TEEX Online TCOLE Licensing Registration — eloken

TCOLE licensing courses offered online by TEEX currently include:

e Basic County Corrections (LET305)

e Basic Jail Certification for Texas Peace Officers (LET309)
e Public Safety Telecommunicator (LET543)

e Texas Supplemental Peace Officer (TPA102)

Item 1: Course Access Point

Utilize the registration button on the course webpage or the direct link provided for a course retake
as sent by the TEEX LAW customer care team.

Item 2: Login to myTEEX Student Portal

After clicking the registration button, the myTEEX Student Portal login page will appear. Login with
your credentials.

Note: If you do not have existing credentials and need assistance concerning the myTEEX Student
Portal, you can refer to this resource: https://teex.org/resources/student-portal.

Item 3: Class Registration

The system will display the class registration details for the course you selected. Click Continue.

Item 4: Review Participant Information

Review your TCOLE PID to ensure that it is correct. Continue reviewing your participant information.
TEEX is only authorized to email you at the email address provided on your participant record.
Ensure that your complete/full legal name is included with proper capitalization. This name must
match your TCOLE Declaration of Licensing Course Enrollment Eligibility (DOLCEE) Form and
TCOLE Law Enforcement Agency Audit Checklist, or a TEEX LAW customer care representative will
contact you for a resolution. Ensure that all required fields are properly entered.

In the Contact Information heading, confirm your mailing address. TEEX LAW customer care
recommends that you enter your personal mailing address; however, if you prefer to include your
employer address that is permissible. TEEX is only authorized to mail items to your official address
on file on your participant record. Click Continue.

ltem 5: Process Order Details

The order details page will appear. You must check the box and agree to the payment options terms
before being able to advance. Click Finish.
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Note: The page will show that no fees are due at this time as TEEX will be vetting your enrollment
registration details and the documents that you upload. Once you are vetted later in the process
you will be prompted for payment.

Item 6: Initial Registration Gateway Complete

A new screen will appear with your registration confirmation details. You will receive an automated
email with the details reflected on screen.

Item 7: Courses Pending Verification Dashboard

Please return to your myTEEX Student Portal dashboard by clicking the Dashboard icon in the upper
left corner of the gray bar. On you dashboard, you will see a Pending Verification heading and your
class will be listed in your available options. Click on the upload icon.

Item 8: Participant File Upload
**Documents must be uploaded to your myTEEX Student Portal account within 48 hours **

A pop-up will appear to prompt you to upload your file(s). Ensure your required forms are properly
filled out, signed, and ready for upload.

Upload the TCOLE Declaration of Licensing Course Enrollment Eligibility (DOLCEE) Form and
TCOLE Law Enforcement Agency Audit Checklist as separate items with the file naming convention

of “Last name, First name File Name.” Example file names are as follows:

e Doe, Jane DOLCEE Form
e Doe, Jane TCOLE Audit Checklist

To upload your file, click and drag the item into the upload options box.
Note: Only one (1) file can be attached at a time.

The file will appear in the upload options box and can be removed and reloaded if needed before
the upload occurs. Click Upload Now and the file will process.

You will briefly see a message on the screen if the upload is successful.

You will need to repeat the drag and drop process to upload each document individually so that the
documents can properly attach to your participant record.

Note: For enrollments in LET543 Public Safety Telecommunicator, a copy of the CPR certificate/card
should also be uploaded with the file naming convention of “Last name, First name File Name” with
an example file name of “Doe, Jane CPR Card.” Additional details concerning the CPR card can be
found on the course webpage.

If you encounter any issues, please refer to the “Have Questions or Issues?” heading at the
end of this document.
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Item 9: Participant File Upload Confirmation

You should confirm that all files are uploaded successfully by reviewing the upload repository
within the pop-up to ensure alldocuments appear in the Loaded Documents listing.

Item 10: TEEX Participant Vetting

Following the submission of all of your documents, a TEEX LAW customer care team member will
review your participant record and all documents submitted. There are two status options that will
occur:

e Documents Approved: The participant record and documents are approved, and the student
can proceed with payment and final registration.

e Additional Information Required: The TEEX customer care team has questions or issues with
your documents and/or your enrollment request.

e Not Eligible for Enrollment: Enrollment actions will be terminated, and the student will not
be able to register or proceed further in the process.

Documents Approved

If everything is correct with your record and documentation and you are approved to proceed with
the payment and final registration steps, you will receive an automated email notifying you of the
approval and the request for payment.

**Payment must be completed in your myTEEX Student Portal account within 48 hours.**

Follow the steps outlined in the email and login to the myTEEX Student Portal. The on-screen
prompt will guide you to login and pay now.

A new screen will appear to initiate the payment process. You will need to select “EToken” in the
“Forms of Payment” field.

Enter the eToken number. The eToken is generated by TEEX LAW and is provided to you by your
agency point of contact. Please contact your agency point of contact for assistance. A sample
eloken formulation is as follows: 9CFEDF2-29D7B40-E001.

Note: You will not enter the eToken number listed here on this document into the eToken field.

Click Process Registration. You will receive a confirmation message on the screen.

Additional Information Required

If TEEX LAW has questions or issues with your documents and/or your enrollment request, a TEEX
LAW customer care team will make a notation, and you will receive an automated email notifying
you of the status of your registration.

**You have 48 hours to follow-up with TEEX to clarify any questions or issues.**
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The course will disappear from your myTEEX Student Portal dashboard Pending Verification
heading. You must contact TEEX LAW to resolve the issue. TEEX LAW customer care will explain any
issues concerning your documentation or participant account.

After discussion with the TEEX LAW customer care representative, your enrollment status may be
put back into a prospective status and the course will re-appear on the myTEEX Student Portal
dashboard Pending Verification heading. This will allow you to upload any additional documents
required and/or update your student record. If the TEEX LAW customer care team is unable to
adjust your status back to prospective you will either be provided additional guidance or told to
re-enroll in another offering.

Note: A student cannot re-enroll in a course within the same calendar month.

This cycle will continue until a resolution is achieved and the student re-enters the process as
“Documents Approved” (follow the steps outlined above in the prior section) or the student is
determined “Not Eligible for Enrollment.”

Step 11: Course Launch

Once payment is received, you will be in an enrolled status and the course will move to your
myTEEX Student Portal dashboard Enrolled Courses heading. The course will show the start and
end date for your enrollment period. Click the Launch button to start the course and access the
course materials.

Have Questions or Issues?

If you encounter any issues with uploading your documents or completing the registration process,
please contact TEEX LAW by using the email button within your myTEEX Student Portal.

A pop-up will appear. You have three (3) options to select for contact request reasons. Please
specify if you are:

e havingissues uploading documents,
e waiting, or need clarification on your registration, or

e need general assistance.

Please be as specific as possible in your comments. You will receive a response by email to the
email address provided on your participant record. If you do not have a response within 24 hours,
give us a call at (800) 423-8433.

You may also refer to the detailed directions which include screenshots associated with the items.

An additional resource that you can refer to concerning the myTEEX Student Portal is:
https://teex.org/resources/course-registration-fags.
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