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FAQ’s

Security FAQ’s

How do | get access to TEAMS? (page 14)

How do I log into TEAMS? (page 15)

How do | change my password? (page 16)

What are the different TEAMS roles and what can they do? (page 19)
How do | work with multiple TEAMS roles? (page 20)

TEAMS Access

Use the TEAMS Security Form found on the Office of Public Instruction (OPI) School Staffing website to
request TEAMS user names, assign users roles, or to make any changes.

Only requests with the Authorized Representative’s (AR’s) signature are processed by the OPI. The
“Authorized Representative” is the official designation that indicates the person is responsible for
submitting official educational program documents and reports to the OPI. The OPI maintains a record of
the official AR designations and can identify the AR for the educational program, if needed.

Submit only one TEAMS Security Form per educational program (i.e., district).

The form is found under the “Technology Info” link at
http://www.opi.mt.gov/Reports&Data/Index.html?gpm=1_11, as shown below:
(return to FAQ’s)
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Home » Reports&Data » School Staffing/ TEAMS

Technology Information

5 = o T
TEAMS Security Form - Add/Change User Accounts &

Technology Info HOW TO:
Export an Excel 2007 File to CSV Format for Uploading T
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Log into TEAMS

1. Open the Internet browser on the local computer.
2. Navigate to the OPI website at www.opi.mt.gov.

Montana
Denise Juneau, State Superintendent

opi.mt.gov
| Home ‘ Programs ‘ Educator Licensur orts & Data rriculum & Assessment ‘ Resources | Finance & Grants Employment

Current Events It’s Native American
Heritage Month
Friday, November 15, 2013

Spotlight On:

Double-Testing
Waiver Granted

The Office of Public
Instruction has been
granted a testing waiver
from the U.S. Department of
Education in order to avoid
double-testing of Montana

As Montana’s state
GEMS - Dara Warehouse Superintendent, a member of
the Mandan and Hidatsa
Montana Students tribes, and a descendent of
the Blackfeet tribe, | am proud
of the great work that is
happening in classrooms
across Montana to recognize

Growth & Enhancement of

DART - Project Status
Update

2013-14 Facts About,

- . . students this school year
Montana Education the distinct and unigue v
cultural heritage of American and to allow schools to
Revised Chapter 55 i
Revised Chapter 55 ) ) smoothly transition to a
. Indians and provide accurate
Standards of Accreditatiof new statewide assessment
and authentic information
Posted in 2015,

3. Click on the “Reports and Data” tab.

Montana
Denise Juneau, State Superintendent
opi.mt.gov

Programs Educator Licensure

‘ Home Reports & Data Curriculum & Assessment | Resources ‘ Finance & Grants Employment

Home » Reports&Data » Reports and Data

Welcome to ...

Reports & Data

Welcome to the Montana Office of Public Instruction’s
Reports & Data web page. This site provides
resources and information about OPf's data collection
tools, formats, and schedules. It also links to reports
on student achievement, such as Montana's NCLB
Report Card and the National Assessment of
Educational Progress (NAEF), and to financial
information reported by school districts.

E OPI EMPLOYEE - LOGIN

Web Application Live Help &

OPI Core Data pecial Ed Data Enrollment Data

OPI Core Data

These files contain financial data reported to the Office of Public Instruction by school districts,
special education cooperatives and counties.

County Treasurers' Reports FP-6b /FP-10a/School Levies FP-9 &

4. Click on the “School Staffing” link.
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Montana
Denise Juneau, State Superintendent
api.mt.gov

Programs Educator Licensure Reports & Data Curriculum & Assessment Resources

‘ Home Finance & Grants Employment

Home » Reports&Data » Reports and Data

School Staffing Project

Since 2010, OPI has made significant strides in developing
Meontana’s statewide longitudinal data system for K-12 educatif.
Our efforts are focused on making reliable data and timely
information more readily accessible to educators and the public,

TEAMS Login 5
L

with the goal of promoting successful outcomes for students in
Montana’s K-12 schools.

The School Staffing Project is an integral component of the K-12 TEAMS Loain &
Data System being developed in Montana. The project integrates
with GEMS, Montana’s data warehouse for K-12 education.

» GENERAL INFO

5. Click on the “Teams Login” button.
6. Once the application is open, add the URL to the computer’s favorites to speed the navigation process
in the future.
(return to FAQ’s)

Change TEAMS Password

MSEIS/TEAMS Logi
Menbinia Offce ol Pubda Invirution
[ ——

Miroady Have A User Account? Logim Here:

« MSEIS User Manual

Contact MSEIS Usier Narm
s Support Password
LognToSystemn_ |
Forast Login Information? Login Here:

o W‘wwmbm o system by

CI-mmm-

1. Onthe TEAMS login page, click the “Forgot Your Password?” button.

Reset User Name Wizard @

You are completing the Reset User Name Wizard.

Please verify your email address.

z Email Addrass: )
Confirm Email
Address: Sy

Once you have entered the required information click the Next button.

@ Continue - Please continue the wizard

(© Cancel - Please cancel the wizard

/—\

3 l Next @

2. Enter the email address associated with the TEAMS user name and then confirm the email address.
3. Click “Next.”
a. An email is immediately sent with directions on how to reset the password.
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Greetings from Montana Office of Public Instruction!

We received a request to reset the TEAMS/MSEIS account associated with this e-mall address. If you made this request, please follow the instructions below.
If you did not request to have your 2ccoa

BiLi=lomarian

ink below to reset your user name using our secure server: 4

e and password are safe.

https://appstest.opi.mt.zov/SSO/UtilityPages/Utility.aspx ?Source=USERNAMERESET&Token=B66DA767-20B9-4262-BC27-E447F5986F59

e does not seem to work, you can copy and paste the link into your browser's address window, or r

Montana Office of Public Instruction will never e-mail you and ask you to disclose or verify your TEAMS/MSEIS user name or password, credit card or banking account number. If you receive a
suspicious e-mail with a link to update your account information, do not click on the link--instead, report the e-mail to the OPI for investigation.

Thank you for visiting Montana Office of Public Instruction.

4, Click the link in the email.

Reset User Name Wizard

©

You are completing the Reset User Name Wizard.

Please answer your secret question below and click on the Next button.

Secret Question: _Whatis the name of your first pet?

Secret Question Answer >

W

(04 ]

@ Continue - Please continue the wizard

() Cancel - Please cancel the wizard

6 ‘\ Hext @,

- |
@ Previous ) /

5. Answer the secret question.

a. The OPI does not maintain secret question answers.
6. Click “Next.”

Reset User Name Wizard

(77
You are completing the Reset User Name Wizard.
Please review the User Mame for your account below. Use this name as the
Username when accessing the system
W

7 User Name: >

@ Continue - Please continue the wizard

: ) Cancel - Please cancel the wizard

@ Previous -/'l

7. Confirm the user name.
8. Click “Next.”

.‘ Denise Juneau, Superintendent » Montana Office of Public Instruction » www.opi.mt.gov

Fall 2014 Page 5 of 14



FAQ

Reset User Name Wizard

You are completing the Reset User Name Wizard.

Please enter and confirm the password you would like to use to access the
system.

Your password must be between 8 and 20 characters long and consist of 3 types
of characters.

Once you have entered and confirmed the data click on the Next button

—

Password:
9 !

Confirm Password:

Once you have entered the required information click the Next button.

@ Continue - Please continue the wizard

(0 Cancel - Please cancel the wizard

= 7
@ Previous 7/‘ 10| Next @/

9. Enter a new password and confirm the password.
10. Click “Next.”

Reset User Name Wizard

You are completing the Reset User Name Wizard.

You are almost finished!

Your MSEIS/TEAMS Login account will NOT be reset until you click on the
Submit button.

Please click on the Submit button to continue.

@ Continue - Please continue the wizard

(© Cancel - Please cancel the wizard

@ Previous /‘

1 1 ‘ Submit 2

11. Click “Submit.”

(return to FAQ’s)
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TEAMS Roles

County Superintendent Role

Users with the County Superintendent Role can view the TEAMS data of all public school districts and
special education cooperatives located in his or her county. A county superintendent acting as an
Authorized Representative (AR) for a district must have an AR Role for that district in addition to the
County Superintendent Role.

A TEAMS Security Form is not required for the County Superintendent Role. All county superintendents
automatically have a TEAMS user name.

Authorized Representative (AR) Role

Only the official AR is granted an AR Role in TEAMS. The AR is the designation that indicates that the
person is responsible for submitting official educational program documents and reports to the OPI. The
OPI maintains a record of the AR designations and can identify the AR for the educational program, if
needed.

The AR Role can enter and submit all data within TEAMS.

Notify the OPI at OPITEAMS@mt.gov when the entity changes the AR. The previous AR’s account is
inactivated before a new AR account is created.

( - 5 ONLY the AR role can submit the TEAMS data to the OPI.

Human Resources (HR) Role

The HR Role can enter, upload, and amend data for the SEID Generator, the Terms of Employment (TOE)
and the Professional Licensure information. This role is typically assigned to the district clerk, district
business manager, and/or the district human resources manager, at the AR’s discretion.

Notify the OPI as soon as possible when user accounts are to be inactivated to maintain continued data
security.

District Data Entry Role

The District Data Entry Role can enter, upload, and amend the Teacher-Class data and all district and
school level accreditation screens for all schools of the district. This role is typically assigned to a county
superintendent, the district superintendent and/or the district clerk/district business manager, at the AR’s
discretion.

Notify the OPI as soon as possible when user accounts are to be inactivated to maintain continued data
security.

" Denise Juneau, Superintendent » Montana Office of Public Instruction - www.opi.mt.gov

opi.mt.gov

Fall 2014 Page 7 of 14


mailto:OPITEAMS@mt.gov

T

Y
/BN 'Op) SCHOOL STAFFING Roles

School Data Entry Role

The School Data Entry Role can enter, upload, and amend the Teacher-Class data and all school level
accreditation screens for one or more assigned schools of the educational program. This role is typically
assigned to school principals and school secretaries, at the AR’s discretion.

Notify the OPI as soon as possible when user accounts are to be inactivated to maintain continued data
security.

District/School Read-Only Role

The Read-Only roles allow a user to view the same data as the Data Entry role. This role cannot enter or

change data and has limited rights to view data and reports. This role can be assigned to any employee of
the educational program.

Notify the OPI as soon as possible when user accounts are to be inactivated to maintain continued data
security.

(return to FAQ’s)

Working With Multiple TEAMS Roles

OFI . ) . )
[ )] T EAM SSCHOOL Terms of Employment .\ﬂ-.rf-. n| odu:::
- STAFFING JT— O
R e )y ey ey e
HOm e e ecaiien™™013-201s

r TEAMS User Role(s):

rmead (04) Lim

3 K-12 Schools {D005) {DestrcthuthoniTedRaprasantat

4 07 [County Superintendent)
CFTNggeatation User (DPACCreditanee) 1

Many TEAMS users have multiple roles. Since each role
has different access in TEAMS, users may have to
change the role to complete the work in the TEAMS
system.
1. View the roles that have been assigned to a
user on the TEAMS Home page.
2. View the current role that is being used in the
upper right hand corner on all screens of TEAMS.

(return to FAQ’s)
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SPECIAL SCREEN
Career and Technical Education (CTE) Screen *

The CTE information collected in TEAMS is used for Carl Perkins accountability reporting and factors that
determine the State CTE (State VoEd) allocation. Therefore, it is imperative that the information
submitted is complete and accurate. Any high school district planning to apply for Carl Perkins and/or
State CTE (State VoEd) funding for next year (2015-2016) should submit the additional data in TEAMS for
all current CTE programs at their high school.

Roles That Have Access to the CTE Screen
County Superintendent (read-only)

AR (Authorized Representative)

District Data Entry

School Data Entry

District Read-Only

School Read-Only

X3

S

X3

%

X3

%

X3

%

X3

S

X3

8

CTE Data Link

The CTE screen pulls information from the Teacher-Class data.

CTE Process *

¢ Locate the CTE screen.
Step 1

¢ Select a school.
Step 2

Step 3 e Complete the Career and Technical Education Eligibility section.

Step 4 e Complete the Career and Technical Education Teachers section.

Step 5 ® Complete the Career and Technical Education Course section.

* Repeat Steps 3 - 5 for EACH school in the district.

Step 6

" Denise Juneau, Superintendent » Montana Office of Public Instruction » www.opi.mt.gov
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Step 1: Locate the CTE screen.

o T E A M S ggll-IOOL Terms of Employme
- STAFFING '
ZT T

m *@ District @ School ¥ SEID Search @ UserManual i Submit Screen _
CTE “

County: - School System: © « District: » School:
The selected school has manual upload submission enabled.
Teacher - Class HQT P/ PIR Hours Indian Education @

Note: Disregard the green background, the screen shots are taken from our test system.

1. Onthe “Home” row, click the “School” tab.
2. Click the “CTE” subtab.

Step 2: Select a school.

o T E A M S gcl}II-IOOL Terms of Employme
m STAFFING '

m i District | T School | 1@ Reports | [ SEID Search | @ UserManual | B Submit Screen _

CTE

County: - School System: © - District: (Schc—c—l: 1 )
The selected school has manual upload submission enabled.

Teacher - Class HQT P1/ PIR Hours Indian Education CTE

1. Select the school.
a. No data will show on the screen until a school is selected.
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Step 3: Complete the Career and Technical Education Eligibility section.

Career and Technical Education Eligibility
(Click to view)

Information provided on this screen is used to determine eligibility for state secondary Career and Technical Education appropriation for the next fiscal year and for Carl D. Perkins
accountability reporting.

-
1< _ D
ProgramsWere ’W
Select all programs your school offers: . "
Agriculture Education ( 1 b Remove )
O —
Did your high school or CTE program conduct a scheduled curriculum review

during the school year that resulted in a change in your approved Big Sky
Pathways?

3 [saellCaned]

1. Click in the drop down box to select a program at your school.

a. If you have more than one program at your school, you will need to select them individually.
b. If you need to remove any program from the list, click on the “Remove” button next to the
program.
2. Select either “Yes” or “No” that your high school or CTE program conducted a scheduled curriculum
review during the school year that resulted in a change in its approved Big Sky Pathways.
3.

Click the “Save” button to save the record or click the “Cancel” button to cancel changes.
4. If the Save is successful, you will see the following message.

The Eligibility record has been successfully saved.
| save || Cancel |

|

NS 7

~ ~ The screens in TEAMS typically refresh quickly between mouse clicks. If you are moving
= very quickly (faster than the refresh) and it appears nothing occurred after your last click,

N\

click again and pause for a second to give the system a chance to catch up with you.

(4
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Step 4: Complete the Career and Technical Education Teachers section.

Career and Technical Education Teachers
(Click to view)
The following list of instructors includes every Teacher of Record associated with a CTE course, as listed in the school's Teacher-Class. Any changes to the instructors listed in this table
must be corrected on the Teacher-Class screen. The remaining fields must be edited with the following information

Does instructor have an extended contract (for supervision of CTE students
beyond the school year)?

For how many days is the contract extended?

4 [svel[Ganea ]

Instructor SEID | Endorsement(s) Held License Expiration Educator Extended Days

Name Date Email Contract Exlendeq/ \
Automotive Technology, Building Trades, 6/30/2016 1 Select
Welding
Automotive Technology, Building Trades, 6/30/2018 Select
Welding

1. Click the “Select” button to add/edit the contract information for the teacher. If you have more than
one teacher at your school, you will need to select them individually.

2. Select either “Yes” or “No”, whether the instructor has an extended contract (for the supervision of
CTE students beyond the school year).

3. If the instructor has an extended contract, enter the number of days the contract is extended. If the
instructor does not have an extended contract, this field will remain inactive.

4. Click the “Save” button to save the record or click the “Cancel” button to cancel changes.

5. If the Save is successful, you will see the following message.

The teacher record has been successfully saved.
| save || Cancel |

\
9\
=

TIP: If your district has a lot of records to edit, click on the
Extended Contract column header after entering your first
record. This will automatically bring any record with an
empty extended contract field to the top of the table.
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Step 5: Complete the Career and Technical Education Course section.

Career and Technical Education Eligiblity
(Click to view)
The following list of courses includes every CTE course being taught by an educator with a CTE endorsement, as listed in the school's Teacher-Class. Any changes to the courses listed in
this table must be corrected on the Teacher-Class screen. The remaining fields must be edited with the following information:

Total number of males enrolled in the course, as of the October AIM count lII
date.

3 [SavellConcal]

Course Instructor Name | Section | Total Enrolled | Males Enrolled | Females Enrolled | Grades | Term | Class Minyﬂ—\
10004 Computer Applications 1 1 09-12 SY1 8100 1 Salect
10201 Web Page Design 1 7 11-12 SY 1 | 100

17003 Carpentry 1 5 09-12 SY1 8100 Select

17003 Carpentry 2 13 0912 | SY1 | 8100 Select
17003 Carpentry 3 8 0312 SY1 8100 Salact

17003 Carpentry 4 7 0912 SY1 | 8100 Select

17003 Carpentry 5 7 0912 SY1 8100 Select

1. Click the “Select” button to add/edit the enrollment information for the course. If you have more than
one CTE course at your school, you will need to select them individually.
2. Enter the number of males enrolled in the CTE course, as of the October AIM count date.
Click the “Save” button to save the record or click the “Cancel” button to cancel changes.
4. If the Save is successful, you will see the following message.
The course record has been successfully saved.
| save || cancel |

w

v/
~ ~ If your district has a lot of records to edit, click on the Males Enrolled column header after
~ entering your first record. This will automatically bring any record with an empty males
NS b enrolled field to the top of the table.

Step 6: Repeat Steps 3 through 5 for EACH high school in the district.
\ v
\
= 9 ~_ Remember to change the school name.

~

o T EAM Sggll'IOOL Terms of Employme
- STAFFING '

CTE

County: - School System: © « District: (School: )
The selected school has manual upload submission enabled.

Teacher - Class HQT P/ PIR Hours Indian Education CTE

([
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TEAMS NAVIGATION

Do Not Use the “Back” Button

++» Do not use the browser’s “back” button. The page will “expire” and the user will have to refresh the
Web page, and then click “Retry” to load the page again.

++» Do use the TEAMS screen navigation commands (e.g., “Cancel” links or screen tabs) to move around
in the application.

Selecting a School System, District, and School

OPI
o TEAMS sz
m STAFFING

Annual School Teacher Class Information

( School System: 1 Disfrict: z - School: 3F'Iease Select D

1. Select a school system.
a. If reporting for educational programs in more than one system, click on the "School System" box
and select the district, cooperative, or other accredited school from the pull-down list.
b. The “District” box will open.
2. Select a district.
a. If reporting for educational programs in more than one district, click on the "District" box and
select the district, cooperative, or other accredited school from the pull-down list.
b. The “School” box will open.
3. Select a school.
a. When working in the Teacher-Class or any of the school level accreditation screens, a school must
be selected before data will show on the screen.
b. Click on the “School” box and select the accredited school from the pull-down list.
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