
TEKS RS Series:
Administrator Overview

Everything you need to help your district and campus use 
TEKS RS to its full potential!



Objectives

● Participants will learn to navigate and use the System Management Tools for 
Content Administrators in TEKS RS.

● Participants will learn how to access the TEKS RS Tools available to all users.
● Participants will learn how to add users to ITRS.



Audience

Please note that this session if for users 
who have district or campus level 
administrative rights. 
Only administrators can add and 
remove permissions for other users. 
TEKS RS consultants cannot add or 
remove roles and permission for district 
users. 
TEKS RS users with administrative 
rights are typically the superintendents, 
directors, instructional coaches, 
principals, vice principals, department 
chairs and coordinators.



System 
Management

● Account Administration
● TEKS RS Assessment Access
● TEKS RS District Content
● TEKS RS Content Access
● TEKS RS Tools Administration
● TEKS RS District Resources
● TEKS RS Reporting



System Management

The System 
Management drop 
down gives you 
access to all the 
administrative links 
needed to provide 
access to TEKS 
RS users in your 
district. 
Not all users have 
access to all the 
options.  



System 
Management

● Account Administration
● TEKS RS Assessment Access
● TEKS RS District Content
● TEKS RS Content Access
● TEKS RS Tools Administration
● TEKS RS District Resources
● TEKS RS Reporting



Account Administration
Add and edit users from this page.

● The search box (Keyword Search) allows 
users to search for existing users. 
Search can be done using name or email 
address. 

● To edit existing users’ information or 
permissions, click the Options button and 
select Edit. 

● To reset a user’s password, click Options 
and select Reset Password from the 
drop-down menu. 

● To disable a user, click the Options 
button and select Disable. Users no 
longer with the district should be disabled 
immediately.

Note: If you enter a name or email address in the 
keyword search box, your results will include both 
enabled and disabled users.



Adding User(s)

Users can be added 
individually or in bulk 
by using a XLSX file. 
Template for bulk files 
is linked on the Bulk 
Update/Upload page.



Change Requests

You will receive an 
email when a change 
request is submitted.
Request by users can 
be made by going to 
Tools then My Profile.
Change Requests 
enables administrator to 
accept or ignore 
request.



Options for Individual User 

Function allows user to:
● Edit user profile
● Reset Password
● Send welcome 

email
● Disable User 



Edit User

Enables user to:
● Edit roles and 

permissions
● Edit grade 

levels, subjects 
and courses

● See quick data 
such as usage



Disable User

To disable a user, click 
Options, Disable User.

Users can only be disabled 
one at a time.



System 
Management

● Account Administration
● TEKS RS Assessment Access
● TEKS RS District Content
● TEKS RS Content Access
● TEKS RS Tools Administration
● TEKS RS District Resources
● TEKS RS Reporting



TEKS RS Assessment Access Management

Content Administrators can limit 
or designate access to the 
Assessment Center. There are 2 
major settings: 

○ Assessment Settings
○ Assessment Item Settings



Assessment Settings

Limits access to assessment items and/or 
district-created assessments by grade(s), 
subject(s), and/or course(s). 

● District Level Settings: 
○ My (teacher) Assessment- Collaborate, Check 

for Understanding, Submit for Review
○ District-Created Assessments- Viewable, 

Create My Version, Auto Publish

● Campus Level Settings:
○ My (Teacher) Assessments- Collaborate, 

Check for Understanding, Submit for Review
○ District-Created Assessments- Viewable, 

Create My Version, Restricted



Assessment Item Settings

Limits access to assessment items and/or 
district-created assessments by grade(s), 
subject(s), and/or course(s). 

● District Level Settings:
○ TEKS RS Collection/District Collection-

■ Unit Assessment Items- Viewable, Create My 
Version

■ Formative Items- Viewable, Create My 
Version

○ My (teacher) Collection- Submit For District Review

● Campus Level Settings:
○ TEKS RS Collection/District Collection-

■ Unit Assessment Items- Viewable, Create My 
Version

■ Formative Items- Viewable, Create My 
Version

○ My (teacher) Collection- Submit For District Review



TEKS RS Assessment Access Management

District Level Administrators 
can restrict access to users 
by uploading the Access 
Management Spreadsheet. 
True indicates user has 
access.
False indicates user will not 
have access.
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● District Assessment Center



District Plan
● To create a plan that is accessible to 

entire district by:
■ Going into Create New Plan
■ Creating title
■ Selecting template

● Once this is all selected, user will need 
to fill out the desired information for the 
district.

● This will create a customized plan 
specifically designed to fit the needs of 
your district.
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● User can create/modify IFD’s that align with 
district specifications

● Allows districts to modify:
○ Unit Overview
○ Overarching Understanding and Questions
○ Misconceptions / Underdeveloped Concepts
○ Unit Vocabulary
○ Unit Assessment Items
○ System Resources
○ Other Resources
○ Instructional Components/Instruction/Formative 

Assessment Examples
○ College Readiness Statement
○ SLAR ELPS Statement
○ Unit Level Taught Directly TEKS
○ Unit Level Taught Developing TEKS

District IFD
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This allows users to search all district created IFDs by:
● Grade level
● Course
● Subject 
● Labeled Version
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Here districts can create their own personalized 
YAG. 
Options include:
● 6 week view
● 9 week view



Manage District Year At A Glance

● Choose the grade level 
and content.

● Select the content for each 
of the 6/9 week periods.

● Preview the YAG to ensure 
accuracy

● When ready, click YES on 
Publish to live site?
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Districts may search and view previously created Year at a Glance 
(YAG) documents.

Tutorial available

https://soapbox.wistia.com/videos/i3rFN3oHq0
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A District may:
● Create assessments
● Review assessments
● Edit previous 

assessments

Assessment Center

https://soapbox.wistia.com/videos/glJiQDWeOj
https://soapbox.wistia.com/videos/XFDiWxEJj1
https://soapbox.wistia.com/videos/XFDiWxEJj1
https://soapbox.wistia.com/videos/XFDiWxEJj1
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TEKS RS Content Management

Content Administrators can provide/restrict 
access to TEKS RS materials by subject and 
grade level under the Content Access tab. This 
can be done at the District and Campus level.

Content Administrators can provide/restrict 
access to Year at a Glance (YAG) and 
Instructional Focus Document (IFD) by District 
and Campus under Content Settings.

Create My Version allows users to save their own version of the item. These 
items will no longer receive TCMPC Updates.
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Note: This will restrict access to the My Content and District 
Resources Tools within the Tools section (navigation drop 
down). It will also hide the District Content filter on the 
Search All Components page, thus preventing district users 
from accessing published district-customized content.
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Manage District Resources

This features allows Content Administrators to 
create and manage supplemental district 
resources.

● Add resources for entire district by clicking 
Add District Resources and choosing the 
file from computer. Choose to publish but 
toggling Yes on Publish to live site?

● Remove access by toggling option to No.
● Delete resource by choosing Delete under 

Options.  
● Organize the resources by adding folder 

(Add Folder) button or using Edit function 
to choose the folder and rename the file. 
Find resources easily by added keywords 
under Edit for each file.
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TEKS RS Reporting

TEKS RS Reports allows user to view 
usage reports for:

● My Calendar Tool
● Design Templates 
● Number of Logins

Generate Report by Clicking Report, 
selecting Organization and Role from drop 
down menu, then clicking View Report. An 
Excel document will be generated. 
Additional options could be to add a Role or 
choosing date range for report.
Please note that district users will not see 
TCMPC Organizations Report



TEKS RS Tools
The TEKS RS Tools are 

available to all users. 



TEKS RS Tools

TEKS RS District Resources
● Users can access additional 

district-uploaded resources
My TEKS RS Content

● Users can manage their customized 
content (i.e. lesson plans, IFDs, YAGs)

My TEKS RS Favorites
● Users can quickly access bookmarked 

resources and upload personalized 
documents

My Profile
● Users can manage acct information 

(i.e. name, email, address, and 
professional interests).

My TEKS RS Calendar
● Users can create personalized 

calendars with various content, notes 
and recurring events

TEKS RS Walkthrough Tool
● Administrators and Coaches can 

quickly access the IFD associated with 
the YAG for a particular grade and 
content. Tool includes checklist of 
look-fors.

TEKS RS Website Builder
● Users are able to create a website for 

announcements, assignments and 
blogs.

https://support.teksresourcesystem.net/hc/en-us/sections/201704483-District-Resources
https://support.teksresourcesystem.net/hc/en-us/sections/201600993-My-Content
https://support.teksresourcesystem.net/hc/en-us/sections/201599386-My-Favorites
https://support.teksresourcesystem.net/hc/en-us/sections/201599376-My-Profile
https://support.teksresourcesystem.net/hc/en-us/sections/201599396-My-Calendar
https://support.teksresourcesystem.net/hc/en-us/sections/201600983-Walkthrough-Tool
https://support.teksresourcesystem.net/hc/en-us/sections/201600973-Website-Builder


ITRS 
ITRS is provided free of charge 

to all TEKS RS users.



Adding Users to ITRS

Adding users to ITRS can be done by emailing the name, email address and 
campus of the new user to lbcaudillo@esc19.net or aavina@esc19.net. Please 
allow 3-4 days for users to be added to the system.  

mailto:lbcaudillo@esc19.net
mailto:aavina@esc19.net


System Updates

https://www.esc19.net/Page/806


Professional Development Opportunities

Join one of several free 
Professional 
Development sessions 
created for you, the 
users. All sessions are 
free to TEKS RS 
subscribers. 

bit.ly/TEKSRS23-24

https://docs.google.com/presentation/d/1YN91ZWSdLdtX2hvGfVE9CQSSPcDxQN3h/edit?usp=sharing&ouid=114460087819165377271&rtpof=true&sd=true
http://bit.ly/TEKSRS23-24


TEKS RS Leadership Team

Please reach out if you have any questions or 
would like more information on any of the 
previous information. 

Amy Aviña
aavina@esc19.net
915-780-5312

Linda Caudillo
lbcaudillo@esc19.net
915-780-5062

mailto:aavina@esc19.net
mailto:lbcaudillo@esc19.net

