Texas Records Exchange (TREX):
An Introduction to the System

for

Education Service Centers




Project Background

About TREXx

The Texas Records Exchange (TREx) system is a
web-based software application designed for the
exchange of electronic student records as

mandated by the 79th Legislature, 3rd Called
Session, 2006 (House Bill 1).
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TREX Purpose

School registrars can electronically request and
receive student records for students who have
attended or will be attending Texas public
schools.

High school registrars can electronically create
and send official student transcripts to Texas
public colleges and universities using TREx to
access the University of Texas (UT) SPEEDE
server.
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TREX Objectives

Provide quick and cost-effective method for
sending and receiving student records and
transcripts

Facilitates response within 10 day required time
frame

TEASE log-in and electronic encryption of data
protects student information (data only transferred
via TREX - it is housed at district/school site)

Minimal software and hardware requirements
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Six Primary Functions

How to...
1. Look up a student
Request a record/transcript
Track a transaction
Send a record/transcript
Receive a record/transcript
Upload, create, and manage data files

2.
3.
4,
5.
6.
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How to use TREX




TEASE Login

1 to log on at this time

Welcome! Please Lag On.

MNOTICE: TEA Web Applications will not be available each Sunday morning from 6:00AM to 12:00 Noon due to routine maintenance. Please do not access your application during this
time period: you could lose data,

IMPORTANT NOTICE: Keep your email address up-to-date

Username | |
Password | |

Did you forget your password?

Please note the following terms of usage:
1. Unauthorized use is prohibited;
2, Usage may be subject to security testing and monitoring;
3. Misuse is subject to criminal prosecution; and
4, Mo expectation of privacy except as otherwise provided by applicable privacy laws,

Access to TREX is provided through the TEA TEASE

application. TEASE is the application that authenticates
TREX users and their role.

To access TREX:

1. Log into TEASE.

2. Press the Continue button.
3. Select TREX.
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Security Alert

The following Security Alert warning message appears.

Select the Yes button.

“r’-:-u are about ta be redirected to a connection that = nat
?. secure. _ _ o
The information you are zending to the curent zite might

be retranzmitted to a nongecure zite. Do pou wish to
continue?
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TREX Home Page

Requests
= = = - Reguest = recondtranscript

Top 10 Record/ Transcript Destinations i i3 G

e =1 [y x| nequeests i)
Recipient e Total
B AUSTINH S {AUSTIM ISD) 33.3 2
B BERKMER H 5 (RICHARDSONM ISD) 33.3 2
TRAVIS H S {AUSTIM ISD) 33.3 2

As a new TREXx user, no records transfer

history, pending or sent requests, and reports -
will appear yet. Administration
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~TREx Home Page - Navigation

Items Requiring Attention

“"""" -+ 0 Inbound Reguests
&> %+ 1 Inbound Records/Transcipts
-0 o R

-0

Reguests

Section: Items Requiring Attention:

* “Inbound Request” is the link to access requests that have |~~~
been sent to your campus.
* “Inbound Records/Transcripts” is the link to access g
records/transcripts sent to your campus.
* “Rejected Outbound Requests” is the link to access
requests that you generated, but were rejected.

* “Rejected Outbound Records/Transcripts” is the link to
access records/transcripts that you generated, but were
rejected.

stration

“Refresh” button reloads the homepage to see if any new
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TREX Home Page - Navigation

Section: Records/Transcripts:

* “Send one record/transcript” is the link to begin the
process for sending a student record/transcript.

 “Send multiple records” allows you to begin the process
for sending multiple student records/transcripts.

* “View pending outbound records/transcripts” allows you
to check the status of records/transcripts that were sent
from you.

» “Manage records/transcripts” allows you to manage
records/transcripts requests that have arrived for you or
you can begin the manual data entry process.

* “View completed transactions” allows you to view Administration
transaction that are complete. [@ Uploodrocer
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TREX Home Pae - Natin

—7 Geasss D

Section: Requests $ Vo
 “Request a record/transcript” allows you to

begin the process for requesting a student Reporting
record/transcript. e

* “View pending outbound requests” allows you g
to view the status of requests sent by you. s
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TREX Home Pae - Nviion

Spaniapisnninais: EHHHEE peaes

Reguests
Top 10 Record/ Transcript Destinations = S TN e i
o ViEw DEnd '; OUTDOUND 'i:_é:-:f" 5
Recipient % Total
B AUSTINH S {AUSTIN ISD) 33.3 7
B EBERKMER H S (RICHARDSOM ISD) ek 2
TRAVIS H 5 [AUSTIN ISD) 33.3 2

Section: Reporting:
As records/transcripts activity occurs within
your campus’ account, dynamic activity

reports are automatically generated. These Kl ko
reflect the type of activity that has occurred T ——
in your campus account. 3\
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TREx Home Page - Navigation

I I

Requests
Top 10 Record/ Transcript Destinations bl i
- =W pa D) DUTDOY =
Recipient e Total
B AUSTIMNHS {AUSTIM ISD) 33.3 2
B BERKMER H 5 (RICHARDSONM ISD) 33.3 2 Reporting
TRAVIS H S (AUSTIN ISD) 33.3 2
L~
L~
L
L&
- - . S Compus Aciviy Summ
Section: Administration:

Administration allows you to upload,
view, and remove your campus high e
school transcript legend.
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Training Objectives

Understanding TEA SE login to access TREx
Searching for a student and recent enrollment, via PID

Select student and recent campus of enrollment and
request records from Exiting school and log out

Login as the Exiting registrar

View pending outbound requests for outstanding
requests

Choose to fulfill, hold for grades, or reject request, or
Manual Data Entry and add attachments, choose
submit and log out

Log in as the original Requesting registrar, view
inbound requests

Copyright 2007 Texas Education Agency
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Six TREX scenarios:

1. Generating a student request
2. Responding to a request
Fulfilling
Rejecting with reason
Holding for grades
3. Uploading a data file
without validation errors
with validation errors
4. Manual Data Entry
5. Sending the data

optional: send with attachments
Receiving the fulfilled request

o

o

0]

0]

o

o}
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Scenario 1: Generating a request

In the Requests section, select the
Tor 10R8) “Request a record/transcript” link.

Recipient % Total

B AUSTINH S {AUSTIM ISD) 33.3 Z

B EBERKMER H S (RICHARDSOM ISD) B 2 Reporting

TRAVIS HS (AUSTIM ISD) 33.3 2

L~
L~
S
L~
L& 5 / S

Administration

L‘_',.;‘l' Uiploac recorg; ransoript lagand
IE Viay d
[B  Remove recordivansoipt leoand

| The following screens describe how to request a
R student record/transcript.
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Step 1. Enter student information

Enter identifying information about the studentwhose record/ transcriptis being requested

Required fields are marked with an asterisk {*). Enter as much information as possible to faclitate the
record lookup on the receiving end.

ld Student

irst Mame: |Sandra \'> Cpnder:

Tidle Name: | | ~Eteofsrty |020021998 IR=
B etiiame: [Couee T~ shidetcs | |

\
Suffix b
Tab #1: Student Identification, at minimum, enter
iy the required fields information:

: A —“First Name”
Select the urgency of this request: D

B —“Last Name”

C —Date of Birth” (format: mm/dd/yyyy) @

D — Select the “Next>>" button.
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Step 2 a. Select

Student

1. Enter Student Information 2, Select Institution 3. Confirm snd Sebrmik 4. Resaits

Select the institution from which the record/transcript is to be reque

C

hoose from your most frequently used institutions, or search for another institution.

equested Studen

Nams Gender Date of Birth
Clause, Sandra 0200204 995

Requested Institution
MName Address

{Please select the institution from which the record/transcript is being requested.)

' Tab #2: Select Institution:

A — Select the PID results tab to view the
potential students returned from the PID search.
B — Verify if the student was found in the PID
results tab; if so select the corresponding
student.

C — When the student is selected, the name
automatically appears, along with the Date of
Birth, in the “Requested Student” area.

D — Once the student’s name is selected, the
Next button is enabled. To proceed to the next
tab, select the Next >> button.

A

Available Recipients

Maost Freguenthy Used Institutions Search for an Institution PID Ssarch Results

Showing 0-0 of 0 -« =< Page 1llof1 Show per page
Hide Search Fields or to search, enter text in one or more fields and press Enter. Wildcards {*) are allowed in the First, Last, and Middle Name fields.
ﬁﬁh | Clause == > | v| [nznzrass | | |
First Name W Middle Mame W Last Mame W Suffix ¥ Gender 7 Date of Birth W S5MNT Institution Mame W Institution Addreg D

(Mo items to display)

Cancel

<< Previous @
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2 b. Identify previous campus of enrollment

MNeed Help?

Tab #2: Select Institution:
Select the institution from which the record/transcript is to be requested) A _ Sglect Search for an Institution tab to

Choose from your mest frequently used institutions, or search for another institution. locate the requeSted CampUS.
B — Select the radio button by the
Requested Student appropriate campus name.
Name Gender Date of Birth C — The selected campus automatically
Clisiss e appears in the “Requested Institution” area.

To proceed, in the bottom right corner,
SieE select the Next >> button.

Name Address

(Flease select the institution from which the record/transcript is being requested.)

A
Available Recipients

Mast Fraquently Used Instiutions Sezarch for an Institution FID Szarch Results

Showing 1-10 of 9036 = << Page 10f308 =5 == Show |:uer page

B Hide Search Fields or to search, enter text in one or more fields and press Enter. Wildcards (*) are allowed.
| | | [ || v |
Mame ¥ Street ¥V City ¥ State ¥ ZIPW Type ¥ DV
6TH GRADE CENTER. 2200 W LAMPASAS ENNIS TX 75118 Pre-K through 12 070903043
6TH GRADE CENTER P OBOY 1022 GREENVILLE TH 75403-1022 Pre-K through 12 116905108

Copyright 2007 Texas Education Agency
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Step 3. Confirm and Submit request

Reguest a necord)ransaript from anothes institution

1, Entér Stedent Infermation 2. Sedect Trestitubion 3. Confirm and Submit

Rewview the details of this request

When you dick the "Send” button below, TREx will send the request to the selected
next screen, TREx will provide a tracking number for the request.

Dateof
02/02/19

Tab #3: Confirm and Submit

A —Requested Student, review and confirm the
selected student.

B —Requested Institution, confirm the correct campus
is selected.

C — If desired, you may add a comment in the Enter a
message... box.

D — Select Send to send the record to the recipient.

B Requested Institutio

e A ilbrece

AUSTINHS 1715W CESAR CHAVEZ, AUSTINM, TX 787034559

Urgency

The urgency of this requestis Immediate.

Enter a message to be sent with the reguest (optional)

C Flease send record as long == find gr@d.

Characters remaiving: 144

= = Previous I Send D

Copyright 2007 Texas Education Agency
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View Request Results

1, Enbér Studicmt Informatin

2, Bt Ireittutien & Confirm & nd Submit

Request successful

equest now has a unique tracking number, shown below, Use the tracking number to receive an up-to-the-minute
A 5 aof the request,

Requested Studert

Mame Gendar Date of Birth
3E, 3ANDRA 091 241988
racking Information
Tracking ® Fequasted Institution Streat
ROOOOA00F04 AUSTIMH 5 1715 W CESAR CHAMEZ
Message:

C p= include student's final grades

—

Tab #4: Results

A —Requested Student area allows you to view the
status of the request

B —Tracking Information area allows you to search
and view this student’s transaction history.

C — To print, select the Print button

D — Select either Send Another Request to generate

another record request, returning you back to tab #1.

Or, select the Done button to return to the TREXx
home page

City State
ALISTIM T

Fequest another record

Copyright 2007 Texas Education Agency
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Scenario 2. Responding to a Request

Options for responding to a request:
1. Fulfill

2. Reject

3. Hold for grades

Copyright 2007 Texas Education Agency
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Responding to a request

To fulfill a request, under the Items Requiring
Attention area, select the Inbound Requests link.

Refresh
Reguests
5 o = % Reguestsrecond/is
Top 10 Record/ Transcript Destinations i i
> 2 P OUTDOx =

Recipient %o Total

Bl EERKNER H 5 (RICHARDSOM ISD) 100.0 1
Reporting

The following screens describe how to fulfill
a request sent to you from another campus.

Copyright 2007 Texas Education Agency
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Responding to an Inbound Request

Requests sentto AUSTIN H S
Showing 1-2 of 2 ce = Page El 5 5 Show
Show Sesnch Fizlds tm s=arch for tems inthe
A equested M rgency Status LastMams W FirstMame W Stodent = W Sent From
[ 10172007 10:59:03 AM Immecizte B weaiting felfllment Clauze Sandra PEARCEHS Detzils
[0 il oM [Immadiztz Awaiting fulfillment Ooe Joa PEARCEHS Diztzilz
R [ G e CIEP Y] C
5 . ’
A — Select the radio button next to the student’s name.
N Fulil Heold for Grades o=~ | B — Select either Fulfill, Hold for Grades, or Reject. The @
following screens describe each of these three options.

C — When done, select the Done button.

Copyright 2007 Texas Education Agency
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Rejecting or holding for grades

Explorer, User Prompt [z|

Seript Prampt;
N Pleaze enter a reazon for rejecting the selected deliven: Cancel
| A — After choosing either to reject or
hold for grades, a message box
displays.
B — Enter a reason. The character
limit is 255.
Explorer User Prompt [X|
ot Promy All information entered here becomes
(]| rampt: . .
) g tp e | ok | a permanent record for this specific
edze enlel 4 N'eaz0on ror rejeciing e selecie Elvery: .
Cancel student in the TREXx system.
B |the trahscript iz incomplete |

Copyright 2007 Texas Education Agency
26



TREX Required Data Entry Elements

Below is the list of required data elements that must be correctly entered in either the student data file,
or through the TREx manual data entry process. When performing the TREx manual data entry
process the required elements are identified with an asterisk. It is recommended that registrars
become familiar with the TREXx data standards and data schema requirements documentation
available at the TEA TREXx website: http://www.tea.state.tx.us/trex/datastds/

Data Element Common Name XML Name
Student ID StudentID
First Name FirstName
Last Name LastName
Gender Code Gender
Ethnicity Code Race

Date of Birth BirthDate
District ID DistrictID
Campus ID SchoollD
Campus Name SchoolName
Campus Phone PhoneNumber
Academic Year SchoolYear
Grade Level (Current) Gradelevel

Copyright 2007 Texas Education Agency
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Step 1. Fulfilling a request

Fulfill a request from PEARCEH S

—
. Select Record/ Transcripd

2. Confirm and Submit

Select a student record/ transcript to match the

Any differences between the requested and selected students §

Mame Gender

Clauze, Sandra

Selected Student

¥, Fo WL Ly Maka ~E Rirth ST
Name aender Uate oT birt o BIdent 7

{(Please select the record/transcript to be sent.)

C

- A —When you chose to fulfill a student request, the first tab

Select Record/Transcript appears.

B — You will see the student’s name in the Requested Student
area.

C — If you see the student’'s name in the Search for a
Record/Transcript tab or the Matching Records/Transcripts tab,
you already have the student uploaded into TREx and can simply
select the radio button next to the student’s name. If the student’s
name does NOT appear in the Available Students area, you need
to either Upload the data file extracted from your local Student
Information System, or go to the Manage Records workflow and
manually enter the student into TREX. (See later slides for
instructions about Manual Data Entry process.)

D — If you chose to upload a student’s data file, select the Upload
button. The next slides present the process for uploading a data
file into TREX.

E — To proceed to the upload process, select the Next >> button.

Matching Records/Transcripts

Search for 2 Record/ Transcript

Showing 1-10f 1 Page 1lof1= Show | 10 |% I|:n3r page
Hide Search Fields or to search, enter text in one or more fields and press Enter, \Wildcards (*) are allowed.
| I |
| || | | & | o | | |
LastMame W First Name W Middle Name W Suffix Gender Ciate of Birth Sthudent # Uploaded W View Attachments
) CLAUSE SAMDRA, Female 02021995 25481 ABES 10/17/2007 10:24: 18 AM PDF
Al fimes i local im)
E
< T

Copyright 2007 Texas Education Agency
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Fulfilling a request through Uploading a Data File

ch

A — After choosing the Upload button,
select the Browse... button to navigate to
the student’s data file.

B — Locate the data file to upload and

A pase browse for a record file to be uploaded: SeleCt the Open bUtton'

o C — The network path location of the
Ghoose fila data file appears.

Upload Records/ Transcripts for institution AUSTINH S

Laok in: [55 TREx D — Select the Upload button. A process
B | ==1| bar displays. Results of the data
E"{% %gggz%&%{_‘fgg_igﬁ{ 55% EE validation process appear, allowing you
= %34565TUDENT:SHE;&“_;m.m e | 10 view any Errors or Warnings that
: Bicasaoe acin oo i | result out of the upload process. Errors
B [ ?Q?BS;EER‘H_E = KB must be resolved within the data file from
ssiiseaniciimesiaiill = your Stgdent Infqrmaﬁon System.
et Correcting Warnings is up to your
C | mcisis brnvse tor & recdid fle to b i < discretion.
WBSCLAUS_SANDRA}M}(ML M”'F.r,q;tl;“;"k Rilzname; :?BESCLAUS—SANDRA—S‘“'}{ML E-To proceed, select the Done>>
Files of twpe: Al Files [7.7] button )

D

T T E | (o

Copyright 2007 Texas Education Agency
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Accessing Manage Records for Manual Data Entry

A — From the TREx homepage, select the

| Manage Records/Transcripts to begin the
Manual

Data Entry (MDE) process

&> 3 0 InboundReques
& - recripts (0
-
k] ripts
Requests
z - = Reguast = reco
Top 10 Record/ Transcript Destinations = i3 G
S ViEW pEnDing DUTDDUND nefeests (1)
Recipient e Total
B AUSTINHS {AUSTIM ISD) 33.3 2
B BERKMER H S (RICHARDSOMN ISD) 33.3 2
TRAVIS H S5 (AUSTIN ISD) 33.3 2

Copyright 2007 Texas Education Agency
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Fulfilling a request through Manual Data Entry

A — If you are unable to upload a student

Howigyiots << <= Page data file, you have the option to perform the

Shiow Search Figlds to search for fizms in the list Manual Data Entry process. Select the

O LzstMzme ¥ FirstNameT  Middls NareW Curffoe GenderV  DeteofBirth W Ctudent Create button tO begln manual data entl’y

[] DoE JAENE Fernzle 0126/1367 55 At 24 i

[] sINGER Ihode Female (8271385 SEARGATTT Loczlupload  10/05/2007 01:01:36 PM PDF Download Add attachment

[l LEARMER JESSICA Fzrnzlz 08f27 /1386 S5AAT A0S0 Locaslupload  10/05/2007 01:03:32 PM POF Downloed Add attachment

[] LEARNER TEX Mzale 0&/20/13688 5882 AGET Local upload 10/052007 01:04 45 PM PDF Download Add attachment

[] STUDENT SALLY Famzle 08/25/1384 BE A2 ATEE Locsluploed  10/05/2007 01:05:07 PM PDF Downloed Add attachment

AN times in local Bime 2one A

e ) =

The following slides demonstrate the process for
completing the manual data process.

Copyright 2007 Texas Education Agency
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MDE: Student/School Information Tab

Pl Tiarme:: | | = Sl Tarme: |.:|. AR H S
= Lagt Mame: |5-_A:E".'. | = Districk Idl; | IZT4ES
S ) Distric Mame: |
zoermzz 133 sugen | scorezs |
o [2astn | o |
St Proninoe: = SneIProdnce; b

Cokay: gt o |j

PostRil Coane ! |'_EE+E |

st Coce |
= Srackent 1o |56.°P2°.TE$ | = Emgma P |;'_: LII4IET
Price 1ot | | Fa |
Lol 1 | |
= i
am A4 o e e i riarrs Sais
Ciwear Ta e ]
= Gancar: |F O
Saca: |' Wit et spanic onli vi
et of @0 |'.~:-s_ Iy | =
EnpaRge: | b
Migrant: | ""l
CiTeiags: | ""l
e == NS i e

A — The Student/School
Information tab will open,
prompting you to enter the
data. Remember that
required elements are
identified by an asterisk.

B — Once data is entered
in this tab, to proceed
select the Next>> button.

007 Texas Education Agency
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) Je 0C 0 allC al
— — - - -
e B C
v =
Srevose | [~
[ =T | =2
e = )
saaifanmn | _ = A — The Enroliment/Academic tab opens
Zazatams I .
oo e T—_ prompting you to enter the data
S accordingly. Remember that the required
e elements are identified by an asterisk.
St | B — To return to the preceding tab, select
Srace e . - the Previous button.
Seomeemme | C — Once data is entered under this tab,
T to proceed select the Next>> button.
o e . | =
gl | ot
T e s L | gt
S s T | g
S e | -
:4__:.:_-___:.- s | =
Sz e e | [ g
e | =2
Tacas S [ "
e
B C
= ——
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MDE: Current Coursework Tab

3. Current Colrs =waork

A — The Current Coursework tab allows you to enter the student’s
current coursework information. Select the Add link to begin
entering each individual coursework’s information.

B — To return to the preceding tab, select the Previous button.

C — Once data is entered in this tab, select the Next>> button.

Copyright 2007 Texas Education Agency
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MDE: Completed Coursework Tab

A Current Cours=wark

A — The Completed Coursework tab allows you to enter the student’s
completed coursework information from prior academic sessions. Select
the Add link to begin entering each individual coursework information.

B — To return to the preceding tab, select the Previous button.

C — Once data is entered in this tab, select the Next>> button.

Copyright 2007 Texas Education Agency
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MDE: Assessment tab

A Current Coursaweork

i ] S T

A — The Assessment tab allows you to enter the
student’s assessment information. Select the Add
link to begin entering each individual assessment
information.

B — When selecting the Add link the Add Assessment
screen determination appear. Enter the data

P, [SdaAssessment —

Add asssssment information, accordingly. To continue to add assessments, select
Tk N | + | the Add button.
Tastlevat | v C — Select the Add Sub Test link to enter a specific
Test Daom | = test’s sub test (such as GT Profile) information.
Test Soover | | D — To return to the preceding tab, select the
Previous button.

E — Once data is entered in this tab, select the
Next>> button.

Copyright 2007 Texas Education Agency
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MDE: Validate tab

A — The Validate tab allows you to
Student/ School Information review all of the data that you have
H L el i === | entered from the preceding five tabs.
First Mame | Sally School Id: |987 . . . .
i e 24 B — While reviewing the data, if you
Lzt Nama:  Student reziz 124 NEed to add or change any entered
e B Mo data, you can return to the desired tab
Address; Address: by selecting the Previous button.
Cre ¢+ | C—To begin validating the data, select
i i == | the Validate button.
Postzl Coost Posta! Coos
Student o AAANIATEE Phone Mumban | 5121234557
Prior Ta: Fzx
Psrants Immunizstions
Mo parents No imnmunizations
This screen continues beyond the
Demagraphics demographic information
Gender: |F
Race: 5 - '\White, not of Hispamic origin

Date of Bith | 1963-10-31

Copyright 2007 Texas Education Agency
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MDE: Confirm and Create with Validation Results

1. Current Courcewaork 4. Complsted Courcewaork 5. Assecoments 7. Confirm and Create

¥+ Student Record/Transcript for Student, Sally

| [T

A —The Confirm and Create tab allows you to review the results of
the validation procedure.

B — Depending on the quality of the entered data, you may have
data errors or data warnings. Data errors must be resolved. Data
warnings are simply warnings and are not required within the
TREX system to be resolved.

Copyright 2007 Texas Education Agency
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MDE: Confirm and Create with Validation Results

3. Current Coursewsork

alidation Results

File failed with exceptions.

~.  Student Record/Transcript for Student, Sally

! The DistictiDvoontained within the Campusi D must match 2n entry registered withtha TEA.

e WL

A — To view the exact errors or warnings, select the Expand All link.
Or, when expanded, you can select the Collapse All.
B — If you need to modify any entered data to resolve errors or

warnings, you can return to the desired tab by selecting the Previous
button throughout the MDE tabs.

Copyright 2007 Texas Education Agency
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MDE: Confirm and Create

4 Coompdated Cocrmeeesrk
Walidation Results
5+, Flk= sucoscsTully valkdated with warnings

e R o DoEE =

+ = Studernt Resoord) Transoript Tor Studont, Salty

m0id CERCE T F a: P2, TREN = 2= e recorciErmciint O D red sonse
TR oeroraiche T =5
B

T o mesd Carman o

A — To modify any data, you can return to the desired tab by selecting
the Previous button throughout the MDE tabs.

B — When you are satisfied with the entered data and ready to
proceed, select the Create button.

Copyright 2007 Texas Education Agency
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Manual Data Entry Outcome

Manage Records/Transcripts for REAGAN H

Showing 1-6of & c« << Page = = Chow | 10 W
Show Se Fielz = for items in the fst
[ iasthame¥ FrstNameW  MiddeName¥  Suffo Gender'V  DaweofBith ¥ Smdem2 WV Sowce Uplosded/Recsived W Vis Attschments
[ DoE JANE Famslz 01/25/ 1987 A5 A1 AR06 Locs! wpload 100052007 01:04:31 PM POF Download 3 attachments
|:| SINGER Thote, Famalz DE2T7I1588 BE MG AT EE Locs! upload 10/05/2007 01:01:36 PM PDF Downlosd  Acd sttschmen
LEARMNER JESSICA Female OE/27/1385 SAAZA0E0 Local upload 100052007 01:03:32 PM C ELE)J: Aot [ pent
B :l SINGER It Famszlz 10/31/1983 S12345678 Locsl wpload 10052007 01:35:43 PM FOF Dowmosd  Acd STEcminent
Mzle 08/20/1988 SEMAEATEE  locsluplosd  10/05/2007 01:04:45 PM _
[] LEARNER TEX Famzlz 05/25/1584 G54 ATAE2 Locs| wpload 10/05/2007 01:05:07 PM PDF Downlosd Addsttachment

AN Gmes in local ome zona

A — Once the manual data entry process is complete, you will be
o N returned to the Manage Records/Transcripts for your school screen. Done
B — Notice the student that was just entered is in smaller font size.
C — To view the student’s entered information, select the PDF link.
D — You can view or save the actual .xml data file that was created
from the MDE process.

E — You can add or view student attachments.

F — When completed, select the Done button.
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Step 2. Fulfilling a Request

Select a student record/ transcript to match the request

Any differences between the reguested and selected students are highlighted in yellows.

A Requested Student

Mame Gender Date of Birth Student #

i A — See the student in the Requested Student area.

B - Once you have either uploaded the student data file or

Selected Student '
S SR performed the manual data entry process, the student’s name

Mame Gender Date of Birth Student =

oy B e appears in the Available Student area. Select the radio button
next to the student’s name.
e C — To proceed select the Next>> button.

TREX found 1 exact match for the request. You may select the record/ transcript shown below, search through
all uploaded records, or upload additional records.

Matching Records/Transcripts Szarch for 2 Record/ Transcript
Last Name First Mame Middle MName Suffix Gender Date of Birth Student % Uploaded View Attachments
l::} STUDENT SALLY Female 02/02/1988 SOAM2ATED 10/17/2007 01:42:22 PM FDF

Al fmes in foca/ e zone

= cancel C ﬁ
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Step 3. Confirm and Submit

Fulfill 2 reqguest from PEARCEH S

1. Select Record/ Transcript: 2, Confirm and Submit

Review the details of this request fulfillment

When you dick the "Send” button below, TREx will translate the data into the req

preferred format and send the record/transcript. On the next screen, TRExX will pr| A — In the Opt|0nal message bOX, you can enter

number for the delivery.

Any differences between the requested and selected students are highlighted in Informatlon for the receIVIng reg|Stra‘r to See. NOte
information entered here becomes a permanent

Requested Student

.| record to this student’s transaction.
A=A Femes "9 B — The registrar must check the assurance
Selected Student checkbox before sending the record.

S AT D T ey

Reguesting Institution

PEARCEHS 1800 M COIT RO, RICHARDSOM, TH, 75080-2505

Enter a message to be sent with the record/ transcript (optional)

A| 4= dat= fle includes final grades. > Characters remaiing: 153

By clicking the Send button below, the registrar responsible for this record indicates their
@ tention to sign this form and acknowledges that this electronic signature has the same
force and effect as the use of a manual signaturs,

B
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Results

Thisrecord/transcript has been sent to TREx for processing. Use the tracking number showr A —=In the ReSUItS tab iS a Summary Of the
recenaan up-to-the-minute status of the delvery. . .

response information.
B — The TREXx unique tracking number is listed.

Any differences between the requesting and delivered students are highlighted in yelow.

Requested Student You may select the Tracking # link to view the

Name Date of Birth status.

Stdert Salg LA C — Select the Print button to print this page.
D — To fulfill another request, select the Fulfill

T Another Request button.

e o i | E—Ifyou choose not to fulfill another request,

you can select the Done button and return to
the TREx homepage.

B cking Information

recking # Reguesting Institution Strest City State
PEARCEHE 1600 M OOIT RD RICHARDSOM =
Message:

C psdatafile includes Sally's final grades.

D E
bore
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End of part 1 training
session for ESCs




