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TEA Secure Environment (TEASE) Training Module
First Time and Existing Users

+ What is TEASE and how does it relate

+ How to acquire access 1o F5P t

TEASE for new and existing users
FM‘. E + Log onto FSP through TEASE

Slide 1 Slide 2

Welcome to the TEA Secure Environment (or TEASE) training module.
In this part, you will learn what TEASE is and how it relates to FSP,
how to acquire the proper access to FSP through TEASE, and finally,
how to log onto FSP through TEASE.

-

Slide 3 Slide 4

TEASE houses all the various TEA applications behind a firewall,
which allows users to securely log on and submit data to TEA. That
means that whether you are using FSP or some other TEA system,
you must first log on through TEASE. Therefore, you must acquire a
TEASE account with your own unique user name and password.
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mamame o passwor

o

Slide 5

Whether you use one TEA application, such as FSP, or many TEA
applications you always log on through TEASE at the same URL with

the same username and password...

Pliasn enter & valid usamame o password

Welcome! Please Log On.

Slide 7
...and then click Continue.
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Thursday, April 29, 2010

Pliasn enter & valid usamame o password

Welcome! Please Log On.

Both returning users and brand-new TEA users must specifically
request FSP access be added to a TEASE account. Regardless of your
current access, the online request process is basically the same.
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First-time users who don't yet have a TEASE account go to the TEASE On the TEASE Applications Reference page, scroll down to find FSP.
Applications Reference page on the TEA website using the search
feature, or through the A to Z index.
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Select the Request Access Online link in the row for FSP. First time users who do not already have a TEASE user name and
password, click the *Request New Account* link.

The Request New User Account page appears.

Request New TEA SE User Accountys = oo

et [EASE ol sme
o

Slide 15 Slide 16
The Request New User Account page appears.
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Select the *Foundation School Program Application* from the drop

list...

srdton Sohonl Pragran opkcaton

Slide 19
...and then click *Continue*.
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Click Continue
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srdton Sohonl Pragran opkcaton

Provide and Verlfy Applicant Information

Bedd favcn are racuared

First Name:

Middle Mamo

Last Name:

E-mad Address:
Verily E-mad Address:

You are then asked to provide your contact information.
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Page

Provide and Verlfy Applicant Information

Bedd favcn are racuared

First Name:

Middic Name

Last Name:

E-mad Address:
Verily E-mad Address:

2 oty QUSIEEN TR Bty T £4e M, BuE TS B TR B R,

1158 By 15 e MUty DUREIOR, G Tt S e el B,

Provide and Verify Applicant Information
Badd furcs e racusrad.
First Name: Fos
Middle Nama

Last Mame: |

Eomisll Address:
WVerily E-mad Address:

£ STy QS I Sy T S5 area Bl B e e
Question:
Answer:
Birth Mot

Tha S of the ek of s {3 251 @
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Provide and Verify Applicant Information

Bead s vy requred

First Name:

Cenarn
iddie Mama

Last Name:

Eomad Address:
Werdty E-mad Address:

Ty QLSO tha: Sl YO £B0 SnAT, LA % Y P 81
Question:

The seser b U sty cusstion, tom it Le1 b smaly e,
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Provide and Verify Applicant Information
Badd furcs e racusrad.
First Name: Fos
fr—

Middle Nama

Last Mame:

Eomall Address: |
WVerily E-mad Address:
£ STy QS I Sy T S5 area Bl B e e
Question:
Answer:
Birth Mot

Tha S of the ek of s {3 251 -
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[ —]
Provide and Verify Applicant Information

Bedd fics arw requred,

Middle Name:

Last Name: Lo
A ralaiary wil u w9 14 st
E-mall Address: [nssganan s
Verily E-mod Address: |

Ty quSen ha arfy Y e M Bl T

Question: | ) 1
Thm s o st b e o b ey e

Answer:
Ths st of bt (1131

Tha o of tha ek of b £3 321 =
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Provide and Verify Applicant Information

Bedd fics arw requred,

First Name: Fis
[
Middle Mama:

Last Name: L
A ralaiary wil u w9 14 st
F-misll Address:  snasgionan s
Verity E-mod Address: snaifidman s

£ ety qutBer hat Sty T Cae Mrmas, BT ot w8 e B

Question: | 1
The s g sy st o o i b el ueend.
Answer:
Toe manks of bt [3:13]
Birth Mo
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Slide 27

Slide 26

Slide 28

Provide and Verify Applicant Information

Bedd fics arw requred,

Middle Name:

Last Name: Lo
A sty wil on ot b s
E-mall Address: [nssgamnan s
Verily E-mid Address: [snsifidman
& Ty U ha arfy Y S M B T
Question: | ) 1
PO T S R—,
Arwwer:
Ths st of bt (1131

Tha o of tha ek of b £3 321 =

[ —]
Provide and Verify Applicant Information

Bedd fics arw requred,

First Name: Fis
[

Last Name: Lo
A ralaiary wil u w9 14 st
E-mall Address: [nssgamnan s
Verily E-misd Address: snaifiinan s
& Ty quSen Tha arfy Y S e Bl e
Quuestion: |tegs v : ]
Thm s o st b e o b ey e
Answer: |
Tha st of bt (1131

Tha oy of the ek of i {3 201 =
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Provide and Verlfy Applicant Information

Bead faics ary reqursd.
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Middla Nama
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Hrst Namae: Fre
il M

Last Name: L
P e
C-mnll Address: st oh
Verify E-misll Address: snasaonan s
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Birth Month: *
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Organization Type: S =
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Hrst Nama:

sicldle Mama

Last Hasme:

C-med Address:
Verify E-mal Adidress:

s

]
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The masty ! ek (1-13)

Last Hame:

©omad Address:
Verily C-mal Address:

ucstion;
Answer:
Birth Month:
Rirth Day:

Tab Titke:

Organization Type:

Organization Mumber:
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Last Name:

©omod Address: (1E
Verify E-mell Address; 29"

b, bt ot i e o

CED
Qucstion: 3
Gt Roadar Sans

Answcr: teatoEm

[ —

rl forcar
o Specar Educator Dveaio
Hirth Day: 2 =

Tha uner's arpascasen type

Organization Mumber:

[Cererum | Canest
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£ mod Address:  snsi@donan b
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Last Name: Lo
ol Address: smai@dnan e
Verify E-mol Address: s s
s e o
Question; degs nema?
The it the samey e, e ot aue's b sy prsiaod
Answer: scufy
Birth Month; |*
The Ses of 1 e o b £2:311

Hirth Day:

Jab Tithe: |G /

Organizal

Organization s Chick Continus
T

Click *Continue*.

Slide 42

Page

Provide and Verlfy Applicant Information
BBt unis i kvt Mok ekl arn rogaet
Organization Name:
Phane Number: | ) et
st
e s |
Opticnial Mall Adcress Line | e !
Optional Mall Address Ling 2
Mailing Address:
ity
State
Zip Codes:
1 seganization name & rok comact, chck RACK 3nd somet sreanasben vpe snd rumbar on Srewos a

10 of 20

Slide 41
Review
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...and cl
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Provide and Verify Applicant Information

B ENTET US4S FEQUd Infomaton. Bold Sekds we requred.
Organization Name:
Phone Himber:

4

Optional Mail Addsess Line 1
Opticnal Mall Address Lina 2
Mailing Address:

City:

State

Zip Codes:

all the information you provided...

Opticnal Mall Address Line 1
Dptional Mail Adeérecs Line 7

Maiing Address:
City:

State

#ip Code:

it segusauticn o il Cominu R0 3rd et orpunarion g et rnbar 1 ks

T

CHck Consnue

ick *Continue* if you are sure all information is correct. You

can click *Back* to go back and make a change.
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A of your

Provide and Verlfy Applicant Information

irst Last
Email As email@domainedu

155 Titie: Othar
Crgonization Type: Other 227501
Organization Name: Austin 150
#hone Num
Malling Address: 1111 W 6th St
Atestin Taxas, 78503 5164

Obas: A ary spac camFenrs nesde iy Fhat receit

A summary of your information appears.

Slide 46

When you are sure that everything is correct, click the checkbox to

confirm

Page

Crganization Typ
Organization N
Phone Nun
Mailing Addres:

512) 4141 700Ext:
111 W 6th 5t
wstin Texas, 78703 5399

Nules: Aod any spotal corwients reeded hoe b fegunt.

Select the Checkbox

[, /
L 15 On previous pages.
Select the zhack bex

] s

(390 chaeacters or aer)

& above Infarmation s comact, 17 nformation ks not corec,

ocel |

that you have reviewed all of your information.

11 0f 20
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Provide and Verify Applicant Information o

Hame; First Last
Email Address: smallgdomain e

thar 227901

Austin 18D

2) 414-1709Ext:

1 W 6th St

Austin Texas, 76703 5399

Drganization Ty
rgeanizatian Nars

Fhone Nus
Mailing Add

Noules: Avd any spotal commils imeded b this roomsl.

Carefully review all of your information.
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Crganization Typ
Organization N
Phone Nun

512) 4141 700Ext:
Mailing Address: 1

W 6th St
stin Texas, 78703 5399

Nules: Aod any spotal corwients reeded hoe b fegunt.

(390 chaeacters or aer)

FiCheck this bo IF the abave Infonmation s camect, 1 ifoemation ks not corecd,

lick BACK and make comections on previous pages,

(G | ] comcu |
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Alist of all passible PSP user roles appears,

F School
Select Role(s)

Rudes:

TIData Admin

C1Data Approvor
10ata Surviey Admin - Review snd apprave sibmitted suvey data

[1Data Survey User -

CINIFA fufmin - Raview and aparove submitted MIFS data

1PAYImarTS Admin - Precess papments

Slide 48

A list of all possible FSP user roles appears.

Scheal

] Districh Approves - wsually supet

CINIFA fufmin - Raview and aporove submitted NIFS data
“INIFA User - enter and send NIFA dats, view other programs’ date
IBaymarTs Admin - Poces aagments

Slide 50

Check all appropriate roles for any FSP subsystems you plan to use.

Page 12 of 20

® Sel Hole[s)
Rudes: t1 Admin - Raview wa submittad Chaper
! 41 User - work in € progrem module, viey
schoole Admin - Koy e sttt eharti
Schoals User - enter d charter achool dota, o
tmin

IChapzer 21 Admin - Ravigw and approve submittad Chapter 41 data
Chapter 41 User - woek In Chapter 41 pragram module, view ather programs’ data
ICharer Schoale Admin - Review, Approve submittid chartes schoal dats

ClCharter Schools User - enter and send charter achool deta, view others'

s’ dato

Work with information susvey data, view other programa’ dats
Uik Approves - wsually superintendent; work in el rograms and send to TEA

“INIFA User - enter and send NIFA dats, view other programs’ date

agrams’ data

Ata
ees' dotn
District prover District Program
User vy Admin - RevicApprover o
Surviey User - Work w ~ Administrator

e’ dats

ks work in ell programs and send to TEA

Thursday, April 29, 2010

Foundation School Program Application
Select Role(s)

Review uve submitbed Chapte
otk in 1 progeam modula, v rograms’ data
|- Re wowe submitted charts iata
ferSohoots Usar et d charter schoal dats

e’ dsts

Revic Pfstrietorove submitted surn

Wark s e 10N Survey data Program ' st
ally v ent; work In &)l AdminiStrator 4 v Tea

and aporove submitted MIFA dala

> Ind sand NIFA data, view othes programs! data
ClEayments Admin -Process parments

Slide 49

An administrator, user, and approver role appears for each FSP
subsystem. User role privileges allow you to work within that module
to enter and edit data. The admin and approver roles allow you to
work inside that module as well as approve and submit work
performed by another user.

Foundation School Program Application
Selact Role(s)

Rodes: T1Chapter 41 Admin - Review ond approve submitted Chaater 41 dota

TIChapter 41 User - work In Chapterddacogram module, view oifer pograms” data
Ol Charter Schools Admin - Review, submitted charer school data

DI Charter Schools User - enter and send charter school data, view others’ data
&dmin

Approves
Sairvieg AN - Review a0 Approvee subMited surviy dats

ata Survey User - Work with information survey data, view other peograms’ deta
Destrict Approver - usually superintencent; work In all progeams and send to TEA
CINIFA Admin - Roview and aparove submitted NIFA data

CINIFA User - enber and send NIFA deta, view other proorams’ date

D Paymanrts Admin - Process payments

CIPupil Projections Admin - Review, aoorove submitted pupil projections.

Slide 51
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School
Select Role(s)

Roles: mchaprer 41 Admin - Raview and appove submitted Chapter 41 data
ClChaptor 41 Usar - work In Chaptor 41 progeam modula, viow othor programs’ data
CICharter Schools Admin - Review, somove subimilled charles school dats
DI Charter Schools User - enter and send charter school data, view others' dats
O Data Admin
ClData Approves
ClData Survey Admin - Review and approve submitted survey data
1008 Survivy Lheer - Work with information sunry dats, view othor programs’ aste
[l District Approver - usually superintendent; work in all programs and send to TEA
CINIFA Admin - Review and aporove submitted NIFA data
CINIFA Usar - onkar and sand NIFA data, view other programs' data
CIPaymrits Admin - Process payments
CIPupll Projectians Admin - Raview, aoprove submitted pupil projections
O Pupll Projections User -enter and send pupil orojections data, view oliess® data
LISHD Managar - Provida seccndary appeoval for all program modulas’ data
C15taff Salary Admin - Review and approve submitted staff salary data
1STAM Salary Liear - ancer and send STaff alsry dats, view other progeams’ data

Slide 52

Foundation School Program Application
Select Role(s)

41 Admin - Review and approve submitted Chaoter 41 dats
1Chapter 41 User - work In Chapter 41 program madule, view cths programs’ data
ClCharter Schools Admin - Review, approve submitted cherter school data
CICharter Schoals Liser - enter and sand chastar schonl data, Wew others’ data
Cl0ata Admin
“Iata Appross
C1Data Survey Admin - Review and submitted survey data
CIData Survey User - Work with infdination survey data, view othes programs’ deta
| District Approver - usually superinterdert; wark in all programs and send to TEA
CINIFA Admin - Review and aporove submitted NIFA data
EINIFA Uiser - antar and sand NIFA data, view ather proprams” data
ClPaymerts Admin - Process payments
“1Pupll Prajictians Admin - Review, Aoorave submitted pupll projedtions
CPupil Projections User -anter and cord pupil profoctions data, view cthers' data
T15FD Manager - Provide secondary approval for all program modules” data
CIStaff Salary Admin - Raviaw and approve submitted staff salary data
C1%taff Salary Lser - enter and send staff salary data, view othes programs’ data
1 TEA Viewer - View data in all progean modules

Slide 53
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School
Select Role(s)

Roles: mchaprer 41 Admin - Raview and appove submitted Chapter 41 data
ClChaptor 41 Usar - work In Chaptor 41 progeam modula, viow othor programs’ data
CICharter Schools Admin - Review, somove subimilled charles school dats
DI Charter Schools User - enter and send charter school data, view others' dats
O Data Admin
ClData Approves
ClData Survey Admin - Review and approve submitted survey data
1008 Survivy Lheer - Work with information sunry dats, view othor programs’ aste
[l District Approver - usually superintendent; work in all programs and send to TEA
CINIFA Admin - Review and aporove submitted NIFA data
SNIFA Usar - onkar and sand NIFA data, view other programs' data
CiPaymrits Admin - Process payments
CIPupll Projectians Admin - Raview, aoprove submitted pupil projections
O Pupll Projections User -enter and send pupil orojections data, view oliess® data
LISHD Managar - Provida seccndary appeoval for all program modulas’ data
C15taff Salary Admin - Review and approve submitted staff salary data
1STAM Salary Liear - ancer and send STaff alsry dats, view other progeams’ data

TiDats Survey User - Work with Information suvey data, view other programs’ data
d to TEA

Slide 54 Slide 55
If you are unsure which roles to request, first contact your
superintendent. Do NOT select the checkbox labeled *Unsure*.
Selecting unsure will force the TEASE Administrator to reject your
application. Only you and your manager or superintendent can
determine which roles are appropriate for you. Click continue once
you have checked the role (or roles) that you need.

Page 13 of 20
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F dation School Prog licatl
Provide Additional Information

F dation School Prog licatl
Provide Additional Information

ol Sulds wem raquinad ol Sulds wem raquinad

T pr e pe—— S 20O ot A pb N e 0 G

County Dstrict Nusiler: County Dstrict Nusiler:

conuoun | cancet | sack | conuoun | cancet | sack |

Slide 56 Slide 57
Enter the six-digit County District Number (or CDN) for your district.

A summary of your select roles appears.

F dation School eatl F dation School Prog: licat]
Provide Additional Information Request Summary
hokd ek arw reirnd VEry Bk anc agmenal nitrmanon
e [ — Reeuesten Ruiels) [NIFA User - e mnd send NIFA data, siew other
County 0 Click Continue / programs’ data
Sadditional I emation JCownty Distrt Numbes: 123436
socet | mact INOtes: £t any soecil comments weded fr tfis tequest

Chck the Continus
Buman

1300 charactars ar laaa =

Slide 58 Slide 59

Click *Continue*. Carefully review the role or roles you selected and be sure the
correct CDN appears.

Page 14 of 20
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F dation School il
Request Summary

F dation School
Request Summary
Vaty Rioke ane adtiboral nformahon

Requested Role(siiEA User - enter and send NIFA data, view other

o
faditinl ['\'mlua:l:xisrf:glv District Humber: 1334596

VEfy Roke ans a0atenal nitratn,
Reguested Rolefs): NIFA Uses - entes and send NIFA dota, view other
programs’ daka

Additional Ifeeamation: County District Numbes: 123456

i 03 3y wpacial CEPTITArR naeced for thes st
Iiabes: At any secil comments esced fir i reguet Lo o

1368 charactars ar luast = {500 charwchers or beas) b

Slide 60 Slide 61

. T - T
programs’ data programs’ data
Additional Information: County District Mumber: 123256 Additional Information: County District Mumber: 123256
T T T T
Select the check bax
{268 characiors w s} {20 characiera ur lea)
L Chedk th / Infoemation Is comect. If the Information is not comedt, F Chedk 1ation Is comect. If the Information is not comedt,
& on thee previous pege, Click pack  ClickSendRequest
Select the check box
sont nees: | wach | _cancel | [t Jua) ¥
Cick Sond Request

Slide 62 Slide 63

When you are sure that everything is correct, click the checkbox to Click *Send Request* to submit your request for your TEASE account
confirm that you have reviewed all of your information. with FSP access.

Page 15 of 20
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Confirmation of Completed Requast appears.

dation School Prog: licat] F dation School Prog:
Reguest Completed Reguest Completed

Slide 64 Slide 65
Your request confirmation appears.

Apply for FSP Access - Existing Users ['

District
User

Slide 66 Slide 67

If you are an existing user, meaning you already have a TEASE
account with a unique user name and password, you still must
submit an online request to have FSP access added to your account.
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Please enter a velid username o password Please enter a velid username o password

Welcome! Please Log On. Welcome! Please Log On.

Usarnama Usarnama |
Password Password
(e | [Go] (s [G5]
o Ol yuy bwgel your peasmerd

e st the Fallemsng Borm. ol =g

Slide 68 Slide 69
Go to the TEASE log on page and enter your existing user name and
password.
o mrrn |
The Application List page appears.

ARirat Aprieien Artwn

Plasse enter o velid username or password
Welcome! Please Log On. Application List

Your Applications

T3F e Tarsa Sencel Fning- Dar ] [Laine? |

Usarname | seeialt

W isE_pew fexns Sohool Punding - ey
A FERy eI
; =
=l
[T e eerprp——] - TEE_Local

"Ry

Slide 70 Slide 71
When the Application List page appears as usual,
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Your Applications

Tl Tl 2
ilﬁl b:ml

Slide 72

...click the *Add/Modify Access* button in the upper right corner of

the page.

Slide 74
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Slide 73

The Add/Modify Access page appenrs.

Aadd/Modify Application Access

Slide 75

wwnwort | [ Chason e

The *Add/Modify Access* page appears with the drop list of

applications to choose from.
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Slide 76

From this point on, the process is exactly the same as previously

described for first-time users.

——

4 s |
' k\; /)"...A

Slide 78

The full approval process may take up to 10 buisness days. If you
have not received your email notification after10 days, first contact
your superintendent to be sure that he or she has approved your

request and forwarded it to TEA.
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Slide 77

After you submit the request, it goes to your manager or
superintendent for review. If approved, your manager forwards it to
TEA. The TEASE manager then reviews it and sends you email
notification with your user name and password. As soon as you
receive your email notification, you can log onto TEASE and go into
the new FSP application with your assigned privileges.

Passwaord

=3l

orord !

Slide 79

As soon as you receive email notification from the Tease
administrator with your user name and password, you can go to the

TEASE log on page and enter your information.




TEASE_Module Thursday, April 29, 2010

‘ rm ETER

[ temmn | [ Oegprh | [ Iousiy i =

Dl
Q

District
User

Application List
Yeur Applications

THE, Tanas Brbont Fundiag % [omeen |

... | ISEDev-Texes Schos! funding - Dev
i |

Slide 80 Slide 81

Once logged in, select *FSP* from the list of applications associated The FSP Home page appears. You can select the program you need to

wth your TEASE account. work in by clicking Programs at the top of the page. You will then be
able to work in that program with the privileges associated with the
role you selected in your Tease account application.

TEA Secure Environment (TEASE) Training Module
i 3 First Time and Existing Users i
[Cowign Pt | [ Cowgavds ) [ A wheaien Accias 2 +What TEASE is and how it relates to FSP
Click the Add/Moccify batton * PUED + How to aquire access to FSP through L_ a8
TEASE for new and existing users
=) v + Log onto FSP through TEASE
oot
e
Slide 82 Slide 83
If you find that you need to modify your role, simply click the Congratulations, you have completed the TEA Secure Environment
*Add/Modify* button at the top of the TEASE log on page and follow (TEASE) training module. We covered what TEASE is and how it
the steps previously described to request a change. relates to FSP, how to acquire the proper access to FSP through

TEASE, and finally, how to log onto FSP through TEASE.

Page 20 of 20



