Frequently Asked Questions
About User ID’s for Web Applications
General USER ID responses:
e  Why should | have a User ID?
0 Anindividual should register for a User ID if they are a certificated teacher and need
access to their Educator Certification files. Once employed by a district, this same User
ID should be used if the individual is given responsibility that requires accessing web

applications for the district.

0 Individuals employed by a district should register for a User ID if their district
responsibilities require accessing web applications for the district.

e Howdo I getaUserID?

Visit https://k12apps.dese.mo.gov/weblogin/login.aspx to register for a User ID.
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IMPORTANT NOTICE:

Inactive Account - Received an email concerning your inactive account? If so, please click HERE for more information.

If you already have a User Name, enter it below. Click [LogIn]

User Name:
Password : [ Login

To view information available to the general public, Click
[View Public Applications] View Public Applications

If you do not have a user name and passward, Click Register
[Register] 9

If you forgot your Username/Password, or to reset your o
password, Click [Forgot Username/Password?] Forgot Usemame/Password

To have your account unlocked or te reset your password, please send your first and last name, user id (if known) and phone number to
inassi se.mo.qov. Staff will respond to your email between the hours of 7:30 - 4:00 p.m. M-F not including

holidays.

still have questions about logging in to Web Applications? You may also send a message to
webapphelp@dese.mo.qov providing your name, user id, school district name, phene number, and county-district code with your
request or call 573-522-3207. Please speak slowly and distinetly, and spell your first and last name.

Note: In order to keep user roles from becoming clogged with inactive accounts, after
13 months of inactivity a user will receive an email instructing them to visit their
account in order to keep it active. If a user does not do so, their account will be marked
inactive and will require contacting the Department to reactivate. The information is not
deleted immediately after 13 months, but users should be aware that this may happen.



TROUBLESHOOTING LOCKED ACCOUNTS

e If you enter the wrong User ID/password combination more than 5 times in a row, you are
locked out of your account for 30 minutes. You get this message.

éMissouri

= DEPARTMENT OF ELEMENTARY 6 SECONDARY

| EDUCATION.

District/LEA:

Account is Locked!

To protect the security of this sccount, we limit the number of unsuccessful attempts that can occur at one time. Piease allow 30 minutes for the security system to re-enable the sccount.

Please click the following link to continue to the DESE Login page.

“Missouri public schools: the best choice...the best results™

After waiting 30 minutes click on Reset Password or Forgot User Name/Password button, change
your password.

e |[f you forget your password, you will be asked the security question you choose and prompted
to enter the answer. Please be aware the answer to your security question is case sensitive.
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Forgot Username/Password?

To receive assistance with your username or password, please select one of the below
options:

1 have forgotten my Password: | Roguest My Password
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District/LEA:
5 Forgot Username/Password?
e
v
v
4 Enter the below information:
b
L User Name: [rest

Email Address: [test@tust.cam

[ cancet |

Answer the fellawing security question:

Guetion: What was the colar of yaur firet car?

[ Subma Cancel |

0 Note about security questions...remember it exactly!!!



o If I still cannot get into my account. What else can | do?

Please send an email with your first and last name, User ID (if known), and phone number to
webappsloginassistance@dese.mo.gov or call 573-522-3027 for assistance.

e What do | do if | have new information such as a new name or email address?

If you have new identifying information such as a new email address or change of name, the
user should log in and change the information.
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~ User Applications
} Cross-Divisional Systems
» Financial & Administrative Services
» Nonpublic System Only
» Office of Adult Learning & Rehab. Services
» Office of College and Career Readiness
» Office of Early & Extended Learning
» Office of Educator Quality
» Office of Quality Schools
» Office of Special Education
» Reports
¥ User Information
b User Manager
b Change Password
- I Edit User Profile
b Edit Security Question/Answer
{¥Report
b Logon/Logoff
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District/LEA:

4 User Information:
b Reset Password
b DESE HOMEPAge | oo
» Login Request Forms Current User Information:
Technical Notes
ibility

b Logon/Logoff

User Name:

First Name:
Last Name:
Email Address:

Mather's Maiden Name |

Date Of Birth:
(mm/dd/yyyy)

Save Changes and Continue

The district User Manager cannot make these changes for the user. If the user is unable to make
these changes, complete the Web Systems User ID Request Form
http://dese.mo.gov/dsm/websystemuserid.htm and send to the Department.

e Why did | get an email message about my account being disabled?

If your account is not used within 13 months, you will get a message that your account has been
disabled which you must contact the Department to unlock your account. You will receive a
Web Apps Password Reset email sent to the email address associated with the account. The
message has a link that is good for 24 hours. Click on the link and change your password.



I am changing jobs and going to work for a different district. Do | need to register for another
User ID?

Once an individual has a User ID and password, they should continue to use that User ID for all
access in whatever districts(s) they may be working for. Creating multiple usernames can cause
confusion and cause the system to deny access to Educator Certification profile pages,
Certification records, or applications.

I have a question not answered here. What should | do?

Send a message to webappsloginassistance@dese.mo.gov or call 573-522-3207. Provide your
name, User ID, school district name, phone number, and county-district code with your request.



