Educational Surrogate Web System
User Manual - Surrogate

The use of the Educational Surrogate Web System is required by schools when requesting assignment and managing students
needing educational surrogates. Educational Surrogates can manage his/her caseload within the system. If you are an
Educational Surrogate and you do not have a Web Application user ID or you have any questions about the system, contact the
Office of Special Education Compliance at 573-751-0699. (Note: your pop-up block will need to be turned off to use
WebSurrogate System.)

Accessing the Educational Surrogate Web System
Visit http://dese.mo.gov and log into the Department’s Web Application menu.
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The first time you enter the system, you will be required to reset your password. Click on the Forgot Password/ID link and
follow the prompts.
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" Forgot Username/Password?

Enter the below information:

ser dame: [sdosmana

Emai Address: |dmldmond§dm ma gav

Answer the ollowing security question:

Questian: What is the middie name f yeur yeonpest child?

An e-mail with a link to reset your password will be sent to you immediately. Click the link in the message and follow the
prompts.

You will be taken to the WebSurrogate Home: Caseload screen. This screen will list all students currently active and assigned to
you. It will also provide the school where the child attends.

WebSurrogate Home

Caseload

Select 2 student from your caseioad to review data, maintain notes, ee.

Oplions

= My Account

Documents

8074 7 Activa * ACH-FFT Application

e I
‘ 048077353 Active

048074453 Agtive

048078-347 Active

048074-560 Active

048074-556 Active

CAB0T4-550 Active

(HMB8074-555 Active

CAR0T4-457 Active

048074-423 Active

048074564 Active

048074-562 Active

048074-563 Active

When you select a student from the list, the Maintain Student screen will appear. This screen will give you a link to contact the
district and a place to enter case notes for the child. The schools do not see the case notes.

Maintain Student

LEA: GRANDVIEW C-4 [Send &-mail to LEA contact]

b status Active

Netes:
&dd Note
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You can also manage your account information by clicking on the ACCOUNT link on the home screen.

WebSurrogate Home
Caseload Ty
Seloct 3 student from your caseload to review data, mamtain notes, etc. Uul|0"5 |
* My Account _
Nome LE: | Select LEA [] Stebess (A0 Curiern |
Sltiact B Documents
(HAOTA-55T Active « ACH-EFT aApplication
048072-246 Active %E-_Erlf-'ﬁi;n:- Raport
048077-353 Active
048074453 Active
(4BO78-347 Active
048074-560 Active
048074-556 Active
CAB0T4-550 Active
(MBO74-555 Active
04807 4-457 Active
048074-423 Active
048074564 Active
048074-562 Active
048074-563 Active
My Account
It is impartant to keep your contact information up te datie so that LEAS and state personngl can contact you.
[ salutation [ =l 1
Email dana desmendiZdese ma gov
Phone
Home Phane
Addeess
Address ()
oty Grandvisw
Seste Missouri Fzr G
Emplayer e beacher
| Cancel |

The monthly expense report forms can be accessed by clicking the MONTHLY EXPENSE REPORT link. (Remember, expenses can

only be reimbursed 60 days from the date of the expenditure. Only one expense account per month can be submitted.)

WebSurrogate Home
Caseload -
Seloct 3 student from your caseload to review data, maintain notes, ete. Options
= My Account
Noms: LEA: | Solect LEA
— Documents
ATESER active = ACH-FFT application
R active i te—
048077353 Active
048074-453 Active
(M8078-347 Active
048074-560 Active
048074-556 Active
048074-559 Active
(HB074-555 Active
048074-457 i
048074-423 Py
048074564 i
048074-562 R,
048074-563 P

. ]
[Csave | [P

STATE OF MISSOURI

/ MONTHLY EXPENSE REPORT
i FOR MONTH OF PAGE __ OF _

THE WHITE AREAS MUST BE COMPLETED. THE GRAY AREAS ARE OPTIONAL | PEPARTMENT/DIVISION OR INSTITUTION

FOR AGENCY USE. SEE INSTRUCTIONS ON BACK

EMPLOYEE NAME (LAST FIRST) VENDOR GODE (SOCIAL SECURITY NUMBER) 1

OFFICE ADDRESS WOEK BHONE NOY UNTCOUNTY LOCATION CONE 08 DOCUMENT NO

DATE FROMTO & PURPOSE S “[EJ' STANDARD | FLEET | BREAK | LuNCH | DINNER | LODGING | OTHER'
0.00
0.00
0.00
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