How to submit the “Declaration document” Form Using Chrome

You will need version 9.0 or later from Adobe reader to submit the form. You can verify your version by
opening your Adobe Reader and clicking the Help menu and going to About Adobe .... You may need to
contact your technical support staff in order to download the new Adobe Reader on your computer.

For the latest version of the free Adobe PDF Reader, go to https://get2.adobe.com/reader/

When you download the Declaration document from the web page using the Google Chrome browser,
the PDF form filled document will appear on the bottom left of the screen.
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There is a [Print] button, so the student has a copy to present to their college admissions office, an [Email to T
[Submit Form] button on the upper right hand window of the PDF document. You must submit the form via t
TEA] or [Submit Form] buttons in order for TEA to verify students for colleges. If you need additional help, rea
the instructions on submitting the form back to TEA.

ISD Declaration Document (PDF, 2.51MB) - Use this PDF form filed document if you are an Independent Schi
or a charter school within an ISD.

Private School Declaration Document (PDF, 2.36MB] - Use this PDF form filed document if you are a private
accredited by TEPSAC.

Charter School Declaration Document (PDF, 1.65MB) - Use this PDF form filed document if you are charter
accredited by TEA. N

Having Problems "submitting” the form back to TEA? M
If vou have problems "submitting” the form back to TEA, which is usuzlly caused by a firewall on your computer,
PDF file on your computer, attach the PDF document to an email and send it to hsep@tea.state.us. Do NOT
document as an attachment to an ermail.
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Move your mouse pointer to the downward arrowhead on the PDF. See red arrow above.
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“Declaration document” PDF Form

A window should pop up. Move your mouse over “Open with system viewer” and click on it.

A new window will pop up with the form that you can submit back to TEA.
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This file includes fillable form fields.
You can print the completed form and save it to your device or Acrobat.com.
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To Public Colleges and Universities

2015 at |

Texas Education Code, Section 54.301.

| | has been
declared the highest ranking graduate of the senior class of
| High School of
| |Independent School

District and is entitled to the tuition exemption authorized by

City Authorized School Official

Chapter 54, Section 54.301




How to submit the “Declaration document” PDF Form

If the fields are not highlighted, click on the [Highlight Fields] button at the top of the window. Move
your pointer to the top box and enter your county-district-campus number®. You can press the [Tab]

button to move from box to box or use your mouse pointer. All fields are required.

0  Ask Ted school search for ISD or Charter School campus number;

O Texas Private Schools Accreditation Commission to get your nine digit campus number.

You can click on the [Print] button to print the document. The student will need a hard copy to present

to their college. Be patient it may take some time to print.

For verification purposes, click on the [Submit Form] button at the top right corner of the PDF form or

the [Email to TEA] button. You will get the following pop up window. The form may populate your

Email Address and Name, but if it does not please enter your email address and your full name.
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e To: H5EP Btea.texas.gov
o e o Subject: Submitting Completed Form
s —
g ot L Attachment:  Declaration_Doc2015vISD_distributed. pdf
b A
From:
Email Address:
Full Hame:

| I
£ ) To save your email address and name in Acrobat's Identity preferences,
‘W check Remember me. Do not check this box if you are using a public
computer.
| Send l ’ Cancel |

Click the [Send] button.


http://mansfield.tea.state.tx.us/TEA.AskTED.Web/Forms/SearchScreen.aspx?orgType=School
http://www.tepsac.org/search_listing.cfm?type=School

How to submit the “Declaration document” PDF Form

Another pop up window will appear, choose an option to email back to TEA.

If you have problems, see Submitting the Form Does Not Work... below
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How would you like to send this email?

@ Default email application (Microsoft Qutlook);

) Use Webmail

Select

[] Remember my choice

Continue l I Cancel

If you haven’t at this point, print the document for the highest ranking graduate. You may want to save
a copy on your computer by clicking on File > Save As... for your records.

Submitting the Form Does Not Work, What to Do

1. Save the PDF on your computer by going to the upper left of the screen: File > Save As...
a. Remember the location of where you saved the PDF document.
2. Send an email to hsep@tea.texas.gov and attach the above mentioned saved document.

If you have any issues email hsep@tea.texas.gov or call 512.936.6060 and ask for Highest Ranking

Graduate technical support.


mailto:hsep@tea.texas.gov
mailto:hsep@tea.texas.gov

