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How do I get started?

Nothing new here.
Each school uses their TE Code and 
Password to log in…
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You can 
now 
logout 
from 
the top 
or the 
bottom
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Need to update 
and/or 
Update your profile?  
Check here 

Need to update 
and/or review your 
data?  Check here
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Mandatory Institutional Profile

Review and update at least annually when completing your Annual Report.
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Add Institutional Overview information
When asked to add 
overview information 
about your school -- this 
is where the overview is 
typed.  The 250 word is a 
guide, currently logos or 
other jpeg files can’t be 
loaded.
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TE Report, Forms and Intent to 
Withdrawal

These instructions are
For TELO’s review.
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TE Special Programs defined here

Tuition Exchange members can offer free housing 
and earn one import credit for each two semesters 
of housing.

TE-GO stands for Tuition Exchange Grant Opportunity. 
The 2015-16 nomination period has closed. 
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TE Menu 
Updated

1

2

3

4

You can logout here too

And this takes you to 
the TE Homepage

Email works from here too
– check it out!
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Editing Students – NEW                    Section 1

Pick a number 1- 8

Select a start term

This is where you 
indicate Traditional 
student OR Double 
Credit Program.

Example of editing 
or adding a NEW 
student.

Still a drop down box 
listing all the eligible 
TE members. 10



Editing Students – Double Credit Students

You select Double Credit 
Program Button.

Using the dropdown box you
select the Exchange Program.
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TE Reports Menu Section 2

Want a TELO’s email address check here 

Families want to know a specific TELO – check
this spot.  Please don’t share phone numbers.

A quick way to locate just one or two TELO’s.
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TE Reports Menu Section 2

 TE Members on Alert or Restriction

 11 TE members on Alert

 Can continue to export

 6 TE members on Restrictions

 Cannot export

 If your school is on Alert or Restriction – consider signing up for E/I 3

 Contact Janet or Bob Shorb for additional information.
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TE Annual Report – Import Section

New option to include
DC 3 students – use the
Editing Student option.
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TE Annual Report – Bottom Section 
Double Credit 3 

Each year, your DC 3 students will 
be listed.  
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TE Annual Report – Export Section
You can now recertify any 
eligible student when you do 
the Annual Report and know 
you did it.  E-mails are sent to 
the student and parent’s 
email(s) on file.

You cannot recertify any student
with an expiration date of 1/1/YY 
or 6/1/YY – no more deletes or 
Duplicates.

E/I 3 schools may indicate up to three E/I 3 students annually.
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TE Annual Report – Export Section E/I 3

You mark your E/I 3
students.

The system keeps track of your E/I 3 options.
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TE Annual Report – Bottom Section
Export/Import 3 

And just like DC 3, the E/I 3 students 
will be listed.  
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Balance Sheet updated too

These are new sections.  They can 
help you determine your credits 
and standing with TE Central.

Use the formula to determine your standing.

Remember Imports give 
you power to export!!!
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Balance Sheet updated too continued

The percentages are included on the Balance Sheet –
to help you better understand your TE standing.
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Continuing Scholars for Next Year report

This section provides you the
numbers needed to determine
your standing without any new
students.  

Remember IMPORTS give you power to EXPORT!!!
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Import and Export Listing

This report is another place
where you can “work” your
students for E/I 3 and 
Recertification.
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Membership Dues and Participation Fees 
Section 3

 For 2015-16 Dues remain at $500 for the year

 Participation Fees remain at $35 for each export

 For DC 3 schools a $35 fee for each DC credit.

 Optional Set-Rate for 2015-16

 $33,000
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Example of Membership Dues invoice

Date TE Central posted your 
payment.  If there is a date –
your dues are paid.

Please contact Kristine Lev, at 
Klev@tuitionexchange.org, with
questions regarding Dues and P-fees.
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Example of Participation Fees Statement
You can and should print a
copy of your P-fees statement.

All P-fees are now on the official
TE Invoice.  No separate Invoice for
DC 3 fees.

Every time you update or adjust
your Annual Report – check the P-fees
Invoice for changes to your balance
due.
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Online Forms Section 4

 Scholarship Certification and Application

 Scholarship Recertification

 Withdrawal/Leave of Absence/ Loss of Eligibility

 Form Deletion
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Online Forms

TE Hint – spell out full first name.

This needs to be 4 numbers 
it does not have to the 
student’s ssn last 4.

Important for purposes of
Communication.

Must be whole numbers.

27



Online Forms

One more time – confirm that all the
Information is correct.  

If the student wants to apply to several schools
hold down the Control key as you highlight the
selected schools.  Should the student come back
later with additional schools – you will need to
create another application.
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Example of email sent to parent for new 
TE application

All schools where the
application are sent is
listed here.

Student’s name 
is listed here

Another reason why the family 
needs to know the best
contact information. TE Central 
does not share phone numbers.

Generic, unmonitored email address – replies are not reviewed or responded.
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Online Forms continued

This is a first time student’s
Application.

FYI

In live 
production this 
is two different
TE member 
schools.
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Online Forms continued

This is where you CLAIM the student
once the student pays the deposit or
enrolls.

By clicking ADD STUDENT – the 
student moves to your Annual 
Report.

By clicking WITHDRAW 
APPLICATION –
the student is removed from your
list of considerations.
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Online Forms continued
This information is provided
once you click the 
ADD STUDENT button. 

Confirm that all is correct and
click the Submit Info button 
again.

You must click Fall or Winter

Traditional student means
any eligible student seeking 
TE award consideration.
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Online Forms continued
When using this form it is important to
understand the terms:
Approved – YES from my school
• Must select tuition
Rejected – NO from my school
• Must select N/A
Wait List – pending at my school
• Must select N/A and update once the 
final decision is  determined

Withdrawn – is not available in 
this area

Emails are sent to the Export TELO
when the student’s status changes
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Online Forms continued

 Examples of emails sent to TELO(s) when TE applicant is rejected or wait 
listed.

Note – this is sent to ALL TELO’s listed at the individual member school.
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Online Forms continued

Example of email sent to the TELO at the school where the current student is recertified.

This link takes the TELO to the TELO login portal.

Again, this email address is not monitored.  
Please contact Janet directly with questions.
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Online Forms continued

This student needs to be 
recertified.

Once certified – this box won’t let you click it again!
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Online Forms continued

You can now delete duplicates!
Select the import school and use the
student’s TE ID and Click Next.
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Online Forms continued

Click on the application you wish to delete.
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Online Forms continued

Update the No to YES and hit
Submit.  The student application is
gone.  
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E-mail Communication update
 Hopeful that the email issue is now operating as planned

 Students and parents will receive notifications for
 Initial application on record and will be provided a list of schools 
 Recertified

 Exporting TELO’s – primary and backup
 Initial application reviewed – Accepted, Pending or Rejected. 
 Email for the action of Withdrawal, drop or delete 
 Email will include name of IMPORT school name performing the action. 
 Email will include the web link in the body of the email.

 Importing TELO’s – primary and backup 
 When Recertification is completed by Exporting school
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Reports – Students with more than 3 TE 
app requests
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Reports – Students with more than 3 TE app 
requests
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Reports – Student Export Information
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Reports – Student Export Information

Want biographical information about your students?  
Contact TE Central – we can quickly gather it for you.  
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Reports – Total TE Applied vs Enrolled 
This is a new report – our data collection will begin Fall, 2015 and forward.
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Reports
 TE Central wants to provide you valuable data

 Please send any report suggestions to Janet

 TE Central will add reports as time and finances allow
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Recap
 The portal is a constant work in progress.
 Still working through some bugs – if you find any please share with Janet 

ASAP

 Please send Janet your requests and suggestions.

 All questions will be answered and posted soon.

 Thank you for your help and patience with our new portal.

47



One last reminder
 Webinars are recorded and available inside the TELO Only Forms section of 

the website.

 Today’s handout provides you instructions on how to access this private 
section.

Contact information:

Janet Dodson Bob Shorb

jdodson@tuitionexchange.org rshorb@tuitionexchange.org

402.418.1081 Kristine Lev

klev@tuitionexchange.org
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Thanks for joining us – we look forward to having you join us again in 
April.  Our scheduled topic is FERPA.  Be watching for your GoToMeeting invitation
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