PASSWORD CHECKLIST

	Access Required
	Date of Application
	Date Received
	User Logon
	Password

	ACA Reporting TCC (Transmitter Control Code)
	
	
	
	

	Bank Access 
	
	
	
	

	Computer Access 
	
	
	
	

	EFTPS (tax payments)
	
	
	
	

	Encrypted Signatures (if applicable)
	
	
	
	

	ESC, Region 14 – TxEIS Business Website Documents
	
	
	
	

	ESC, Region 14 – PitStop Professional Development
	
	
	
	

	IRS FIRE (1099’s)
	
	
	
	

	Social Security Business Services Online (W-2s)
	
	
	
	

	TASB HR Services (if applicable)
	
	
	
	

	TEAL/TEASE
	
	
	
	

	Texas Dept. of Public Safety (Criminal History)
	
	
	
	

	TEXNET (TRS payments)
	
	
	
	

	Time Keeping System (if applicable)
	
	
	
	

	TRAQS/TEAM (TRS reporting)
	
	
	
	

	TSDS (PEIMS reporting thru TEAL)
	
	
	
	

	TxEIS
	
	
	
	

	TX-UNPS (Child Nutrition)
	
	
	
	

	Well Systems (TRS Active Care)
	
	
	
	


Disclaimer:  This list is intended to be a Business Office resource.

There may be additional passwords needed and/or they may change frequently.
BANK ACCESS

You will need to contact your bank to obtain access to online account access.  You will need to be able to see all accounts, transfer money between accounts, and send payroll for electronic fund transfer (eft) for those employees electing to have their checks electronically deposited into their accounts.

COMPUTER ACCESS
This is the logon information to get into your computer (and access the network.) 
EFTPS ONLINE

EFTPS Online is the official website of the Electronic Federal Tax Payment System (EFTPS).  This free service provided by the U.S. Department of the Treasury, allows all federal tax payments to be made electronically. You will use this system to make all tax payments. 
To enroll in EFTPS, you'll need the following information:

· Your Taxpayer Identification Number (TIN)

· Your financial institution information

· your financial institution's RTN (Contact your bank if you have questions about their RTN (Routing Transit Number.)
· your account number

· your account type (checking or savings).

Enter all information at: https://www.eftps.com/eftps/enrollment/new-enrollment-flow?execution=e1s1. After your information is validated, you will be presented with an Enrollment Confirmation page that includes an Enrollment Trace Number. Print the page for your records.
· Confirmation materials will be created and mailed to the primary contact within 15 business days.

· Your Personal Identification Number (PIN) and instructions on how to obtain your Internet Password will be mailed to your official IRS address of record (this is the address that appears on your tax return or IRS documents).

ENCRYPTED SIGNATURES

Some districts sign checks electronically rather than manually.  Check signers may include board members, the superintendent, or other school officials.  Signatures are encrypted in TxEIS and are password protected to ensure security.  You may have multiple check signatures, but refer to your local policy to determine how many and which signatures are used.  Checks can display up to three signatures, though most districts use only 1 or 2.  Contact Region 14 TxEIS Business Consultants for assistance.
ESC REGION 14 - TxEIS BUSINESS WEBSITE DOCUMENTS
All of Region 14’s workshop documentation as well as other resources are available on our website.  Access from our Home Page (www.esc14.net).  On the left hand column, select CBS - Business Services.  Webinars and Documents for TxEIS Software Support are found on each application in TxEIS.  Most of the information found on these pages is available for review without need of a password, however, a few require a username and password.  Your username and password for Google should grant you access.  If not, contact TxEIS Business Support staff for assistance.
ESC REGION 14 - PITStop PROFESSIONAL DEVELOPMENT 
The Education Service Center, Region 14 offers many training opportunities during the year.  You will need to register for these ahead of time from our Home Page, (www.esc14.net).  Select PITStop Home from the top row. You may also browse the catalog to see workshops offered or select the register link to sign up for workshop sessions that you know by session number.  Contact information is listed for each session.  These contacts can answer any questions you have about a particular workshop or contact Misty Bloomingdale at 325-675-8672.

IRS FIRE

In order to file 1099s online, you will need access to the IRS FIRE website.  Register as a new user at:  http://fire.irs.gov.
SOCIAL SECURITY BUSINESS SERVICES ONLINE

In order to file W-2s online, you will need access to Business Services Online (BSO) on the Social Security website.  There are other services available that may be of use to you once you’ve been granted access.  Register as a new user at: http://www.socialsecurity.gov/bso/bsowelcome.htm.
TEAL/TEASE

TEA requires a logon for some information and reporting.  Most of those items requiring logon info are found within TEAL (TEA Login) or TEASE (TEA Secure Environment.) Access must be requested online at https://tealprod.tea.state.tx.us/.  On this page, you’ll see a link for Requesting a New User Account as well as links for Help with the Request.  
User will have one user name, but may have access to multiple applications.  A new user will receive an e-mail messages that includes the username, password, and instructions. Please allow 2 to 3 weeks for processing. 
At a minimum, you will generally need TEAL/TEASE access for the following:

· 21st Century Community Learning Centers (if your district has a 21st Century CLC Grant)

· Audits & Indirect Cost Rates (AUDIT)

· Electronic Grants (eGrants)

· Expenditure Reporting (ER)

· The Financial Integrity Rating System of Texas (FIRST)

· Foundation School Program (FSP) – including any of the following that apply:

· Chapter 41 User (If needed)

· District Approver (usually the Superintendent)

· District Viewer (for those who need view only access)

· Staff Salary User (to submit Staff Salary Data Report each month)

· Transportation User (to submit transportation reports as required through out the year)

· Perkins Grant Application (PGA)

· Superintendent Approval Form (SAF) for Superintendents only
· PID, the Person Identification Database
· TSDS for PEIMS submissions
TEXAS DEPT. OF PUBLIC SAFETY

You are required to run a criminal history background check on all employees, as well as all volunteers who could have contact with students.  User logon and passwords may be obtained on their website:  https://records.txdps.state.tx.us/DPS_WEB/Portal/Account/login.aspx?PageIndex=LoginRedirect.  Please be sure you are using the CRS Secure Site in order to obtain a complete history.  

TEXNET

TEXNET is the Internet system for authorizing electronic funds transfer.  You will use this system to make various payments including TRS contribution amounts, TRS Active Care, buy back, new member payments, and pension surcharge payments.  

Access to TEXNET may be obtained through their website at: https://texnet.cpa.state.tx.us/AcctActivation/Enrollment.aspx.  You will need to know your 11 digit taxpayer number and the zip code on your tax record.

TIME KEEPING SYSTEM (if applicable)

If your district utilizes a timekeeping system such as Time Clock Plus or KRONOS, you may need to contact the vendor to ensure you are set up properly to obtain the necessary information from their system.  If your district uses TimeKeeper and/or TimesAway through Region 14, contact David Watkins at 325-675-7009 or dwatkins@esc14.net.
TEAM/TRAQS

TRAQS is an acronym for TRS Reporting and Query System. It is a web based, on-line application developed to provide TRS reporting entities (school districts, institutions of higher education, charter schools, and education service centers) with a method for submitting required information to TRS via the internet. TRAQS is being replaced with TEAM in September 2017.
TRAQS/TEAM allows reporting entities to submit data to TRS and to view the results of processing that data. Through the query function of the application, reporting officials or their designated representatives can see the status of the reports that they have submitted and view details concerning any problems that exist which may require their attention. This lets them readily make necessary corrections and resubmit data to speed completion of report processing.

To gain access to TRAQS/TEAM, the Superintendent must submit a TRAQS Authorization Information Form to TEA, authorizing access to the Business Manager The form may be downloaded at: http://www.trs.state.tx.us/reporting/forms/form_597.pdf.  To gain access to TEAM, please contact the TRAQS coach for your district.  If unknown, contact TRS at REOutreach@trs.texas.gov.
TSDS

TSDS is an acronym for the Texas Student Data System. It is used for reporting data on staff, students and financial data through PEIMS submissions.  District have a PEIMS coordinator who may submit all files, however, often districts choose to give access to several individuals so data can be sent by the people who frequently work in it.  Contact your district’s PEIMS Coordinator to find out if you need this access.  If so, they can assist you in getting the specific access you will need.
TxEIS
Your username and password will be established by a security administrator in the TxEIS software.  Security administrators will issue a generic password and require users to update to a new password that is 8-12 characters in length, and contains at least one upper case letter, one lower case letter, one number and one special character.  Passwords must be changed every 90 days.  TxEIS will remember the current password, plus the past two passwords.
TX-UNPS (CHILD NUTRITION)
Application agreements and monthly reimbursement claims must be submitted through TEA’s Child Nutrition Program Information Management System (CNPIMS).  User names and passwords can be obtained at: http://www.texasagriculture.gov/Home/TXUNPS.aspx
WELL SYSTEMS (TRS INSURANCE)
If you have a Third Party Administrator such as US Employee Benefits Group or First Financial that handles insurance, you will simply need to contact them to see what access you might need.  If not, or if you do not have your third party administrator overseeing health insurance benefits, you will need access to Well Systems to add, delete or modify TRS Active Care information and to receive the health care bill.  You can sign up for a new account at https://www.wellsystems-mesa.com/ 
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