Request TEASE Access

Steps to request access to TREX (Texas Records
Exchange) though TEASE (Texas Education
Agency Secure Environment)



"
TEASE

Access to TREX Is protected by TEASE (Texas
Education Agency Secure Environment)
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TEASE Access for TREX

To use TREX, you need:

m A TEASE account (TEA authorized user name
and password)

m Permission to use that account to access TREX

You can apply online for an account and/or
permission to access TREX.
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Request a TEASE Account Online

If you do not have a TEASE user name and
password, follow these steps to apply for your
TEASE account and access to TREX at the
same time:
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Request a New TEASE Account (1)

1. Open Internet Explorer and go to
https://sequin.tea.state.tx.us/appsng/um/apply.

aspx.
2. Select Texas Records Exchange and click

wm|q_|mmuu-g.m|u:n:.-.'m-r.-mm-q\..ﬂ Coogle| - ﬂ"“'E" H-® O -i:‘

< O n tl n u e e (] Decdee ) MiniraTe ) WEST ) TR ) Propeed ) Pridrislem g iepieoe ) SGEN ] widideme ] Revedy ] Saun ] TED
n

Request New TEA SE User Account

T wvon, bag an fa JLA L wnd seles “Add feodity
L 5

slact the =eb spphcatos yau nesd from the drog—dormn &et, If the apphcatien & net daplaped i the lat, @
Application Eaforencs Page t= et 4 segundt fomm T 2an B froed % TES

|_'_-=- wci Applcaton

Ines Paris
acta Cmbng Grasi Agpiaton

August 2, 2007 TEA 5



Request a New TEASE Account (2)

Provide and Verify Applicant Information

3. Fill in applicant
|nf0rmat|0n — First Mame; |Dino

Optional

InCIUdIng your SChOOI Middle Name: |

Last Name: [Delillo

district number and e stiestonswil b st s ares.

. E-mail Address: [dino delilo@smallisd net
th e e - m al I ad d reSS Verify E-mail Address: |dino.delilo@smalisd net

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

where your user Question: [Fes m pa?

The answear to the security quastion, one that can’t be easily quessed,

name and password .

The month of birth (1-12)

WIII be Sent - then irth Month The day of the manth of birth (1-31)
continue.

Birth Day: i

Job Title: |Other ]
The user's orgamnization type
Organization Type: [School District -]
Enter a &-digit school district number

four request will be reviewed and submitted to TEA
by the superintendent of the schaal district you specify below.

Organization Number: [130902

Continue | Cancel
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Request a New TEASE Account (3)

4. Verify the district information is correct and click
Continue.
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Request a New TEASE Account (4)
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Request a New TEASE Account (5)

6. Selectthe Campus Registrar role and click Continue.

Texas Records Exchange - Dev
Select Role(s)

Roles: & Campus Registrar
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Request a New TEASE Account (6)

7. Enter the full nine-digit county district campus
number.

Texas Records Exchange
Provide Additional Information

Bold fields are required :

rict Campus Number

County Dis
County District Campus Number: [130sa001

Continue | Cancel | Back |
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Request a New TEASE Account (7)

8. If role and campus information are correct,
check the box and click Send Request.
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Reqguest a New TEASE Account (8)

At this point, your request for an account and for
access to TREx have been forwarded to the
district Superintendent’s office for initial
approval.

The request is forwarded by the district to TEA for
final approval.

When approval is issued, the system sends e-malill
notification to the address you provided.
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Notification of Your Account

For security purposes, your user name and
password are sent in separate e-mail messages.

B 1EA SE Account Approved - Message (Plain Test) =1E
SReply | i Rephyto A | ) Forgard | A w03 K e - A G w-ﬂ
Fle [Edt  Yiew [nsert Formet  Tools  Actions  Help
© soaglt |21 | Window - | D0 s spem B Brichiraad =

Extra e bresks nhw were rm-

From: computer. accessfitea, state, bous Sent:

Thu 8J2f2007 4:23 FM
Tex

Ce:

Subject:  TEA SE Account Approved

INPORTANT MESSAGE FROM THE TEXAS EDUCATION AGENCY
=**pLEASE READ CAREFULLY**~=
TEL Application Access

Your reguest for a user account to access TEA online applications hma been
processed,

Tou pust use the usernmes provided below to log on to the Texas Education
Agency Security Enviromment (TEAL ZE).

A separate email message will be sent with your password. You will also
receive additional email message (=) wvhen access is provided to the specific
TEA application(s) you reguested.

HOTE : ¥ou will need both your usernams and your passvord to access the
requestad application. Do not delectes this amail without committing your
USSrnéaeE TO mEmOCY.

T i = s &

Tour usernames i=s: ddelill0s0l (all lowercase characters)

[LAS EDUCATION AGENCY

coeas request has been processed.

red A emAall message providing you with your
prall for a measage from TEA if you do not know
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Notification of Access to TREX

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

S =10]

eply | HReptyto ) | CpFomard | B |4 P (BN K -0 oA G 0]

Fle Edt View [nsert Format Tooks  Actions  Help

© sosgit |2 | Window -l st som [ Brightmad =

| Extra ine brasks i the fressage wers removed.

From: computen, accessives . stake, b, us Sent:  Thu Bf22007 4:23 FM

T

C'l:'

ﬁ¥h¢: TEA SE Applcation TREx_Dev Request Approved
|

INPORTANT HESSAGE FROM THE TEXAS EDUCATION AGENCY

|®

***pPLEASE READ CAREFULLY*"~
TEA 5E Access Regquest
Tour access request for Texms Fecords Exchange - Dev has been processed.

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

Username: ddelillOs0l

Password:

August 2, 2007 TEA



" B
If You Have a TEASE Account...

If you already have a TEASE user name and
password, log on to TEASE with that account and
click Add/Modify Application Access.

Application List
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Add TREX to Your Existing Account

You will select the new application and role in an
abbreviated version of the procedure described above.
When access is approved by the Superintendent and
then by TEA, access to TREX is added to your existing

account.

Add/Modify Application Access

4 By merh apihcaten pau haed Frasn the deop: Sdwn It I Bhe abphoabion g &2t d 4
Application Relenences Paga to pret s reguest form that can be faved te TEA
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For More Information:

m The TEASE Applications Reference at
http://www.tea.state.tx.us/webappaccess/AppRef.htm

B computer.access@tea.state.tx.us

m Texas Records Exchange - TREx at
http://www.tea.state.tx.us/trex/

m [REXTech@tea.state.tx.us
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