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https://tealprod.tea.state.tx.us/TSP/TEASecurePortal/Access/LogonServlet
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Application Status Glossary



Creating a Non-Public Day & Residential application 

1. Adding a Student: To add a day or 
residential application information 
for a new student, first click “Add” 
on the Application Summary page 
for a day or residential.

2. Enter the student’s Unique ID 
number and click ID Search. The 
system will populate the 
corresponding first and last name, 
date of birth, and assigned gender. 
Click “Add” to add the student. 

3. Entering Student Demographic 
Information: The Unique ID, student 
first and last name, date of birth, 
and assigned gender auto-populate 
from TSDS date. Enter the original 
date of placement indicating the 
date the student first entered the 
facility, and choose the student’s 
current placement status



Entering Funding Information for Day Applications
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Step 1: Enter the Contract From and Contract To dates to indicate the beginning and end date of the current contract. 
(Dates must fall between 8/1 and 7/31 of the current school year). Choose the facility corresponding to those contract 
dates from the drop-down menu. 

Step 2: The facility address, and phone number will auto-populate if you choose a currently approved facility from the 
drop-down menu. 
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Step 3: If you wish to enter information for a facility not currently on the approved yet, choose *Not Yet 
Approved Facility* from the drop-down menu, and the system will allow you to manually enter the 
facility name, address, and phone number. Please refer to TEA program guidance for requirements 
specific to the initial approval process for placements at not-yet approved facilities.

Step 4: Next, enter the student’s instructional setting. Enter the student’s primary – and, if applicable, 
secondary, tertiary, and additional – disability.

Entering Funding Information for Day Applications

https://tea.texas.gov/sites/default/files/nonpublic-program-guidance.pdf


Entering Funding Information for Day Applications
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Step 5: Identify whether the LEA or the facility provides educational services listed in the student’s IEP.

Step 6: The system will auto-calculate the Estimate of Education Services on #2. On #3, enter the total number 
of instructional days in the contract. (This is a new requirement for day applications). On #4, enter the Total 
Contract Cost. 

Step 7: If you wish to enter multiple nonpublic day contracts for the same student for the same school year, 
choose Add Facility at the top of the funding section.



Entering Funding Information for Day Applications
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Step 7: If you wish to enter multiple nonpublic day contracts for the same student for the same 
school year, choose Add Facility at the top of the funding section.



Entering Funding Information for Residential Applications
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• Procedures for entering funding information for residential applications are similar to the procedures for 
entering funding information for day applications in the previous section, with the exception of #6 in the 
previous section. Step 6: Enter the ABA amount for your LEA (click the hyperlinked words LEA ABA if you 
need to look up this information). The system will auto-calculate Total Education Services based on the LEA 
ABA and the number of calendar days in the contract. 

• Enter information for speech, related services, and other support services listed in the



Entering Funding Information for Residential Applications 
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• student’s IEP and identified in the contract. You can click Add Row multiple times to list multiple services. 
Choose the Service and Service Type from the drop-down menus and enter the number of sessions and per-
session cost from the IEP and contract.

• Enter the daily rate for residential services from the contract. Note the maximum allowable daily rate, as set 
by DFPS.



Required Uploads
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• Required Uploads: For both Day and Residential applications, you are required to upload the student’s IEP, 
contract, and application checklist. Click Choose File to select the file from your computer that you would like 
to upload. Assign the file a File Type from the drop-down menu. Click Add Another File to upload additional 
files. The files you have uploaded will appear in a table, and you can View or Delete any file.

• Certifying and Submitting: After entering required application information and uploading all required 
documents for a day or residential application, certify and submit your application. Click View under the 
Statement of Assurances.

https://tea.texas.gov/sites/default/files/nonpublic-application-checklist.pdf


Statement of Assurances
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An assurance statement will pop up. Scroll to the end of the assurance statement and, if 
you agree, click Yes.



Certification statement
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A check mark will now appear next to Accepted to indicate you have accepted the 
Statement of Assurances.

Follow the above steps to view and accept the Certification statement. When both 
statements have been accepted, you can submit your application by clicking Certify and 
Submit. 
You can also save your application at any time, without submitting it, by clicking the Save 
button. 
When an application has been successfully submitted, it will appear as Submitted on the 
Application Summary page.



Submitting Clarifications
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• If a TEA program team member needs more information in order to complete your application review, you 
will receive an automated email from the APEX system indicating that your student application has been 
placed in Clarify status.

• On the Application Summary page, click on the name of the student whose application requires clarification 
to open the student application. 

• At the bottom of the student application, below the file upload section, you will see a Notes section



Submitting Clarifications
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• Depending on the nature of the clarifications requested, you can amend your application by:

• 1. making changes to the student information or funding sections;

• 2. uploading additional files; or

• 3. adding an explanatory note.

To add a note, click the Add Note button



Important note submitting clarifications
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• After you have responded to the clarification request in one of the three ways named above, you will need 
to re-Certify and Submit your application so that TEA can complete the application review.



Questions?
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Contact Information:

NPDayandRes@tea.texas.gov

mailto:NPDayandRes@tea.texas.gov
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