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Adding Attachments

Manage Records/ Transcriptsfor REAGANHS

Showing 1-5of & : - Pzgs P Sh{:-c..'

Show Search Fields to ssarch for ftems in the list

O] lectWame ¥ FirstNameV  MiddleNameV  Suffs GenderVy  DateofBith ¥ Student#WV  Source Lploaded Recsived ¥ Wiz Attachments
[0 poe JANE Farmszlz 01/25/1387 55401 AS06 Localupload  10/05/2007 01:04:31 PM POF Downloed 2 attachments
[] siNGER Ihits, Femzle 0B/27/1385 SHAREATID Localupload  10/05/2007 01:01:35 PM PDF Download Add sttachment
[0 LeEsRNER JESSICA Female 082711986 A5A02A020 Local upload 10/052007 01:03:32 PM POF Downloed Add attachment
[] LEARNER TEX Malz 05/20/1368 S5AARARGE Locslupload  10/05/2007 010448 PM PDF Download Add attchment
[] &TUDENT SALLY Female 08/25/1384 B5AAZATEE Localuploed 10052007 01:05:07 PM POF Download Add attachment

AN Gimes inloca! e 2oy

A

Upload ) Create Done

A — Select the Upload button to upload a student’s
data file (XML extract from your local SIS) into TREX.

_ =
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Adding Attachments

Manage Records/Transcriptsfor REAGANHS

Showing 1-5of & : : Page ooy Show| 10w

Showe Search Fields to ssarch for ftems in the list

O LlestMame ¥ FirstName¥  Middle NameV Suffir GenderV  Dateof Birth W Student £V Sounce Lploaded Received ¥ = Attachments

D DoE JAME Famzlz 0125/1987 55881 A5G Local upload 10052007 01:04:31 PM POF A o=
[] sINGER Rt Female 08271385 GEARGATTZ Locsluplosd  10/05/2007 01:01:36 PM PDF Download Add sttechment
[] LE“RMER JESSICA, Famzle OB/I7/1986 SEARZA0S0  Locsluplosd  10/05/2007 01:03:32PM POF =d  Add sttachment
[] LEARMER TEX Mzlz 05/20/1385 S5 AR AZEE Loczluplosd  10/05/2007 01:04 458 PM o | B
[] STUDENT SALLY Femzlz B(2C158 SEANZASEE zluplosd DG 007 01 D507 iF Downloed Add sttachment
ek ool Gy ot A — Student record/transcripts that you accept and receive also

can be found in the Manage Records location. If the record
m—T— includes attachments, you can view or download them by
selecting the Attachments link after you have accepted the record.
B — Select the Add attachment link to add an attachment to a
student’s record.
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Adding attachments

Upload Attachment for REGINA M ANONYMA

Please browse for one or more documents to be uploaded:

A
C:\TestData\egend pdf (Browse...
| H’Elrowse B
D C

A — select the Browse button to find an attachment. Navigate to
the location of the file and select the Open button.

B — After adding an attachment (A), TREx automatically prompts
you to be able to add another attachment.

C — Select the Upload button to finish the attachment upload
process.

D — Select the Cancel button to end the add attachment process
without uploading the attachment file.
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Step 5: Sending a student (Scenario 5)

o A — From the TREX homepage, select the
Send one record/transcript link to begin the
process for sending one student record.

Top 10 Record/ Transcript Destinations

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
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Step 6: Identify the student

iadipinbldaiing R Iﬁ 1 Lhis

A — If the student record/transcript alr
TREX, the student is listed in the Available Students area.
Once identified, select the student by clicking on the radio

Send a record ftransaipt to maltiple recipients

L. Sedect Resoond S Transscript F, Sedierd Parompeesyin 5. Confim ar

button next to their name. If a student is not listed, you can
Select the student record/ transcript to be sent either upload the student’s data file or complete the manual
data entry process (see previous slides for instructions).
Select a student record franscript from the list below or upload addition) B _ The StUdent’S name iS automatically added to the Selected
Student area.
Selected Student
B C — To proceed, select the Next >> button.
Mame Gender Crate of Brth Student = — — = — —
< STUDENT, SALLY Femsie  Oniigss >  S5AALATES PDF Recommended
Available Students
Showing 1-2of 2 = == Page S 5 Show | 10
Hize Sezrch Fizles OF DD SN0, Snnes DexT. iN O OF ":'E"'::EE' oress Ente Lanas it =g S YWen,
| | | | | | | o | | |
Last Name. W FrstMame W Middle Name: ¥ Cusffi Gender DatecfBirth W Sredent = WV Upkaded W View Anachments
A | © sinGER [hutés, Female Deb12/1989 B5 ARG AT T 10/ 17/ 2007 D1:42:22 PM FDF
@ SALLY > Ferzlz D2A0241983 B AR TR 10/17/2007 10:24:18 AM PDE
fiTres i local tme zone C
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Step 7: ldentify the recipient

3. Confirm and Sabmit

2, Select Recipients

1. Select Record/ Transcript

Select the recipients of the record/transcript

Choose from your most frequently used institutions or search for an institution. You
recipients as desired.

Selected Student

A — Select a recipient by locating the campus
from either the Most Frequently Used Recipient or
the Search for Institution tab. Once found, select
the Select link.

B — The chosen recipient automatically populates
in the Recipients area.

C — To proceed, select the Next >> button.

Mame Gender Date of Birth Student = Vie
STUDEMNT, SALLY Female 020219585 S5ALDATED POy
Recipients
Mame Address
B

1600 M COIT RD, RICHARDSOM, T, 75030-2805

FE@ve PEARCEHS

lable Recipients

A
@s&d Recipiznts Szarch h@
Mame Address
Select PEARCEHS 1600 M COIT RD, RICHARDSON, Tx, 75080-2305
Select BERKMER H S 1600 E SPRIMG VLY RD, RICHARDSON, TX, 75081-5399

<< Previous
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Step 8: Verify and approve request

Fulfill 2 request from CEARCEH S

- S
L. Select Record A it 2, Confirm and Submit

Review the details of this request fulfillment

When you click the "Send” button below, TREx will translate the data into the requesting in
preferred formatand send the recordftranscript. On the next screen, TREx will provide a
number for the delivery.

Any differences between the requested and selected students are highlighted in yellow,

Requested Student

Y P Dt cof Barth

STUDEMT, SALLY

Femzl=
Selected Student
STUDEMT, SALLY Farmazlz 02021088 SOAREATES

A — In the Confirm and Submit tab, review the
record/transcript delivery summary.

B — You may enter a message for the receiving
campus. (Remember information entered here
becomes a permanent record within TREX.)

C — Once reviewed, confirm all information including
the intended recipient information and select the
check box, confirming the record is verified and
correct.

D — To proceed, select the Send>> button.

Reqguesting Institution

NS AOEress

PEARCEHS 1500 N COIT RD. RICHARDSOMN. TX, 750E60-2505

message to be sent with the record ftranscript (optional)

Characters remairing: 153

ﬁrﬁm fle indudes fina g'réD
e

icking the Send button below, the registrar responsible for this record indicates i
C [ intention to sign this form and acknowledges that this electronic signature has the same
and effect as the use of a manual signature. D
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Step 9: View an aproved(pending) request

Before sending, you can view the
student’s student record and transcript
by selecting the .pdf link.

TREXx Watermark on High School
Transcripts

* The graduation program watermark on
the transcript remains PENDING until the
record/transcript is sent.

* Once sent, the graduation program
watermark turns to UNOFFICIAL until
the recipient accepts and downloads the
transcript.

* When the recipient accepts the
record/transcript, the watermark
automatically changes to OFFICIAL .

TEXAS Academic Achievement Record

Student Mame STUDENT, SALLY Destrict iD: 7T
Student I0; SAAZATEE Destrict Name: Austin 150
Prior 1D Campus I0c IXToO D02
Lol oo Campus Mame: Marstin High Scihool
Hludent Addness 123 Auslin Campus Addmess: 5555 W. Cesar
[ sl Ausfin TX 3604 Ol S bl e Aarstim TX THEEES
Dale of Birin: azmz2a8s Coantry:
{Sender: Femake Campus Fhone- (=55) 555-5555
[= s Hispank Campus Fax:
‘College Board- SEE555
Calegory Course Name 1 | Bemester 2 Credi Expianafion PassFail Code:
Cher WILA Credit 3454 [ E m
Toisl Credils for Year 0.5
Caltegory Course Mame Eemester 1 | Semesier 2 CredE Explansion PassFall Code
[ Engisn LA Engitsh 11 EN=] [ E [
[T Aigebm I 34854 [ E [1i]
Solence Erre Briemcs 34854 0.5 E [
Socisl Wiorid Histony 3854 [ E m
Fine Adts. Aot Ciromring -3 34854 [ ] E [3)
CTE Fam-ConBd 1-3 3454 [ E [5]
Ceher MicrosodCrifire KP 3454 [V E] E [15]
Tobs Cr=dis for Year 35
Calegory Courss Mame Esmester 1 | Bemester 2 Credl Explanafion PassFail Code
[ Engish LA Engitsh 11 EXE=) 0.5 E [
Fdain Aigeba 11 3454 [ E 3]
Soerce Erre Boemce 3454 [ E m
Mol History 3454 0.5 E [15]
FAne At Aot Craaving -3 3454 0.5 E [
CTE oo Ag 11 3454 [ E [
[+ Fam-ConSd 1-3 3454 [ E m
Tobnl Coedits for Year 35
Arademic Year 2005- 1006 Campus Cpediit:
Calegory Course Name Bemester 1 | Bemester 2 Credl Explanafion PassFall Code
Dier WAIA, Credit 3454 [ E [15]
Tobtsl Credils fior Year [ 2]
Mcndemic Year BOOE-I00T Campus Cpedit
Calegory Courss Name 1 2 Credi Expiansfion PassFall Code:
[Engish LA Engitsh 12 3458 0.5 E [
Faih I 3459 [ E] E m
Fin= Arts Draw (Painting 13 3453 [ E m
Chaitawr 1 3458 0.5 E [15]
CTE Child 3454 2 E m
CondEdiAR Training 3454 0.5 E [
Diher Teackher Alde 3454 [ E m
Tobsl Credils for Year 35
Arademic Year 20e-2007 Campus Credit:
Calegory Course Mame Eemester 1 | Bemester 2 ‘CredE Expanaion PaasFall Code
Engiish LA ENGLIEH 3454 0.5 E ]
Math 34854 0.5 E m
[Sclence Jﬁ-ﬂ A5 0.5 E L
Sodal LS History 34854 [ ] E [3]
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Step 10: Delivery activity

1. Select Record/ Transcript 2, Salect Recipients 3. Confirm and Submit 4, Results

Delivery successful

This record/transcript has been sent to TREx for processing. Use the tracking numbers shown bg

_ A —To view the results of a transaction,
receive an up-to-the-minute status of each delivery. .
choose the .pdf link.

B — To monitor the status of the transaction,

Delvenad Stuilent select tracking number. (See next slide to
Gender  Date of irth Student # ien amecmen| VIEW transaction history).

STUDENT, SALLY Female 02/0241 958 554825755 C — Select the Print button to print.

D — To send another record/transcript, select

[B}eking mformation the Send Another Record link.

Ui i B ootk it L E — Select the Done button to return to the
m@ PEARCEH S 1600 N COIT RD, RICHARDSON, T, 75080-2805 Home P age.

Message:

student should arrive to your campus Monday, October 15 IEI

> Send prber Record

Copyright 2007 Texas Education Agency
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Step 11: View transaction details

Meed Help?

Details for delivery D0O000000710 A — After selecting the tracking number

link, you can view the historical details
of the record.

ebuarced Stulon B — To view the _student S transcript,
select the PDF link.
Mame Gender Date of Birth Student # Tiew _ Attachments
STUDEMT, SalLY Female Q2i02M 93 DoAAZATOD C - TO return to the Home Page’ SeIeCt
T the Done button.
Sent By From To Status Handled By
EI trexcampregs ALSTIMH S PEARCEHS Arrived
Ctistory >
Date/Time Event
10/17/2007 03:17:03 PM Delivery created.,

Records ftranscripts were translated into the appropriate format for PEARCE H 5, RICHARDSCM, TX.
User comments: "This student should arrive to your campus Monday, October 157

10/17/2007 03:17:03 PM Delivery approved.
Approved by trexcamprens at AUSTIM H 5, AUSTIN, TX.
10/17/2007 03:17:03 PM Delivery arrived and awaiting acceptance.

Records ffranscripts were sent electronically to PEARCE H 5, RICHARDSOMN, TX.

nﬂ

Done

Copyright 2007 Texas Education Agency
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Scenario 6: Recelving a fulfilled request

Ttems Requiring Attention

"‘f:;'!\ :. —m ’ Send one recort TrEnsoipt
:' e lonbiin o A — In the Items Requiring Attention section,
-0 : - select the “Inbound Records/Transcripts” link.
Reﬁr-_r.h
Reguests

Top 10 Record/ Transcript Destinations : R___j___ﬁj “3_- _
Recipient % Total
B AUSTINH S {AUSTIM ISD) 33.3 2
B BERKMER H 5 (RICHARDSOM ISD) 33.3 2

TRAVIS HS (AUSTIM ISD) 33.3 2
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Step 1. Accepting a Record

Records/Transcripts sent to AUSTIN H S

Showing 140f4 cx <zPage| 1] ss e Show| 10

Show Seanch Fieldstose for itents in the st

i Deliverad L=st Name V Frst MameV Soudant # Y Sant From ew Record

|:| 10042007 114945 AM SINGER M0 SoL0307 4CES- ALTERMATIVECENTER FOR ELEMEMTARY STUDENTE Detzils PLF

[ ] 1002007 11:459:45 AM LEARMNER TE=R RALOT BRET ACES- ALTERMATIVE CENTER FOR ELEMEMTARY STUDENTS Detzils PDF

h 100032007 02:21:33 PM O0OE JOHH S50030495 ACES- ALTERMATIVE CENTER FOR ELEMEMTARY STUCENTS D=t=ils PCF

OOoOE JONE Sa001 0596 PEARCEHES Dztzils PDF

A — Select the checkbox next to the student’s name that
corresponds with the student that you want to download. =
B — Select the Accept button.

C — If you decide not to Accept the student record, select
the Reject button.

Copyright 2007 Texas Education Agency
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Step 2. After choosing to accept

Windows Internet Explorer, E|

L] "-'q 1 record was accepted and moved bo the 'Manage Records' section of the home page.
L

A — After choosing to accept on the previous screen, a prompt
appears stating that the record has been moved to the Manage
Records section. Select the OK button to continue.

Select the Done button to return to the TREx homepage to
proceed with receiving the request.

Copyright 2007 Texas Education Agency
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Step 3. Recelving a Record

2 . . .| A —Now that the record has been

=o o | accepted, it is moved to the Manage

*@ © ™ Records section; select this link to begin
the next step

Reguests
Top 10 Record/ Transcript Destinations B e e ;
> =W pe DUTDIx =
Recipient % Total
B AUSTINHS (AUSTIN ISD) 33.3 2
I BERKMER H 5 (RICHARDSCM ISD) 33.3 2
TRAVIS H S (AUSTIN ISD) 33.3 2

Copyright 2007 Texas Education Agency
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Step 4. To download (.xml) data file

Manage Records/Transcriptsfor REAGANHS

Showing 1-5 of 5 ST 5 Show|10 (W

Showe Search Fislds to search for ftems in the list

(] testizme ¥ FirstNzme™  Middl NameV Suffi: GanderV.  DeteofBirth W Student# WV Solrce ploaded Received ¥ Wiz Attzchments
[] pDoEe JAHE Farmzlz 01/25/1387 L e Localuploed  10/05/2007 01:04:31 PM POF Downloed 2attachments
[] sINGER Rt Female (B/27/1585 GEARGATTZ Locslupload  10/05/2007 01:01:36 PM PDF Download Add attachment
EARMER JESSICA Famazlz 0827/1388 S5A82A030 Local upload 10405,/2007 01:03:32 PM PCF =—nloed Add sttzchment
E&[EHRNER TEX Mazle 0E/20/1388 S5A00 ARE2 Local upload 108052007 01:04 45 PM PDF nicad Add attachment

Famzlz 05251984 SHAATATEE Local upload 10405,/2007 01:05:07 PM PLCF Add att=chmeant

A — Locate the student that was just Accepted in the

Manage Records page. Done
B — Select the Download link to either View or Save
to your designated location the .xml student data file

(see next slide).

Copyright 2007 Texas Education Agency
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Step 5. Open or Save (.xml) file

3

File Download

Do you want to open or save this file?

IE%: Mame: legend,pdf
| hcbe Tvpe: Adobe Acrobat 7.0 Document, 916 bytes

From: bog===tea.state.tx
4 Open  P{ Save  P| Cancel |

harm pour computer. If you do not trust the source, do not open or

@ YWhile files from the [ntermet can be uzeful, zome files can potentially
gave thiz file. What's the rigk?

A — Select the Open button to view the .xml data file.

B — Select the Save button to save the .xml file. (Your computer
will prompt you to identify the location where the student data file
will be saved.)

TEA recommends that all FERPA requirements will be followed
throughout the entire process of using TREx. This includes
viewing or downloading any student data

Copyright 2007 Texas Education Agency
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Step 6. Logout of TREX

Recipient

B AUSTINHS {AUSTIM ISD)

B BERKMER H S (RICHARDSOMN ISD)
TRAVIS H 5 (AUSTIN ISD)

Top 10 Record/ Transcript Destinations

e Total
33.3 Z
33.3 2
33.3 2

A — Select the Logout link to

end the TREX session.
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