
Find Editing inside the TELO Portal 
Then click on STUDENTS

Click on the student you 
want to update.



Please make sure the student’s full
First name is provided

If you discover a student is 
NO longer TE eligible and has been enrolled 
select DROP STUDENT.  This sets the student’s 
Expiration date to the end of the next term.

If you discover a student HAS NEVER enrolled – select DELETE STUDENT.
This eliminates the student from the database.  

In the case of an incorrect expiration date – please contact 
TE Central (jdodson@tuitionexchange.org)
Please be sure to provide the student’s TE ID and the correct
Expiration date.  
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