Help! All records/transcripts being send from my campus have the same attachment, which is a
document belonging to one of my student records.

What has happened is that someone has inadvertently uploaded a document from a student’s file into
the Upload record/transcript legend link. The Transcript legend is attached to all records sent. Its
purpose is to provide recipients with common information regarding your campus, such as contact
information, grading practices, and other locally defined information that would help the recipient
interpret the student records sent them. To resolve this issue, go to the Administration section of the
TREx home page in the bottom right corner.
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First, click View record/transcript legend to confirm that this is the mistaken document that is
attaching to all of your records-in the example below is a pdf that was attaching to all records sent

from the campus.

= Texas Records Exchange: View PDFE - Microsoft Internet Explorer, provided by Texas Education Agency

‘Jf htkps:/fwkrestsbwb1b0S tea,skate, b, us/trexshowPdf dothref=htkps %300 fwtrextsbwb 1008, bea, state, b, us/trexdownloadlegend, do®a 3Fid % S0465E

ﬁ H |_—.| ’T f1 Ik‘ @_I? {L’g '{;' "‘:" 99.5% - @ Collaborake = ﬂ Sign - :'_}}Cnmme
T

[R[n]

Please Fill aut the fallowing Farm,

v¢ Employee Leave Report

0P 07-13, Leave Accounting
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603 07-21-2009
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Leave Taken
Beginning Date Leave Code Hours : Minutes
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Next, close the document and click Remove record/transcript Legend:

Texas Records Exchange: Central - Microsoft Internet Explorer, provided by Texas Education Agency
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Next, Click the “Remove” button, and the document is removed:
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Now, the link is ready to Upload a correct transcript legend, if desired:
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Finally, if you need further assistance, feel free to contact TREx Support @ (512)463-7246.



