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▪ The Account Holder Profile provides the TDOE with 
basic demographic information about the IEA Account 
Holder.

▪ The Account Holder Profile must be completed by the 
individual in charge of the IEA for the student. 
– The account holder can be the parent or guardian of the 

student, or the student if he/she has reached the age of 
majority (18 years old). 

▪ The Account Holder Profile must be completed prior to 
submitting the IEA application and contract to participate 
in the IEA Program.
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This is the IEA Portal 
Homepage—it contains 
resources, updates, and 
information for IEA 
account holders. A 
calendar with important 
dates is on the left side 
of the screen. 

To create your account 
holder profile, click on 
the Account Profile tab 
on the left side of the 
screen.
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The Account Holder 
Profile page allows 
you to enter 
information 
pertaining to the 
applicant in order to 
enroll in the IEA 
Program. 



6

Use the 
dropdown menu 
to select the title 
of the applicant.

Enter the first and 
last name of the 
applicant.



7

Enter the 
primary phone 
number of the 
applicant.

Use the 
dropdown 
menu to select 
the type of 
phone.
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If applicable, enter a 
secondary phone 
number and use the 
dropdown menu to 
select the type of 
phone. 
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Enter the email 
address of the 
applicant. All official 
correspondence 
from the IEA Team 
will be sent to this 
address.
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Enter the physical 
street address of 
the applicant. 
Please note that 
this must be a 
street address. 
PO boxes will not 
be accepted. 
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Enter the city and zip 
code of the 
applicant. Use the 
dropdown menu to 
select the county. 
Please note that you 
will be unable to 
change the state. 
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After all required boxes 
have been completed, 
click ‘Submit’ to finish 
creating the Account 
Holder Profile. 





▪You must submit the application in the same session 
as when you start it. If you leave the application 
without submitting it, you will have to start over.
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Before beginning the IEA Student Application, ensure that you 
have electronic versions of the following documents saved to 
your computer/smartphone:

1. Copy of account holder’s valid driver’s license or 
government-issued ID (non-expired)

2. Copy of the student’s birth certificate or proof of 
guardianship 

3. Proof of residency showing the account holder’s name and 
physical address
– Some examples are: copy of most recent utility bill, current rental 

agreement, current property tax bill, affidavit from a landlord, or 
most recent mortgage statement.
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Optional documentation needed: 
1. Proof of legal guardianship (only required if the person 

completing the application is not shown as the mother 
or father of the student on his/her birth certificate)

2. Copy of the out-of-state IEP if the student moved to 
Tennessee within six months prior to the date of 
enrollment in the IEA Program. 
– For example, if the date of enrollment in the IEA Program 

is Jan. 1, 2017, a student who moved to Tennessee after 
July 1, 2016 would need to submit an out-of-state IEP.
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After 
completing 
the Account 
Holder 
Profile, click 
on the 
Application
tab on the 
left side of 
the screen. 
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The Application 
page allows you 
to enter 
information 
about the 
student who 
will be 
participating in 
the IEA 
Program. 
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Before entering 
any student 
information, 
answer yes or no 
to the four 
questions at the 
top of the page 
as they pertain to 
your situation. 
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After answering the 
four yes/no 
questions at the top 
of the page, enter 
the first, middle, and 
last name of the 
student applying to 
enroll in the IEA 
Program.
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Enter the State ID 
number (found on 
the student’s IEP) of 
the student who is 
applying to the IEA 
Program. (If you are 
applying to the IEA 
Program from out of 
state, this field is not 
required.)

Select the checkbox 
entitled ‘Out of 
State’ if you have 
moved to Tennessee 
between July 1, 2016 
and Dec. 31, 2016. 
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The student’s 
State ID 
number is 
located here
on the first 
page of the 
IEP. This will be 
a seven to 
nine-digit 
number. 
Please enter 
this number in 
the state ID 
field.

Do NOT enter the 
Student ID number!
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Enter the student’s 
date of birth. This 
can be done 
manually or by using 
the dropdown 
menu. 
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Use the dropdown 
menu to select the 
primary disability of 
the student applying 
to participate in the 
IEA Program.

Please note that if 
you select “other” as 
the primary 
disability, a box 
entitled secondary 
disability will appear, 
which will allow you 
to select the student’s 
qualifying secondary 
disability. 
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The student’s 
primary and 
secondary 
disability are 
located here on 
the first page of 
the IEP.  
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Use the dropdown 
menu to select the 
gender of the 
student. 
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Use the dropdown 
menu to select the 
ethnicity of the 
student.

Use the dropdown 
menu to select the 
race of the student. 
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Use the dropdown 
menu to select the 
relationship of the 
student to the IEA 
account holder. 
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Use the dropdown 
menu to select the 
current grade level of 
the student.  

Use the dropdown 
menu to select the 
school district in 
which the student 
resides.  
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Enter the current 
physical address of 
the student, the city, 
and the zip code. Use 
the dropdown menu 
to select the county.   
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After entering all of 
the required student 
information, click 
‘Next’ to go to the 
School Information 
page.  
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This is the School 
Information page, 
where you will enter 
information on the 
school in which the 
student is enrolled for 
the 2016-17 school year. 
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Use the dropdown 
menu to select the 
type of school (Home 
or Private) the 
student will be 
enrolled in beginning 
in January 2017. 
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Use the dropdown 
menu to select the 
student’s grade level 
as of August 2016. 
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If you selected 
Private School as the 
type of school in 
which the student 
will enroll, you will be 
prompted to enter 
the name and 
address of the school 
in these fields. 

Please note that this 
is the school the 
student anticipates 
to attend, and can be 
changed once the 
student is enrolled in 
the IEA Program.
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The information on the 
public school(s) attended 
by your child will 
autopopulate at the 
bottom of your screen. 
(This information will only 
appear for in-state 
students.) If any of this 
information is incorrect, 
email the IEA team at 
IEA.Questions@tn.gov

After verifying the 
Tennessee public school 
information, click ‘Next’ 
to navigate to the next 
page. 
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This page allows the 
applicant to upload required 
supporting documentation 
as part of the application to 
the IEA Program. 
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You will need to upload 
proof of identification for 
the application. To upload 
this document, click the 
‘Choose File’ button and 
select the appropriate file 
from your computer.

You can click inside this text 
box to add any notes about 
the documents that you are 
uploading (this is optional).
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You will need to upload an 
electronic copy of the birth 
certificate of the student 
applying to the IEA 
Program. To upload this 
document, click the 
‘Choose File’ button and 
select the appropriate file 
from your computer.

You can click inside this 
text box to add any notes 
about the documents that 
you are uploading (this is 
optional).
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You will need to upload 
proof of Tennessee 
residency for the applicant 
applying to the IEA 
Program. To upload this 
document, click the 
‘Choose File’ button and 
select the appropriate file 
from your computer.

You can click inside this 
text box to add any notes 
about the documents that 
you are uploading (this is 
optional).
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You can click inside this 
text box to add any notes 
about the document you 
are uploading (this is 
optional).

If the student has moved 
to Tennessee between July 
1, 2016 and December 31, 
2016, you will need to 
submit their out-of-state 
IEP. To do so, click the 
‘Choose File’ button in 
order to upload the 
appropriate file from your 
computer. (Please note 
that this step is only
applicable to students 
who have moved to 
Tennessee within the past 
six months.)
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You can click inside this 
text box to add any notes 
about the documents you 
are uploading (this is 
optional).

If there is any additional 
documentation that you 
would like to upload, you 
may do so here. Click the 
‘Choose File’ button and 
select the appropriate 
documents from your 
computer. (Please note 
that uploading additional 
documentation is not
required.)
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After you have 
uploaded all 
necessary 
supporting 
documentation, 
click ‘Next’ to 
navigate to the 
next page. 
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After uploading all 
required documentation, 
you will be directed to the 
Agreements page. Please 
read all Agreement 
Statements thoroughly. 
Applicants may call or 
email the IEA team if they 
have any questions 
regarding the agreements.
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Check the box in the 
right column of each 
row to signal your 
agreement to the 
respective statements. 
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Type your full name in the 
signature box to signify 
that you have read and 
agree to all of the 
statements. The date box 
will autopopulate with 
today’s date. 
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After signing the 
agreements, click the 
‘Submit’ button in order to 
submit the student 
application for the IEA 
Program. 



▪ After signing and submitting the agreements, you will be 
directed to the IEA Student Contract. 
▪ Please note that you will not be able to sign the contract until 

after your application has been approved by the IEA team.  

▪ Please allow up to 30 calendar days for the IEA team to 
process your application. 
▪ After the application is processed, you will receive a response 

via email.
▪ The TDOE is waiting for the rules for the IEA Program to be 

approved before we can approve/deny applications; therefore, 
it may take longer than 30 days to process applications. 

48



Questions? Comments? 
Contact the IEA Team at 

IEA.Questions@tn.gov
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Districts and schools in Tennessee will exemplify 

excellence and equity such that all students are 

equipped with the knowledge and skills to 

successfully embark on their chosen path in life.

Excellence | Optimism | Judgment | Courage | Teamwork


