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Overview
Introduction to APEX

APEX is a TEAL-based application from the Texas Education Agency (TEA) used by
Local Educational Agencies (LEAS) to:

e Report nonpublic day and residential placements of students with
disabilities.

e Request optional High Cost Funds (HCF) for qualifying nonpublic and in-
district placements.

This Quick Start Guide provides basic steps for completing and submitting APEX
applications. For full details, refer to the APEX User Manual.

Reference rules: 19 Texas Administrative Code (TAC) 89.1094 and 89.1092. All such
placements are referred to as nonpublic throughout this APEX guide.

Getting Started with APEX

The user must have an APEX account via the Texas Education Agency Login (TEAL)
Portal.

Texas Education Agency

User and Access Management

Self-Service Applications

APEX

Aapplication Program for Nonpublic and Off-Campus Placements, and High-Cost Fund Applications

1. Request an APEX account via TEAL using your work email.
2. Fiscal Agents of special education shared service arrangements (SSAs) must
request separate accounts for each SSA member.

Logging Into APEX

1. Navigate to TEAL and enter the TEAL username and password you have been
assigned. Select LOGIN.



https://tea.texas.gov/sites/default/files/apex-user-manual.pdf
https://texas-sos.appianportalsgov.com/rules-and-meetings?$locale=en_US&interface=VIEW_TAC_SUMMARY&queryAsDate=06%2F12%2F2025&recordId=220233
https://texas-sos.appianportalsgov.com/rules-and-meetings?$locale=en_US&interface=VIEW_TAC_SUMMARY&queryAsDate=06%2F12%2F2025&recordId=220232
https://tealprod.tea.state.tx.us/TSP/TEASecurePortal/Access/LogonServlet
https://tealprod.tea.state.tx.us/TSP/TEASecurePortal/Access/LogonServlet
https://tealprod.tea.state.tx.us/
https://tealprod.tea.state.tx.us/
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<« C %5 tealprodteastatetxus h

TEA

Texas Education Agency

TEA Login (TEAL)

NOTICE: TEA Web Applications will not be available each Sunday morning from 5:00am to
2:00pm due to routine maintenance. Please do not access your applications during this time
period. You could lose data.

Don't have an account? Request New User Account
w username: | \
* Password: | | [Show Password

Forgot your password?
Forgot your username?

Help with Password Reset

2. Click on your user role under APEX to be taken to the APEX application.

Texas Education Agency

User and Access Management

Self-Service Applications
& Access Applications

53 Requests I've Submitted

p Change My Password APEX

" My Security Questios

Application Program for Nonpublic and Off-Campus Placements, and High-Cost Fund Applications

# My Application Accounts

%] Edit My User Information | Your APEX user role | h

General APEX Navigation

o Use the orientation bar to select School Year and Application Type.

o District Type (Single Member District or Fiscal Agent) is display only.

« Navigate to the Application Summary page to view or add student
applications.

&  Application Summary  Reports

I School Year:I‘ 2025-2026 @ IAppIicalion Type:" Non-Public Day v I District T!EE-‘iSiHGﬂE Member District

Non-Public Day

Non-Public Residential
High Cost Funds
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APEX Application Summary Page &
Student Roster Overview

Each APEX application type includes an Application Summary page with
a Student Roster displaying student applications and their status.
« Toview or edit a student’s application, click the student’s hyperlinked
name.
« To add a new student, click the Add button at the bottom of the page.
« Fiscal Agents of special education shared service arrangements (SSAs): Use
the drop-down menu to select the appropriate SSA member district(s).

Creating and Managing Day/Residential
Applications

1. Add a student using their unique ID. The student’'s name and Unique ID will
then appear in the Student Roster.

Add Student

Unique ID ID Search

First Name: Last Name:

Date of Birth. Gender.

#  Application Summary  Reports
forme » Application Summary
Student Roster

Show 10 Search

T student Name Unique ID Placement Status Application Status Facility Status LEA Action Submitted Date

Not Started

2. Select the student’s hyperlinked name in the Student Roster. Enter placement
and funding details, including instructional setting, disability(ies), contract
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dates, facility, and costs (funding details will differ for day and residential;
enter all required fields).

3. Upload required documents:
o IEP (Individualized Education Program)
« Signed Facility Contract (covering services/costs between Aug 1-July 31)
o APEX Application Checklist (available on TEA's Nonpublic Programs
webpage)

Steps to Upload:

a) Click Choose File to select a document.

b) Use the File Type drop-down to label it (e.g., IEP, Contract, Checklist).
c) Click Add Another File to upload more documents.

File Upload
« Valid File Types: Adobe PDF (.pdf), MS Word (.docl.docx), MS Excel (.csvl.xls/.xlsx)

* Max File Size : 30 MB
« Max File Name Length : 50 chars

* Choose File | Mo file chosen File Type: | — SELECT —

Add Another File Facility Contract
IEP
Al File TYPe | Checklist
Other

4. To add a note, if necessary, click the Add Note button, then type your message
and click the Save button.

— Clarification/Communication Notes @

Add Note

5. Certify and Submit after accepting assurances and certifications. Ensure your
application moves to Submitted status.



https://tea.texas.gov/academics/special-student-populations/special-education/programs-and-services/nonpublic-application-checklist.pdf
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Statement of Assurances
View Accepted

Certification

* View Accepted

4+ Clarification/Communication Notes @

Please refer to the APEX User Manual to view the Application Status Glossary for
various application statuses: Pending, Submitted, Not Approved, Clarify, Fiscal
Review, and Finalized.

For tips on entering multiple contracts for the same student, or if you experience
difficulty uploading a file, refer to the APEX User Manual.

Managing Application Changes

Clarifications

If TEA requests revisions, the application enters Clarify status and an email is sent
to APEX users.

To respond:
1. Click the student’s hyperlinked name in the Student Roster.
2. Expand the Clarification/Communication Notes section.

Statement of Assurances
View Accepted
Certification

View Accepted

4+ Clarification/Communication Notes @

3. Review TEA's message and revise the application:
o Update student or funding info
e Upload additional documents
e Add an explanatory note (via Add Note — Save)

= Clarification/Communication Notes @

Add Note



https://tea.texas.gov/academics/special-student-populations/special-education/programs-and-services/apex-user-manual.pdf
https://tea.texas.gov/academics/special-student-populations/special-education/programs-and-services/apex-user-manual.pdf
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4. Re-Certify and Re-Submit to complete the process.

b Failure to re-submit will leave the application in Clarify or Pending and will not
be processed.

Amendments
You can amend applications that are in Submitted or Finalized status.

1. Click Amend in the Student Roster and select a reason from the drop-down. The
status will change to Pending.

&  Application Summary  Reports
Home » Application Summary

Student Roster

Show 10 + entries Search:

T° Student Name Unique ID Placement Status Application Status Facility Status LEA Action Submitted Date
Initial Placement Pending W-Fsi

Contining Placament mrs @

Initial Placement Clarify W-Fsi

Gontiuing Placement Fs2

Continuing Placemen t Not Approved W-Fst

0000 D
|

2. Click the student's name to revise the application.
3. After editing, re-Certify and re-Submit to finalize.

1. Failure to re-submit will leave the application in Pending and will not be
processed.

Deletions

o Prior-year students auto-appear in the Student Roster each year.
e You may Delete a student only if they have no current-year nonpublic
enrollment (e.g., withdrew before August 1).

o Do not use Delete to report a student leaving mid-year.
« Instead, Amend the application with updated placement status, contract

dates, and costs.
e To delete: Click Delete, select a reason, and confirm.

Home » Application Summary

Student Roster

Show 10 4  entries Search:

Student Name 1 Unique ID Placement Status Application Status Facility Status LEA Action Submitted Date
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o Torecover: Click Recover, check the student’s name, and click Recover again to
restore the application.

Student Roster
Show 10 % entries Search

Student Name " Unique ID Placement Status Application Status Facility Status LEA Action

No data available in table

Showing 0 to 0 of 0 entries

Facility Status - [ll-FS1 Agel/Disability Reqs met. -FS2 Age/Disability Reqs notmet. [l - FS3 NotApproved.

High Cost Fund (HCF) Applications

HCF Overview

o Purpose: HCF applications are submitted to request potential* additional and
optional federal funding (High Cost Funds) to support LEAs serving students with
disabilities who have high support needs.

« Optional: Unlike required Nonpublic Day and Residential applications,
submitting a request for HCF is optional.

« Eligible Placement Types:

o Finalized Nonpublic Day applications
o Finalized Nonpublic Residential applications
o In-District students

For eligibility details and definitions, visit the HCF Webpage.

*HCF awards are not guaranteed and are subject to the availability of funds.

HCF Application Overview

« Day and Residential applications in finalized status auto-import; do not
manually add these application types.

o Manually add In-District application types.

« Enter SHARS reimbursement, if applicable (for In-District and Nonpublic Day).

« Enter additional eligible costs (for In-District; Nonpublic Day, if applicable).

e Upload IEP and supporting documents (for In-District application types).

« Certify and Submit once all student entries are complete. Ensure application
status type moves to Submitted.



https://tea.texas.gov/academics/special-student-populations/special-education/programs-and-services/special-education-funding/high-cost-funds
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Tip - If you are a fiscal agent of a special education SSA, use the Member Districts
drop-down menu to select your applicable SSA member district(s).

Starting your HCF Application

« The HCF Home page displays auto-filled data—no user input required.

e Onthe Application Summary page, the Superintendent’s contact info auto-
populates. There is an option to add an Additional Contact.

« Click Save and Start HCF Application to begin.

Please refer to the Texas High Cost Fund State Plan for information related to LEA

application eligibility requirements.

me s AppBcation Summary

Contacts Application Status: Not Started

Superintendent

rrrrrrrr

Additional Contact

HCF Day Applications

1. View the auto-imported Day application. If there are no additional costs beyond
Tuition Costs for Day Placements, no further input is needed, just click Save.

2. To add additional costs* (e.g., personnel, transportation, other services) not

included in the tuition, use the Personnel Prorating Calculator, Excess

Transportation Costs, or Standard and Other Costs sections.

Click Save at the bottom of the student page.

4. Review the Aggregate Requested Total to confirm student eligibility for HCF.

g

*Tip - Do not enter costs already covered in the contract.

10


https://tea.texas.gov/academics/special-student-populations/special-education/programs-and-services/hcf-state-plan.pdf
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NP Day Costs

Personnel Prorating Calculator

o] Salary, Wages, or #Minutes per week #of Weeks
Description Contract Cost at HOURLY  Providing Student Services

#0f Students Served,  Prorated Cost IEP  Review Ineligible
RATE Services Provided eason

Type including this student for Student  Page# Status R

Excess Transportation Costs

Daily | #ofDays  #of Students
e 21"5‘ perMile 1 sported Transported
ROUND ) )

Estimated
Excess TP Review

Type of Transportation
e ton  Transportation :“9” Status
cost

Ineligibl
Reason

Standard and Other Costs

Cost Type Description Amount IEP Page # Review Status Ineligible Reason

Number of Da;

ys Tuition Cost
ST F (L SR in Contract for Non-Public Day School

Requested Total

Approved Total

Meets the Qualifying Cost Amount

Aggregate Approved Total*

*The total value reflects the culmination of the total from all the placement types the student belongs to

HCF Residential Applications

1. View the auto-imported Residential application. No additional costs can be
entered for Residential Application types.

2. Review the Aggregate Requested Total to confirm student eligibility for HCF.

3. Click Save at the bottom of the student page.

NP Residential Costs
Eligible Residential Costs

Residential Facility

Amount of Residential 25% Set-Aside being spent

Requested Total
Approved Total

Meets the Qualifying Cost Amount

Aggregate Approved Total*

* The total value reflects the culmination of the total from all the placement types the student belongs to

HCF In-District Applications

1. On the Application Summary page, click Add under the Student Roster.

2. Enter the student’s Unique ID, click ID Search, then click Add when the
name appears.

3. The student will now appear in the HCF Student Roster. Click the student’s
hyperlinked name to open the application and begin data entry.

11
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o

Student Roster

In Diistrict

Student demographics auto-populate in the student application page.
Use dropdowns to select Instructional Setting and Disability(ies). Ensure
selections match the student's IEP.

Instructional Setting v
Primary Disability v Secondary Disability v

Additional Disability -— SELECT - v Additional Disability - SELECT — v

Input costs for services listed in the student’s IEP during the current school
year (between August 1 and July 31). Use built-in calculators for Personnel
Costs and Transportation Costs.

Upload supporting documents as needed. The student’s full IEP is required.
After completing the student application, click Save.

Review the Aggregate Requested Total to confirm student eligibility for HCF.

Return to the Application Summary page to add more students or Certify and
Submit your HCF application.

Tips and Reminders:

e Extended School Year (ESY) must be reflected in the student’s IEP to include
associated costs.

e Upload contracts, agreements of salary information for contracted staff, and
contracts for private route transportation.

e Hover over question mark icons for additional information @ .

e Refer to the APEX User Manual for detailed information, or for how to submit
an application for a student with multiple application types (Nonpublic
Day, Nonpublic Residential, and/or In-District) within the same school year.

e Submit the HCF application once for all student types (In-District, Nonpublic
Day, Residential). Add all students before certifying and submitting.

Managing HCF Applications

o Delete students who do not meet the HCF Qualifying Cost Amount or will not
be submitted.
o Use Recover to restore deleted students if needed.

- D ez v

12


https://tea.texas.gov/academics/special-student-populations/special-education/programs-and-services/apex-user-manual.pdf
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Clarifications and Amendments

« If an application is placed in Clarify status, revise, upload documents, or add
notes.
o Always re-Certify and re-Submit after changes.
« Foramended Nonpublic Day or Residential APEX applications, submit
changes on the day or residential application side before resubmitting in
HCF.

b Failure to re-submit will leave the application in Clarify or Pending and will not
be processed.

Contact Information
Nonpublic Programs:

Webpage: Special Education in Nonpublic Programs

Email: npdayandres@tea.texas.gov

High Cost Funds:

Webpage: High Cost Funds

Email: hcf@tea.texas.gov

13


https://tea.texas.gov/academics/special-student-populations/special-education/programs-and-services/special-education-in-nonpublic-programs
mailto:npdayandres@tea.texas.gov
https://tea.texas.gov/academics/special-student-populations/special-education/programs-and-services/special-education-funding/high-cost-funds
mailto:hcf@tea.texas.gov
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