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WorkApp Access

Please note that the School System and/or ESC staff submitting data will need access to the Department
of Grant Compliance and Administration WorkApp.

To add or change the individuals with access to the WorkApp, someone with existing access must
request access for the new individual via the Help Form in the Federal Program Compliance
Division (FPC) WorkApp. The additional staff to be added to the system must agree to certain
security requirements.

Currently, the superintendent, chief financial officer, and federal program director listed in
AskTED have been given access to the WorkApp.

NOTE: At the present time, each School System or ESC is only guaranteed a certain number of access accounts.

Instructions for Requesting Smartsheet WorkApp Access

1. For School System staff to gain access to TEA’s Smartsheet and the Federal Program
Compliance (FPC) Title 1V, Part A, Special Data Collection WorkApp, a staff member at
the school system with access to TEA’s system currently will need to follow the
instructions in step 2 below.

2. Individuals at the school system must enter the EDGAR Connect WorkApp, select
the Smartsheet Email Access form, and follow the instructions below:

3. Open the form and select LEA (School System).

4. Check the box that says, “I have permission from the Superintendent to add this
email.” Enter the email of the individual you wish to add and click the blue “Save”
button at the bottom right-hand side of the form.

5. Have the individual you are wishing to add complete the New User Certification
Form.

6. You can now track the status of the addition request on the Smartsheet Email
Access page. Typically, adding a new email will take 3-5 business days. If the
individual you are wishing to add does not have access after 5 business days,
please submit a help form through the EDGAR Connect Help Form.



https://workapps.smartsheet.com/
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Title IV, Part A, Special Data Collection
Smartsheet WorkApp

1. Login to the Department of Grant Compliance and Administration WorkApp using the link
provided below. Select “Sign in with Microsoft” and enter the Smartsheet credentials you
received when first granted access to the WorkApp.

Link to Access the Smartsheet WorkApp: https://workapps.smartsheet.com/.

This app smartsheet
requires you Don't have an account? Create one

tologinto —

Smartsheet - Sign in with Microsoft

Sign in with another account »

Smartsheet WorkApps
rkApps is

2. Locate and click on the Federal Program Compliance Division Title IV, Part A, (T4A) LEA
Special Data Collection WorkApp Tile.

Federal Program Compliance Division

-
Tltle IV, Pa rt A LEA Tip: If the FPC Title IV, Part A LEA Special Data Collection

WaorkApp Tile is not showing, click on the menu icon to

- display all the WorkApps. Only WorkApp you have access to
SpeC|aI Data will show.
- i smartsheet WorkApps
Collection

Welcome, Victoria

Federal Program Compliance Division -

itle IV, Part A LEA Special Data... {l:'}

3. Locate and click on the year-specific T4AA OMOs link under the View (School
System/ESC/Fiscal Agent).

V snamawithyou v
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Sa  20##-20# T4A OMOs Progress (Final)

S5 20##-20## T4A OMOs - Final Progress
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4. Click on the ribbon line(s) to access the Details Form — Data Tab for Data entry/view.
Data submitted by the School System/ESC can be accessed here.

20##-20## TAA OMOs
¥ Filter o= = L
School System
Data Collection Status  Submission Status Grant Year Program Type ESC Region # School System Name and CDN gz:"}:lt?s‘“‘ WorkApp
OMOs
Open Submission Pending 204H#-208# @ AMERICAN INSTITUTES FOR RESEARCH

5. Complete the Details Form — Data Tab. Note that grayed-out fields cannot be
edited/changed.

a. Program Contact Information: Complete the fields with the information for the
School System Program Contact. The Program Contact should be the person who is
most familiar with the document submitted. This is the person TEA will contact if
additional information and/or clarification is needed. Fields with a red asterisk (*)
are required.

i. Type the name of the School System Program Contact in the “School System
Contact Name” field.

ii. Type the email address of the School System Program Contact in the “School
System Contact Email Address” field.

iii. Type the phone number of the School System Program Contact in the
“School System Contact Telephone Number” field using the following
format: Hi#-HHH-HEHHE,

School System Program Contact Name *

School System Program Contact Email Address *

School System Program Contact Telephone Number *

i # R




b. Objective and Measurable Outcome (OMO) 1:
i. Type the School System’s first Program Objective and Measurable Outcome
for the current school year.

Objective and Measurable Outcome (OMQ) 1

Please provide an objective and measurable outcome for your Title IV, Part A Program.

ii. Click on the drop-down button to select the applicable Content Area(s) that
correspond with the first Program Objective and Measurable Outcome
noted. The School System must select at least one content area and may
select two or all content areas, if applicable.

Objective and Measurable Outcome 1 Content Areas

Please select the applicable content area(s) that apply to OMO 1

| v

:| Select All

[_] well-Rounded Education
[_] safe and Healthy Students

:] Effective Use of Technology

iii. Add School System Comments. This section is optional if the School System
would like to provide additional information that will be helpful for TEA.

OMO 1 School System Comments

Please provide any additional information related to OMO 1. (Optional)

c. Objective and Measurable Outcome (OMO)2:
i. Type the School System’s second Program Objective and Measurable
Outcome for the current school year.

Objective and Measurable Outcome (OMO) 2

Please provide a second objective and measurable outcome for your Title IV, Part A Program.

ii. Click on the drop-down button to select the applicable Content Area(s) that
correspond with the second Program Objective and Measurable Outcome

5



noted. The School System must select at least one content area and may
select two or all content areas, if applicable.

Objective and Measurable Outcome 2 Content Areas

Please select the applicable content area(s) that apply to OMO 2.

[ ] select Al

I_ Well-Rounded Education
E Safe and Healthy Students

[ ] Effective Use of Technology

iii. Add School System Comments. This section is optional if the School System
would like to provide additional information that will be helpful for TEA.

OMO 2 School System Comments

Please provide any additional information related to OMO 2. (Optional)

d. Certification Statement: Read the following Certification Statement: “I hereby certify
that the information contained in this report is, to the best of my knowledge, correct
and that the school system named above has authorized me as its representative to
submit this data. | further certify that reported program activities were conducted in
accordance with all applicable Federal and State laws and regulations, application
guidelines and instructions, the Provisions and Assurances, Debarment and
Suspension, Lobbying Requirements, Special Provisions and Assurances, and the
schedules of the approved application for funding.” Select “Yes” from the drop-down
list for the following question: “Is the School System staff submitting this report in
agreement with the certification statement above?” *A “Yes” response from the drop-
down list is required.

Certification Statement

| hereby certify that the information contained in this report is, to the best &
of my knowledge, correct and that the school system named above has
authorized me as its representative to submit this data. | further certify

that reported program activities were conducted in accordance with all
applicable Federal and State laws and regulations, application guidelines
and instructions, the Provisions and Assurances, Debarment and
Suspension, Lobbying Requirements, Special Provisions and Assurances,
and the schedules of the approved application for funding. v

Certification Agreement OMO *

Is the School System staff submitting this report in agreement with the certification
statement above?

( n

Yes




e. Select an appropriate submission status. Submissions will not be considered
completed until the “Submission Complete (Data entered)” status has been selected
and saved.

School System Submission Status OMOs *

Select “Submission Complete” when all the required information has been entered. If you need 1o gather
additional information before submitting, you can select, "In Process " However, your submission will not be
considered completed until the "Submission Complete” status has been selected.

[ Submission Pending - Not Started X [~

Submission Pending - Not Started
In Process (Saved some data/will complete later)

Submission Complete (Data entered)

6. Click “Save” in the bottom right-hand corner of the Details Form — Data Tab.
This will save the information that was typed in the details form under the data tab, if
applicable. Note: If the blue “Save” button is grayed out and inaccessible, a required
field with a red asterisk (*) is missing information. All required fields must be
completed for the data to save.

Save Message

If the "Save” button is grayed out and inaccessible, a required field is missing information. A blue
“Save” button indicates that all required fields have information. Click on the blue "Save” button to
save the information.

Discard Changes

7. Sign out of the Department of Grant Compliance and Administration WorkApp by

clicking on the . icon located in the bottom left-hand corner of the window and
selecting “Sign out.”
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Resolving Smartsheet WorkApp Submission
Issues

The FPC WorkApp General Help Form has been added to the School System, ESC, and Fiscal
Agent Dynamic Views for School Systems and ESCs to submit any questions and/or report any
issues they may be experiencing related to the various WorkApp projects administered by the
Federal Program Compliance Division. The form link is available within the WorkApp
environment. Please use the FPC WorkApp General Help Form for assistance with any FPC
WorkApp-related issues, including those that may concern incorrect or incomplete data
submissions, inadvertent attachment uploads, and/or access issues.

Federal Program Compliance Division

WorkApp Help
Forms

Screenshot of the Form Link in the Workapp|environment:

Federal Program Compliance Division E(} FPC General Halp Form
WorkApp Help Forms !

If School System or ESC staff are experiencing issues with the EDGAR Connect WorkApp, they
will need to complete the help form available in the EDGAR Connect WorkApp for assistance.

FPC WorkApp General Help Form
Link: https://app.smartsheet.com/b/form/1b6692e7ac864fc682e8855d7d293fe9



https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Fapp.smartsheet.com%2Fb%2Fform%2F1b6692e7ac864fc682e8855d7d293fe9&data=05%7C02%7CVictoria.Rivera%40tea.texas.gov%7C204fe9a40582462ac4d908dd40860d9d%7C65d6b3c3723648189613248dbd713a6f%7C0%7C0%7C638737666690589404%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=fN0yqtpuPTKRwEBrrjxJJ0oSPE4mvogINm3qkb0NHJo%3D&reserved=0

Resources

= TEA ESSATitle IV, Part A - Student Support and Academic Enrichment (webpage)

= Federal Program Compliance Division Resources (webpage)

= FPC Division General Smartsheet TEA WorkApp Training Video (FPC Resources
webpage, Smartsheet Resources, December 2024)

» FPC WorkApp General Help Form Instructions (FPC Resources webpage,
Smartsheet Resources, February 2025)


https://tea.texas.gov/finance-and-grants/grants/essa-program/title-iv-part-a-student-support-and-academic-enrichment
https://tea.texas.gov/finance-and-grants/grants/essa-program/federal-program-compliance-division-resources
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