13 and SPP 14:
Data Entry Agent Multiple Campus

Select the correct Role and
click “Continue”.

State Performance Plan 13
Select Role(s)

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

Continue | Cancel |
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Data Entry Agent Multiple Campus
Provide Additional Information

-

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

\

: State Perforniance Plan 13? :
-------- -+ Provide Additional Information- - -~

\ ) Bold fields ie required, _ _
........f...........f...........f...Enterﬂnﬁﬁyijlﬁnum.ﬁgl:iﬂiammls.nhmhm .....
separate tDl:llTI'IES,WII N0 Spaces,
Correct Format: List of County District Campus numbers: ~ 22456001,123456041 321987041
° 123456001,1234560 ________________________________ S PP
41,321987041 Conre | Cace | Bk
Incorrect Format:
® 001,123-456,
Data Collection 2011-12 TEA | Division of Federal and State Education

Policy




Select the correct Role and

SPP 13 and SPP 14:

click “Continue”.

Roles:

ESC Viewer

State Performance Plan 13
Select Role(s)

Certifier - Single member district. Also save/edit data

SSA Certifier - Certify as fiscal agent for all districts. Save/edit data.
Data Entry Agent Single Campus - Save/edit data. May not certify.
Data Entry Agent Multiple Campus - Save/edit data. May not certify.
ESC Viewer - View district data within the region

AWM=

Continue | Cancel |

Data Collection 2011-12
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ESC Viewer

R SO S State Performance Plan13 . . = . . .
: : Provide Additional Information : :

Bold fields are required.

Enl:er a 2-diget region r:r.lml:rer

______f___________f___EscnegmnfanPn.__:_uz________:___________f___________f ______

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

Data Collection 2011-12 TEA | Division of Federal and State Education
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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

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

Welcome! Please Log On.

MOTICE: TEA web Agphcabons willl rat be avadable sach Sunday smormeng frorms GS00AS b 1200 Moom dus b Sostanes
mardenances. Flesse dis mof sroees §ooer acpboatbion donng e hms permes: gaoe ool dos e of el

PR TASNT ST ICE e Your @il odbirsss age- Lo - ook

Usesrmanne |

Password |

[ Continus ]| - Concet |

E¥icd o Toergall st g serord 7

Flease nobte the (ollaming Errmas of wsage:
i b e i gl cbw o prohelened
Uadgh Mdy Ee dalh et 10 Sadatily T fireg Sd M-S cesed |
| Fhcyre 1 subpecd b cremenel progeao, de=nrn: e
. e eEE-potyhon of BAveDr SO0t B8 HhErmels pravided by SpDbcable prrvsly Lies
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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 2011-12 TEA | Division of Federal and State Education
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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 + Continue 1 Exit
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Add SPP to an Existing Account

Select the role and enter a 6 or 9 digit At the summary page, review
county district number on the Provide information and then send
Additional Information page. See request.

slides 11-20. BN

[ 6|
State Performance Plan 13
Select Role(s)
Roles: - 1. Certifier - Single member district. Also save/edit data
2. S5A Certifier - Certify as fiscal agent for al districts. Save/ecit data. -
erifier - Cerily as fiscal agentfor 2l districts, Savefedit deta State Performance Plan 13 (Test)

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

Request Summary

Verify Role and additional information,

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

Continue | Cancel

Motes; Add any spacial comments needad for this request.
|

Bold fields are required.

Enter a 6-digit county district number. (200 characters ofless)
District Certifiers for S5As should enter the fiscal agent county district number,
. [ Chedk this box If the above Infarmation |5 correct, IF the Information Is not correct,
County District Number:
click BACK and make corrections on the previous page.
Send Request ﬂ Cancel|
Continue | Cancel | Backl
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Notification of Your new
Account

: CiaRepty | ClReply toal | pFormard | Ba 4 ¥ S MK e e A @)
(S snagit ' | window -légmhm'rmﬁmw'wv
| Extra ine bresks in this messsge were removed, ; =0l x|
, " &
From:  computer.socsssitea.state b s Sent: Thu 8/2/2007 4:23 M s AR AT AN ""Elil'ﬂ'l
To: Iock Actions  Help
Ce: ;
Window - : This is This is nok Spam: -
Subject:  TEA SE Accourk Approved F” !E spam [ This is | Brightmad !
INPORTANT HESSAGE FROM THE TEXAS EDUCATION AGENCY I
(= A1 Sent:  Thu B/2/2007 4:23 PM
=**PLEASE READ CAREFULLY®T=™
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).
L separate email message will be sent with your password. You will alse lon access request has heen processed.
receive additional email message (=) when access is provided to the specific
TEA applicationi(s) you reguested. ) |
received an email message providing you with your
NOTE: You will need both your ussrname and your password to access the vour email for a message from TEA if you do not know
requested application. Do not delete this email without committing your
usernames to MEmMOCY.
U=ar nams:
Tour username is: ddelill0S0l (all lowercase characters)
I BFEAHBivision-ofFederatand-StateEducation
aitda CUTIC O UIvUIT UL L 28
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Notification of Access to
SPP 13 or SPP 14

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

Ble Edt Vew [nsert Format Took  ddions  Help
(S snaglt [ | Window va:M'IhisuSpanﬂ" < ot S | Brightmad =

[ Extra ine brasks in this message wers removed.

From: compluber accessibea. state, bous Sent:  Thu 822007 4:23 FM
To,

Ce:

Subject: TEA SE Application TREx_Dev Request Approved

|*

INFORTANT HESSAGE FROM THE TEXAS EDUCATION AGENCY

***PLEASE READ CAREFULLYT=~

TEA 5E Access Request

Your access request for Texas Fecords Exchange = Dev has been processed.

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

Username: ddelillOf01

Password:

Data Collection 2011-12 TEA | Division of Federal and State Education
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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 a pending TEASE approval.

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

Data Collection 2011-12 TEA | Division of Federal and State Education
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Approval to access TEASE




Revoking User Roles
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http://ritter.tea.state.tx.us/webappaccess/AppRef.htm�

For More Information:

The TEASE Applications Reference:

1 http://www.tea.state.tx.us/index2.aspx?id=2684

The TEA SE account trouble shooting:

] computer.access(@tea.state.tx.us

Request New TEA SE User Account:

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

Logon Page:

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