
How to Apply for 
Test Approval
NOTE: if your department requires you to upload proof of a practice exam, or some other type of documentation: 

• First, save your documentation as a PDF or JPG to your Desktop (Tips: read How to Download, Open, and Save e-mail attachments.) 

• Your “documentation” may be one of the following:

• A Screenshot of an email confirmation; or

• A Certificate of completion for an exercise, class, or practice exam; or

• A PDF Letter from a university or district representative

• Then proceed with the following steps.
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Using your netID and password, log 
into ePortfolio:

https://login.its.txstate.edu/login?ser
vice=https://eportfolio.txstate.edu/ca
mpustoolshighered/portallogin_body.
do

IMPORTANT: You will need to know
your TEA ID# ahead of time. 

If you cannot recall your TEA ID#, go 
to the TEA Helpdesk
(https://helpdesk.tea.texas.gov/hc/en
-us) and Submit a Request to retrieve 
your TEA ID#. 

It may take several days, but when 
you have your TEA ID#, return to this 
application to complete the steps.
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This is your Home page.

On the left hand, click “Applications.”



Click the Green Button: 
“+ Create New Application”



From the Drop Down, select
“Application for Approval to Test

before or during <semester will vary>”

Then click the Green button, “Next”



Fill in an alternative email. Your test approval email will go to your BobcatMail, but we like to have an alternative email on 
hand because students may continue to attempt exams even after they graduate.

Then enter your TEA ID#. If you cannot recall your TEA ID#, exit this application, go to the TEA Helpdesk, and Submit a 
Request to retrieve your TEA ID#. When you have your TEA ID#, return to this application (or start a new one if you have to), 
and complete the steps.



If your department requires documentation of any sort, upload it here. Otherwise, just click the submit button to submit the 
application for review.

If you need to upload documentation, click on the green button 
“+ Select File(s)”



Navigate to the file.

Select it.

Click “Open.”



Check to ensure your file name shows up.

Click the green button, “Submit.”



A dialog box will appear.

Click “OK”



A confirmation that your application was submitted will be sent to your BOBCATMAIL.

This email will say it is from Tk20 because it is a system-generated email.

This is how you will know your application was submitted to the Office of Educator Preparation successfully! 



Your application will take up to 10 business days to process. 
You can log back into ePortfolio to check the status of your application(s).
Click on the application title in blue hyperlink text.



You can also view messages in the upper right hand corner.

Click on the red talking bubble to view any actions that have been made.



Click on the Review tab to view your status.

When your application is “accepted,” a “Test Approval” email will be sent to your BOBCATMAIL with detailed instructions. 



Check your BOBCATMAIL for detailed instructions. 

Then follow the instructions in the email to register for your exams.



CONTACT
For Test Application issues: 
ePortfolio@txstate.edu

For explanation of testing 
procedures: 
oep@txstate.edu
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