MSIX User Application
STEP 1: Applicant Information

e The applicant completes the application and signs the form.

e The applicant forwards the form to the verifying authority. The verifying authority is the
position who authorizes the MSIX use for this person on behalf of the Local Education Agency
(LEA). This should be the direct supervisor of the applicant. Identity verification must take place
through an official use of state/district identification badge, driver’s license, passport, etc.

STEP 2: Verification and Approval

e The verifying authority completes their own information, reviews the application for accuracy
and thoroughness, confirms the applicant’s identity, confirms the appropriate level of access to
MSIX, and authorizes its use on behalf of the LEA.

e The application is then returned to the applicant upon completion by the verifying authority.

STEP 3: Forward Application to Approving Authority

e The applicant locates the state approving authority by going to https://schools.utah.gov or
https://msix.ed.gov.

e The applicant clicks on the link labeled “Request An Account” to access the contact information
of the state approving authority.

e The applicant forwards the completed and scanned application to the appropriate state
approving authority.

STEP 4: State Authority Approval

e The state authority reviews the application including the verifying authority portions of the
applications for accuracy, completion and then files the application.

e The state authority creates an MSIX account for the applicant.

e The applicant receives two emails from MSIX. One, identifying their username for the account.
The second, will contain their initial password which must be reset when the applicant signs in
for the first time.
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