Designating Backup Submitters for Processing TEASE Requests


As Primary Request Submitters, District Superintendents and heads of other organizations provide the first line of approval for access to TEA applications. For especially large organizations, or for applications that many staff members need to access, the head may wish to approve backup request submitters to ensure that staff requests are processed in a timely manner. 
Note that approval for backup submitters will be made on a calendar year basis and the access will be terminated one calendar year from board approval date (or sooner if a request to revoke a designee account is received in the interim). Please note that the superintendent is still fully liable for the actions of his/her backups.  

There are two types of backup submitters:

· A Primary Request Submitter Designee provides backup support to the organization head for submitting requests for all applications for a single organization, such as a school district. Like the organization head, these submitters see all requests and current accounts for the organization’s TEASE users. Delegating this level of authority requires board approval. As approved board minutes are received, designees are provided with access to User Administration+, with a primary request submitter designee role.
· A Secondary Submitter provides backup support to the organization head for one application only, such as TREx or eGrants, for the organization. A Secondary Submitter can view all requests and current accounts for the specified application only. 
To Set Up a Primary Request Submitter Designee
To request setup of a Primary Request Submitter Designee, the organization head sends an email message to computer.access@tea.state.tx.us with the name of the individual(s) to be set up as designee(s) and evidence of board approval. Board approval may consist of board minutes noting approval/authorization of a specific list of individuals to review and “submit” district staff requests for TEA SE access to TEA (for approving applications containing confidential and non-confidential data). We will provide ample opportunity for districts to meet with their boards to obtain evidence of approval as noted.

Given that applications using TEA SE are subject to change, we suggest the following generic wording for board discussion:  “We request that the Board authorize the following persons (person1, person2, person3, etc.) to act as superintendent designee for approving staff requests (also referred to as "submitting requests to TEA") for access to one or more TEA web applications accessed through the Texas Education Agency Secure Environment (TEA SE).  This authorization is valid for the calendar year starting (start date) to (end date)”.  
NOTE: Board minutes serve as documentation for board approval of primary submitter designees and should be forwarded to our office at computer.access@tea.state.tx.us as an email attachment.  Or, a paper copy can be sent to: 

Texas Education Agency

Computer Access

1701 North Congress

WB Travis Bldg, 4th floor

Austin, TX 78701

To Set Up a Secondary Request Submitter

To request setup of a Secondary Request Submitter, the organization head may log on to User Administration+ and submit the request using the automated request process. He or she will be asked to indicate for which application the Secondary Request Submitter will be submitting requests.  The pick list contains the acronyms for these applications, which are spelled out on the TEASE Application Reference Page at http://www.tea.state.tx.us/webappaccess/AppRef.htm. 

There are a few applications which still require the organization head to sign a paper form. In that case the Superintendent should send an email message to our office at computer.access@tea.state.tx.us requesting that a staff member be designated Secondary Request Submitter.  Please include the name of the staff member and the application. 
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