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Introduction

The Texas Records Exchange system (TREX) enables institutions of all sizes to save
time and money while fulfilling an important part of their mission - exchanging
information about students' progress and competencies with other educational
institutions.

The TREX provides a convenient and easy to use interface that enables authorized users
to:

m  Request records/transcripts from other institutions

= Send records/transcripts to other institutions

= Search TEA records for the last campus attended by a particular student
=  Track inbound and outbound transactions

= Add or edit student data manually (once a record is created it can no longer be
edited)

= Attach additional information to student records/transcripts

= Receive email notification of aged requests

= Ensure validation of data upload to TREXx

= Reporting for evaluation of general performance and of electronic transfers
= Fulfill requests initiated by other institutions

= Receive record/transcript transmissions initiated by other institutions

Background

House Bill 1 from the 79th Legislature 3rd Called Session, 2006 (H.B.1), mandates
Texas public schools' participation in the exchange of electronic student records using
the Texas Records Exchange system (TREX). TREX is an Internet accessible, web-based
application hosted by the Texas Education Agency.

According to the Student Records Exchange Senate Education Committee, "the objective
of the project is to develop and deploy a web-based application for the exchange of
electronic student records between Texas public school districts and for the submission
of electronic transcripts to Texas public colleges and universities."

Data imports and exports from the Student Information System (SIS)

TREX accepts the upload of XML-based files extracted from local student information
systems (SIS). These files are encrypted and temporarily stored on the TREX server.
When the receiving campus accepts a record/transcript delivery, it can download the
record/transcript from TREX.

Note: TREx does not update local student information systems with transmitted



information. Implementation of either manual or automated processes to incorporate
information transmitted by TREXx is the responsibility of local districts or campuses.

Student records/transcripts stored on TREXx are held for a maximum of ten working days
and then are purged from the system. If you must send a student record/transcript again,
after it has been purged, you must recreate the extract and upload it again.

District and TEA Policies

The primary purpose of TREX is to provide a means of transferring student records
within Texas electronically. It provides the mechanism and tools to transfer a
standardized set of student information between authorized campuses and districts.
TREX does not change or supersede state or local policy in reference to transferring
student information between campuses and districts.

Both state and federal law protect the right of access to student records. Entities that
have access to students' private information must safeguard this information from
unauthorized access. Student records/transcripts that are transmitted using TREx are
encrypted during transmission and storage. Once a TREXx user downloads student
records/transcripts from TREx however, the responsibility for safeguarding the data falls
to the receiving district or campus.

All users of TREXx are required to follow the regulations of the Family Educational
Rights and Privacy Act (FERPA). FERPA is a federal law that protects the privacy of
student records and applies to all schools that receive funds under an applicable program
of the US Department of Education.

Data Transfer Requirements and Authorization

Part 3, Section 3-4, "Withdrawal Procedures," of the current Student Attendance
Accounting Handbook (SAAH) specifies that the minimum amount of information that
must be transferred with a student moving from one Texas public school district to
another is:

= Student's ID number (SSN or alternate state approved ID)

= Student's Prior ID number (SSN or alternate state approved ID if different from
Student ID)

= Student's Local Student ID number (if used)

= County-District-Campus number

= Campus Name and Phone number

= Student's First, Middle, and Last Names and Suffix
= Student's Gender, Ethnicity, and Date of Birth

= Student's Current Grade level

= Student's Immunization Records

Part 3, Section 3-4, of the current SAAH states that enrollment in a school district
constitutes authority for the sending district to release a student's education records



regardless of whether parental authorization has been received. (Family Education
Rights and Privacy Act (FERPA) 34 CFR Part 99, 99.31(a) (2) and 99.34).

By Texas law (TEC 25.002(a-1)), a district must respond to a request for a student
record from the student's new district within 10 days of the request. A prompt transfer of
the student's record is important for the student's instructional placement and for the new
district's use fulfilling reporting requirements. TREXx facilitates the request for student
records and the response to these requests within the required time period.

TREX provides the student record exchange services mandated by H.B.1 and transfers
additional information recommended by focus groups involved in the design and
development of the electronic student records exchange application.

File naming conventions

TREX accepts two types of file uploads: the upload of XML extracts containing student
records/transcripts and the upload of attachments that can be associated with a particular
student record/transcript.

Student record extracts must be named according to the following convention:
[last four][LastName] [FirstName] stu

where

= [last four] is the last four digits of the student ID

= [LastName] is the student's last name

= [FirstName] is the student's first name

= stu is the file descriptor indicating that the file is a student record

For example, an extract for Fourth Student, student ID 000990004, would be named:
0004Student_Fourth_stu

Attachments to student records must be named according to the following convention:
[last four][LastName] [FirstName]_ [descriptor][sequence number]

where

= [last four] is the last four digits of the student ID

= [LastName] is the student's last name

= [FirstName] is the student's first name

= [Descriptor] is one of the following two letter codes describing the type of
attachment

= le - Limited English Proficiency

= im - Immunization record

= gt - Gifted/Talented(GT) attachment such as a GT profile
= ms - Miscellaneous



= 0t - Other - to be used when the district does not wish to indicate what is
contained in the document

= tl - Transcript Legend

= [sequence number] a two digit numeric code (01-99) to allow for multiple
document attachments of the same type

= ms 81-89 are reserved for Disciplinary Action attachments
= ms 91-99 are reserved for Individual Education Plan (IEP) attachments

For example, attachments for Fourth Student, student ID 000-99-0004, would be named:
0004Student_Fourth_ im0l an immunization record

0004Student_Fourth_ms81 a Disciplinary Action statement
0004Student_Fourth_ms82 a second Disciplinary Action statement
0004Student _Fourth_ms91 an IEP attachment

About the Texas Records Exchange system (TREX)

The Texas Records Exchange system (TREX) enables academic institutions to request
and send student information with other institutions and to track these information
exchanges for follow up using a convenient and intuitive interface.

The following topics give you an overview of how the TREx works:
About TREx data flow (p. v)
A few request scenarios (p. Vi)
About user roles (p. viii)

About TREXx data flow

The TREX is the data store and intermediary for participating institutions. When an
institution requests a transcript from you, the TREX assigns a tracking number to the
transaction and forwards the request to you.

Figure 1: A request is submitted to TREx and routed to the target institution

When you receive a request, the first step in fulfilling the request is uploading the
requested record/transcript to the TREX, or optionally, entering the student information
using the Manual Data Entry (MDE) process.



Figure 2: The record/transcript is sent to TREx which translates it and sends it to the requestor

TREX validates the student record/transcript to be sure the data meets Texas Education
Agency data standards. If the record/transcript is being sent to a post secondary
institution, TREX also translates the record/transcript to the SPEEDE format (used by
Texas public post-secondary institutions) and then forwards the record/transcript to the
requesting institution.

A few request scenarios

The following scenarios show some different ways in which a request transaction can be
completed.

The student attended the institution, the request has enough identifying information to
fulfill the request, and there are no impediments to sending the record/transcript

step 1 Request - AKins High School requests a record/transcript for Fourth Student
from Bowie High School and the request is sent to Bowie High School's
Inbound Requests queue.

step 2 Fulfill - Bowie High School uploads the student's record/transcript to the
TREX and it is sent to the Akins High School's Inbound Records/Transcripts
queue.

step 3 Accept - Akins High School accepts the record/transcript, which completes
the transaction.

The student attended the institution, the request has enough identifying information to
fulfill the request, but the most current semester's grades have not yet been posted

step 1 Request - AKkins High School requests a record/transcript for Fourth Student
from Bowie High School and the request is sent to Bowie High School's
Inbound Requests queue.

step 2 Hold -Bowie High School places the request on hold for grades.

step 3 Fulfill - When the grades are posted, Bowie High School uploads the
student's record/transcript to the TREx and it is sent to Akins High School's
Inbound Records/Transcripts quUeue.

step 4 Accept -Akins High School accepts the record/transcript, which completes
the transaction.
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The student identifying information is not specific enough to determine whether the request
can be fulfilled

step 1 Request - AKins High School requests a record/transcript for Fourth Student
from Bowie High School and the request is sent to Bowie High School's
Inbound Requests queue.

step 2 Reject - Bowie High School rejects the request with a note that explains:
"there is more than one Fourth Student, neither with the date of birth
supplied, please check the date of birth and/or supply addition information
such as middle name and gender"”. The transaction appears in Akins High
School's Rejected Outbound Requests queue.

step 3 Resend - Akins High School resends the request, adding identifying
information and correcting the date of birth. The request appears in Bowie
High School's Inbound Requests queue.

step 4 Fulfill - Bowie High School uploads the student's record/transcript to the
TREXx and it is sent to Akins High School's Inbound Records/Transcripts
queue.

step 5 Accept -Akins High School accepts the record/transcript, which completes
the transaction.

The student never attended the institution

step 1 Request - AKins High School requests a record/transcript for Fourth Student
from Bowie High School and the request is sent to Bowie High School's
Inbound Requests queue.

step 2 Reject - Bowie High School rejects the request with a note that explains:
"We have no record of Fourth Student. Perhaps try Jim Bowie High School.

step 3 Resend - The transaction appears in Akins High School's Rejected Outbound
Requests queue. Akins High School checks the information and resends the
request to Jim Bowie High School.

step 4 Fulfill - The request appears in Jim Bowie High School's Inbound Requests
queue. Jim Bowie High School uploads the student record/transcript to the
TREX and it is sent to Akins High School's Inbound Records/Transcripts
queue.

step 5 Accept - Akins High School accepts the record/transcript, which completes
the transaction.

An identical request was fulfilled two days ago

step 1 Request - AKkins High School requests a record/transcript for Fourth Student
from Bowie High School and the request is sent to Bowie High School's
Inbound Requests queue.

step 2 Reject - The Bowie High School registrar remembers the name and does a
search on the student's name. The student's history shows that the same
request was fulfilled two days ago. The registrar rejects the request with a
note explaining: "We just sent this record/transcript two days ago with
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transaction number 0001234567".

step 3 Recall - The request appears in Akins High School's Rejected Outbound
Requests queue. Akins High School looks up the transaction number, sees
that this is the case and recalls the request, which completes the transaction.

About user roles

The user role that you are assigned determines the workflows to which you have access.
Most users will be either a Viewer or a Registrar. In addition, your TREx account will
have a scope. User accounts may be single campus, or multi-campus in scope. Multi-
campus accounts may encompass one district or more districts, all of the districts
affiliated with an Education Service Center (ESC), or all of the districts within the state
of Texas.

Viewer users can generate and view reports about transactions within their scope (single
or multi-campus).

Registrar users can generate reports and can also enter and upload student
records/transcripts, initiate and respond to record/transcript requests, and initiate and
accept record/transcript deliveries.

Single-campus users can only work with transactions sent or received by their own
campuses. Multi-campus users can only work with transactions sent or received by the
campuses for which their account is configured.

Note: Multi-campus users can only create and respond to record/transcript transactions of
one campus at a time. However, multi-campus users can generate reports that cover
multiple campuses at a time.

There are other, special-purpose account types. For example, a vendor account provides
TREX access for the purpose of testing XML extracts from a local system.

This account enables the vendor to upload and validate test records to ensure that the
extraction process is implemented correctly, but does not allow any other kind of TREx
transactions.

The National Option

The National Option is an optional service offered to TREXx users by the National
Transcript Center (NTC). The National Option enables institutions to send
records/transcripts to private colleges and universities within Texas and to over 125,000
public and private academic institutions outside of the state of Texas.

There is a nominal per-record/transcript fee charged to TREX users for sending
records/transcripts using the National Option.

If your district signs up for the National Option service, your TREx experience will be
changed in the following ways:

= When sending records/transcripts, you will be able to see many more institutions
when choosing transaction recipients.

= Workflow pages for sending records/transcripts will have an indicator next to
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each delivery specified that will incur a transaction fee.
= Workflow summary pages will show a total of fees incurred by the deliveries
specified.

Private School Access to TREXx

Private schools are now allowed access to TREX. The user experience for a TREX private
school user differs only slightly from that of a public school user.

Student record/transcript validation takes into account the variation in practice in both
course planning and record keeping in private schools. Student records that are either
uploaded or entered using Manual Data Entry (MDE) are validated differently for private
schools in the following ways:

= Student ID numbers are not constrained to the same rules as public school IDs
= Student coursework entry allows for courses that span more than two semesters

Student record requests are treated differently to ensure the safeguarding of student
social security numbers and other confidential data. When requesting a record a private
school user:

= must use the last four (and only the last four) digits of a student's social security
number as the student ID when requesting a record.

= does not have access to the PID search tab when choosing a request recipient.

About student documents

Student documents can include:

m  student records/transcripts (p. ix)

= student record/transcript attachments (p. ix)
= transcript legends (p. X)

Student academic records/transcripts include a listing of the student's attempted and
earned academic credits, and the grades associated with these credits, plus additional
required information such as immunization and disciplinary action incidents.

Student records/transcripts are either imported (p. ii) in XML format, or entered by
hand using the Manual Data Entry (p. 44) process.
Student record/transcript attachments

If you need to send additional information with a student's academic records, you can
add file attachments to individual student records/transcripts using the Manage records
workflow.

Once you add attachments to a student record/transcript, they remain attached to the
record until you remove them. When the record/transcript is sent to another PK-12
institution, the attachments are sent with it.

Note: Attachments are not included in record/transcript deliveries sent to post-secondary



institutions unless you have the National Option.

If you have the National Option, attachments are included in deliveries to post-secondary
institutions selected from the National Option tab.

Attachments are uploaded, stored, and downloaded as is. No translation or
transformation is performed. Therefore, it is best to use file formats that can be read by
any TREX recipient's operating system, such as pdf, text, or html.

Transcript legends

Registrar users can upload a transcript legend using the Administration section on the
TREX home page. The transcript legend can include such information as a key to letter
grades and scales and other information that is useful to a third party when interpreting a
record/transcript. Transcript legends must be a file in PDF format. Once a transcript
legend is uploaded for your institution, it will be appended to every record/transcript
sent from your institution.

Using TREX online help

Each TREx page has a link to online help in its upper right corner. When you click the
link, the online help will open to the topic appropriate to your current TREx workflow.
For example, if you are on your Home page and click the Need help? link, the help
describing the Home page will be presented.

First Marne Last Mame Tracking #

| | or |

Figure 3: The link to online help is located in the upper right area of each page

When there is more than one topic associated with a particular workflow, you are
presented with the associated topics and can choose from among them by clicking the
appropriate link.

Help Contents, Index, and Search panes
The Contents, Index, and Search panes give you different ways to find information.

|contentsllindenl(Sesech] [ Formi vopn] [rectiod] [oonud]

Contents E
Using TREx orlne heln 3@arching TREx transactions

M 2bout the Texas Reconds

M TREX browser support The Texss Records Exchangs system (TREx)'s search capsbilities enable you to find all of the
M The TREx interface trarsactions for a particular student, o view completed ransactions, or to find a particular trarsaction
P iigur TREx Home using its tracking nurmber.

Figure 4: Online help navigation

The Contents pane resembles the table of contents of a traditional book. It is a sequential
listing of help topics. The Contents pane uses a show/hide icon to enable you to view



only main topics or to view sub-topics as well.

The Index pane resembles a book index. It enables you to look for topics using key
words and phrases.

The Search pane provides a full text search of the online help topics. You can search for
a word or phrase that you type in Search box.

Help Navigation Buttons
The online help also provides navigation buttons to help you move between topics.

Feedback

When clicked, opens an email client window so that you can provide user feedback
about the current help topic. The email is pre-populated with the help topic ID and
description so that an information specialist can use your feedback to improve the
appropriate topic.

Print Topic

When clicked, submits the current topic to your printer.

Go Back

When clicked from the main help window, pages back to the topic that was visited just
before this topic. When clicked from a Ul popup window, closes the Ul popup window.
Prior Topic

When clicked, pages to the topic that precedes the current topic in the Contents.

Next Topic

When clicked, pages to the topic which follows the current topic in the Contents.

Main Topic

When clicked, pages to the workflow topic that contains the current sub-flow topic.

Links within help topics

(] Expanding block

When clicked, shows a hidden block of text that has more details about the topic or a
relevant sub-topic. Sub-flow tasks are shown in expanding blocks.

[*] Hide block

When clicked, hides a block that was expanded.

IE' Jump

When clicked, changes the main help window's topic to the linked topic. You can return
to the previous topic by clicking the Go Back button.

E@UI popup window

When clicked, opens a new window so that you can see a picture of the TREX page
referred to without losing your place in the current topic. A User Interface (Ul) popup
window shows a picture of the TREXx page and also has definitions of the Ul elements on
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that page.

Ul element

When moused over, Ul element links show a brief explanation of the term under the
mouse cursor. These links are usually found within a Ul popup window.

User Interface Elements
Tracking # Reggﬁsted Urgency Status LastMame  First Mame

; Feject Done

Indicates the date on which the request was submitted,

Figure 5: A user interface element popup definition

The TREX interface

The TREX interface is designed around workflows - sequences of tasks that you must
perform to accomplish a particular goal. You can start the main workflows from your
Home (p. 19) page, which is the first page you see when you log in.

In addition to workflows, the TREX uses a variety of user interface controls that help
you find the information you need including list controls (p. xii) and search fields (p.
xiii).

The TREX also offers context sensitive online help (p. Xx).

TREX browser support

The TREX web application supports several browsers including:

= Firefox 1.5 or higher

= |nternet Explorer 6.0 or higher

= Safari 2.0 or higher

You must configure the following browser features to use the TREX:

= Turn on JavaScript

= Turn on cookies
Turn on JavaScript and cookies in Internet Explorer (p. 69)
Turn on JavaScript and cookies in Firefox (Windows) (p. 69)
Turn on JavaScript and cookies in Firefox (Macintosh) (p. 70)
Turn on JavaScript and cookies in Safari (p. 71)

List controls

There are several controls that help you work with lists when using the TREX. You can
control sorting, pagination, and list searching/filtering to find information quickly and
efficiently.

Column sorts - you can sort columns in ascending (1,2,3) or descending (3,2,1) order by
clicking any column label that has a blue arrow next to it. Clicking a column header
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sorts by that column and toggles between ascending (a,b,c; 1,2,3) and descending (z,y,X;
9,8,7) sorts.

. Hudert £ 4
FOLR FOURTH STUDENT Femsie 041041584 QD500+ Local upload  04f16/2008 01:03:44 PM
THREE THIRD STUDENT Fmeaie 03031983 00090003 Local upload  D4f 162008 01:03:35 PM
T SECOHND STUDENT ) 2021982 QOO0 Local upload  CHJIS 2008 01:03:27 PM
ONE FIRST STUDENT Miske o1 /o /1581 Q09000 Local upload  04f16{2008 01:03:14 PM

Figure 6: This list is sorted by Date of Birth. Therefore, that arrow is solid blue; other arrows are outlined in blue.

The column by which the list is sorted has a solid blue arrow next to its label. All other
columns have arrows outlined next to their column labels.

Showing 1-10 of 22 | Page| 1 of 33> >3 Show |10 =] per page

Figure 7: List paging controls change how many items are shown per page and move through the pages.

Page through lists - If there is more than one page of list items, the paging controls above
the list filters are activated. The following paging controls are available when
applicable:

®  |<<-go to first page of the list

® << - go to previous page of the list
= >> - go to next page of the list

= >>] - go to final page of the list

Show [number] per page - specifies the maximum number of list items shown per page.
Selecting a larger number of items per page decreases the number of pages it takes to
display a long list.

Search Fields

Search fields - You can choose to show or hide search fields for most lists. If search
fields are hidden, click the Show Search Fields link to make the search fields visible. If
search fields are visible, click the Hide Search Fields link to make them disappear.

N e y i f F A

T 04/16/200806:15:19FM  Immediste  Awaiting fulfileent  three third OC0003 ACES- ALTERMATIVE CENTER FOR ELEMENTARY STUDENTS
[T 04/16/200806:14:12 PM  [menechste  Awsiting grades two second D000z ACES- ALTERNATIVE CENTER FOR ELEMENTARY STUDENTS
[T 04/16/200806:12:494 PM [nenechste  Fulfiled e first DOOS000 L ACES- ALTERMATIVE CENTER. FOR ELEMENTARY STUDENTS
[T 04/16/200806:19:10PM  Imenechate  Rejected saarchifior hopeless 000000 ACES- ALTERNATIVE OENTER FOR ELEMENTARY STUDENTS

Figure 8: A list with search fields hidden has a Show Search Fields link.
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When the search fields are visible, you can specify criteria to filter the list items
displayed. For example, entering D in the Last Name search box limits list items to those
having a Last name that starts with "D".

e Search Fislds or bo saarch, snber bext in one or mors fislds and press Enter deards (*) are alowed
4162008 [mmediate =] | = F [ jpon faces
r i.'.-'.._-'\--'."n.‘! gy Last Mo i gl £ A Saprp
T 04/16)2008 06:15: 19 PM  Irreedistes Bueattirg fulfillment thres third DO0rErS000s ACES- ALTERNATIVE
[T O4f16/2008 06:14:12 PM  Imoeesdiate fureaking grades b second 00050002 ACES- ALTERNATIVE

Figure 9: A list with search fields visible

Text boxes - Almost all text box search entries match the first characters of the search
term entered. Dates, however, must be a full match of month, day, and year.

Text box search terms take effect when you press Enter on your keyboard.

Drop down lists - You can select any of the values from a drop down list filter. These
values are pre-defined according to the type of information held in that column.

136 ; |

FIPW

_o-academic
13601 Pre-k through 12
13601

Figure 10: Search fields can be text entry fields or drop down lists.

Drop down list search fields take effect as soon as you make a choice.

About password security
|

Caution: It is very important that you keep your TEAL password a secret.
Your password provides access to confidential student information.

Passwords for the TREX;

Must be 8-30 characters

e Must contain the following character types: letters, numbers, and special characters (for

example - #, *, §, or @)
e Must not include your username
e Must not contain variations of the word "password"
e Must not contain a character repeated more than two times

e Must not be the same as your previous ten passwords

You can create stronger passwords by following the following guidelines:
= Use non-alphabetic characters such as numbers and punctuation marks in your
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password. For example, f33d-back is more secure than f33dback, which is more
secure than feedback.

= Do not use words that can be found in a dictionary.

= Do not use an easy-to-guess password such as the name of a spouse, child, or pet
or other words or numbers, such as birth dates, that are associated with you.

Regardless of the password you choose, safeguard your login by following these
guidelines:

= Change your password regularly.
= Do not write your password down.
= Do not share your password with anyone.

If you need more help

For problems with the TREx web application or the TREX online help, contact support at
TREx@tea.state.tx.us.



Reset a forgotten password

If you forget your TREX password, you can request a new password. A temporary
password will be sent to the email address listed in your TEAL contact information.

Prerequisites
= You must have access to the email account associated with your TEAL account.

Note: If you have forgotten your user name, forgotten your email address, do not have an
email address registered with the system or have been locked out, contact the help desk at
(512) 463-9800 and choose option 2 from the menu, or send an email message to
computer.access@tea.state.tx.us for assistance.

» To reset your forgotten password

step 1 Open a browser window and type in the TEAL url:
https://pryor.tea.state.tx.us/

The TEAL login page opens.

step 2 Click the link labeled Forget your password?
The Reset Password (p. 75) page opens.

step 3 Fill in your TEAL User Name or the Email address that is associated with
your TEAL account and click Continue.

You will be prompted to answer the security question that you set up when
you first logged on to TEAL.

Note: Your answer must match exactly the original answer that you supplied,
including capitalization.

step 4 Enter the answer to the security question and click Continue.
The Change Password page opens.

step 5 Enter a new password.
Note: Your new password;

e  Must be 8-30 characters

e Must contain the following character types: letters, numbers, and special characters (for

example - #, *, §, or @)
e Must not include your username
e Must not contain variations of the word "password"
e Must not contain a character repeated more than two times

e Must not be the same as your previous ten passwords


https://pryor.tea.state.tx.us/�

Searching TREX transactions

The Texas Records Exchange system (TREX)'s search capabilities enable you to find all
of the transactions for a particular student, to view completed transactions, or to find a
particular transaction using its tracking number.

Look up transactions by student name (p. xvii)

View completed transactions (p. xvii)

Look up a transaction by tracking number (p. xviii)

Look up transactions by student name

You can look up a student's TREX transaction history using the student's first and last
names as search criteria. The search boxes are at the top right of every TREXx page.

Note: The TREx performs a metaphone search. That is, your search will return records for
students whose names sound like the names you enter. For example, searching for a last
name "Four" will return the last name "For".

» To retrieve a student's transaction history by name
step 1 Log in to the Texas Records Exchange system (TREX).

step 2 Enter the first name or first initial and the last name in the text boxes at the
top of the page and click Search.

The Search results (p. 77) page opens, showing a list of students who are
close or exact matches for the name you entered.

Note: It is possible to have the same student appear more than once in the
list because one or more of the basic identifying fields differ between records.
For example, the same name may be listed separately if the date of birth for
that name differs between two transactions.

step 3 Click Details.
The Transaction Details for [student name] (p. 77) page opens, showing the
transactions in which your institution has participated, for that student.

step 4 Click on a particular tracking number to see more information about that
transaction.

step 5 The Details for [transaction type and number] (p. 78) page opens.

step 6 Click Done to return to the Search results page.

step 7 Click Done again to return to your Home page.

View Completed Transactions

You can view completed transactions to which you have been a party.
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» To view completed transactions
step 1 Log in to the Texas Records Exchange system (TREX).
step 2 Click View completed transactions.

The Completed Transactions (p. 78) page opens, showing a list of
transactions that have been completed.

Note: Requests are complete when they have been fulfilled and accepted or
when they have been recalled. Deliveries are complete when they have been
accepted or when they have been recalled.

step 3 View a completed item’'s history by clicking its tracking number.

The Details for Tracking # [number] (p. 78) page opens, showing the
transaction's status, the submission details, and a history of its status
changes from creation through completion.

Look up a transaction by tracking number

You can track a transaction to which you are a party using the Tracking # search box that
appears at the top of every TREX page.

» To look up a transaction by tracking number

step 1 Type in the Tracking # in the search box at the top of the TREX page and
click search.

The Details for [transaction type, tracking number] (p. 78) page opens. It
displays the current status of the transaction, transaction details, and a
history of the transaction's status.

step 2 Click Done to return to your Home page.
Tip: You can also search for transactions by student name (p. xvii).
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Home page

Your TREX Home page contains links to the workflows that you are authorized to use.
These links are organized according to the type of transaction the workflows manage.

D Ragistrar Traa | [T 145 =] Carmpus | Logons

Items Requiring Attention Records/Trarsoripts
[ I R ety 4 — "
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Figure 11: The TREx Home page (Registrar view).

Depending on the role assigned to you, one or more of the following sections may appear on
your home page:

[Top] (p. 20) - shows information about the user currently logged in, provides a way to
search for transactions by tracking number or student name. District, ESC, and TREx-
level users (p. 23) also have a control to select an affiliated campus at the top of the
Home page.

Items Requiring Attention (p. 20) - provides access to the inbound requests, inbound
records/transcripts, rejected outbound requests and rejected outbound records/transcripts
workflows.

Records/Transcripts (p. 21) - provides access to the send one record/transcript, send
multiple records/transcripts, view pending outbound records/transcripts, manage records,
and view completed transactions workflows.

Requests (p. 21) - provides access to the request a record/transcript and the view
pending outbound request workflows.

Reporting (p. 22) - provides access to reports about the 10 most frequent sources of
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incoming and destinations of outgoing requests and records/transcripts. Depending on
your account permissions, additional reports (Activity Summaries) may also be available.

Administration (p. 23) - provides access to the View legend, Remove legend, and Upload
legend workflows.

Home - Top section

[Top]

The top of most TREX pages, including your Home page, shows the name of the user
who is currently logged in, a Logout link, access to user profile search tools, and user
help.

If you are a District or ESC-level user, you also have a control that enables you to
switch between affiliated campuses.

r ACES. ALTERHATIVE CENTER FOR FLEMENTARYT STUDENTS

Figure 12: The top section of the Home page

User Interface Elements

Workflows
Look up transactions by student name (p. xvii)
Select an affiliated campus (p. 23)

Home - Items Requiring Attention section

The Items Requiring Attention section shows counts of the items that are queued for your
response. Clicking a queue link opens the appropriate workflow.

Items Requiring Attention
":'.-' - = Lrsprel aL SOMges
i [ 1 Bwpected Outhound Requests
@ Rupoed Oubend Regonds Trasdirps

Figure 13: The Items Requiring Attention section of the Home page.

Workflows
Inbound Requests (p. 25)
Inbound Records/Transcripts (p. 29)
Rejected Outbound Requests (p. 31)
Rejected Outbound Records/Transcripts (p. 33)
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Home - Requests section

The Requests section provides links to the workflows that request records/transcripts or
monitor requests.

Feqguests

Request a recordtranscript
Wigw pending outbound requests (3)

Figure 14: The Requests section of the Home page.

Workflows
Request a record/transcript (p. 36)
View pending outbound requests (p. 31)

Home - Records/Transcripts section

The Records/Transcripts section provides links to workflows that send, manage, or
monitor outbound student records/transcripts.

Records/Transcripts

*. Send one record transcripk

Send multiple records/transcripts

Wiew pending outbound records)transcripts (25)
*. Manage records)transcripks
% View completed kransactions

Figure 15: The Records/Transcripts section of the Home page.

Workflows
Send one record/transcript (p. 39)
Send multiple records/transcripts (p. 41)
View pending outbound records/transcripts (p. 33)
Manage records (p. 43)
View completed transactions (p. xvii)
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Home - Top 10

The Performance section shows you a current summary of TREX activity.

Top 10 Record/ Transcript Destinations

Recipient %  Total
B AUSTINH S (AUSTIN 1500 6.3 1
| MCCALLUMH S (ALUSTIN ISD) 6.3 1
REAGANH 5 (AUSTIN ISD) 6.3 1

B TRAVIS H 5 (ALSTIN 150) 6.3 1
B CROCKETTH S (AUSTIM 1500 6.3 1
| ANDERSOM H S [AUSTIN ISD) 6.3 1
W 5OWIE H S (AUSTIN I50) 6.3 1
AKINS H S (BUSTIN ISD) 6.3 1

B GARZA INDEPENDENCE H 5 (AUSTIN 1SD) 6.3 i
I NTERMATIONAL H 5 (AUSTIN I500 6.3 1

Figure 16: The Performance section of the Home page

Home - Reporting section

The Reporting section provides links to reports that show the composition of your
institution's TREX transactions. Users have access to relevant Top 10 reports. For
example, single campus users can see Top 10 reports, Campus Activity summaries, and
Transaction Status reports for their campuses.

Multi-campus users can see additional reports such as District Activity summaries, and
the scope of Transaction Status reports can cover entire districts instead of single
campuses.

Reporting

Top 10 recordtranscrpt sources
Top 10 recordtranscript destinations
Taop 10 request sources

Top 10 request destinations
Carnpus &ctivity Surnrmary

Dristrick Activity Sumnmnary

MANAANN

Transaction Status Fepor

Figure 17: The Reporting section of the Home page.

Reports
Top 10 Reports (p. 53)
Campus Activity Summary (p. 55)
District Activity Summary (p. 56)
Transaction Status Report (p. 59)
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The Administration section provides links to workflows that show, upload, and remove
your institution's transcript legend. If no record/transcript legend has been uploaded,
only the link to the Upload record/transcript legend workflow is shown.

Administration

L.,: View recardtranscript legend
L..: Remove recordtranscripk legend
L..: Upload recordtranscript legend

Figure 18: The Administration section of the Home page.

Workflows
View transcript legend (p. 64)
Remove transcript legend (p. 63)
Upload transcript legend (p. 63)

District, ESC and TREx Users

The type of operations you can perform using TREx depend on whether you have a
Viewer or Registrar account. The campuses on which you can perform these operations
depend on whether you have a Campus, District, ESC, or TREX level account.

District, ESC and TREX users have access to more than one affiliated campus. When
creating or managing transactions and records/transcripts, a district, ESC or TREXx user
can only work with one school at a time. Transaction reports, however, can be run for
individual schools or for all schools to which the user has access.

District, ESC and TREx level workflow:
Select an affiliated campus (p. 23)

Select an affiliated campus

District, ESC, and TREX level users may have access to multiple campuses in their areas
of responsibility. The operations a multi-campus user can perform depend on whether
the multi-user account has Registrar or Viewer access.

Note: You do not have to select a campus from your Home page if you wish to run a multi-
campus report such as a District Activity Summary or a Transaction Status Report.

» To select an affiliated campus
step 1 Log in to your TREX account.
Your Home page opens.
step 2 At the top of your Home page, click the Campus drop-down list to display
the campuses to which you have access.
step 3 From the campus list, select the campus with which you want to work.
The campus name is displayed at the top of your Home page.
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Note: To prevent confusion, you can only select a campus from your Home
page. Until you select another campus, all statistics and operations to which
you have access are related to the campus whose name is displayed at the
top of subsequent TREXx pages.
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Inbound Requests

Inbound requests are requests for records/transcripts sent to you by other institutions.
Inbound requests can be:

Fulfilled - you send the requested record/transcript to the institution.

Rejected - you cannot send the requested record/transcript either because of
something more you need from the requesting institution, or for some other
reason, such as no such student ever attended your institution.

Put on hold - the record/transcript cannot be sent until grades are posted.

Workflows

Fulfill an inbound request (p. 25)
Reject inbound requests (p. 26)
Hold inbound requests (p. 27)
Forward inbound requests (p. 27)

Fulfill an inbound request

Fulfilling an inbound request includes matching the inbound request with a student
record and sending that record to the requesting institution.

Note: You can fulfill one request at a time.

»

To fulfill an inbound request

step 1
step 2

step 3
step 4

step 5
step 6

Log in to the Texas Records Exchange system (TREX).
Click Inbound Requests.

The Requests sent to [your institution] (p. 81) page opens, listing inbound
requests for records/transcripts.

Check the box next to the record/transcript request you want to fulfill.

Click Fulfill.

The TREX attempts to match the request you selected with records that you
currently have on the TREX.

The Select Record/Transcript (p. 81) page opens, listing any matches or
partial matches for the requested records/transcripts shown.

If there is not a match (p. 26).
Click the button next to the matching record.

Click Next.
The Confirm and Submit (p. 82) page opens. The request information and the
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record that you have matched with it are shown. Any fields that do not
match are highlighted in yellow.

step 7 If you want to send a message with the record/transcript, enter it in the
optional message box.

step 8 Check box that electronically "signs" your delivery.

step 9 Click Send.

The Results (p. 83) page opens, showing you a summary of the transaction,
including a tracking number that you can use to track the request
fulfillment.

If there is not a match

The workflow might not detect a matching record for one of two reasons: the identifying
information in the request contains errors that make an automated match impossible, or
the matching record has not yet been uploaded to the TREX.

» |If there is not a match

step 1 Click Search for Record/Transcript to show a list of your records currently
available on the TREX.

Fields in the list items that match the request's fields are shown in bold type.
If you don't find a matching record, you must upload the record (p. 43) to
the TREX.

step 2 Once you have uploaded the record, click Search for Records/Transcripts and
find the record you uploaded.

Reject an Inbound Request

Requests that you cannot fulfill as entered should be rejected. For example, if an
inbound request lacks sufficient identifying information or you have no record for the
requested student, reject the request. When you reject a request, you can include a
reason for the rejection to help the requesting institution expedite resolution of the
transaction.

Tip: Requests that cannot be fulfilled yet, because of grades, should be placed on hold (p. 27),
not rejected.

» To reject inbound requests
step 3 Log in to the Texas Records Exchange system (TREX).

step 4 Click Inbound Requests.

The Requests sent to [your institution] (p. 81) page opens, listing inbound
requests for records/transcripts.

step 5 Check the box next to each request that you want to reject.
step 6 Click Reject.
You are prompted to enter a reason for the rejection.

Note: You can reject one or more requests at a time. If you reject more than
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»

»

step 7

one request in the same batch, the same reason for rejection will be sent to
each originator.

Enter the reason and click OK.
The requests are rejected and removed from your queue.

Hold inbound requests

In some cases, it may be better to hold a request until grades are posted. A hold for
grades is imposed when grades for the most recent term have not yet been recorded.

To hold inbound requests

step 1
step 2

step 3
step 4

step 5

Log in to the Texas Records Exchange system (TREX).

Click Inbound Requests.

The Requests sent to [your institution] (p. 81) page opens, listing inbound
requests for records/transcripts.

Check the box next to each of the requests you want to hold for grades.
Click Hold for Grades.

You are asked to confirm that you want to hold the selected requests for
grades. You can also enter an explanation for the hold.

Click oK.

The selected requests are assigned a status of Awaiting Grades and your
inbound requests queue is updated.

Note: If you put more than one request on hold at the same time, any
optional message text that you enter at that time will be associated with each
of the requests.

To forward inbound requests

step 1
step 2

step 3
step 4

step 5
step 6

step 7

Log in to the Texas Records Exchange system (TREX).
Click Inbound Requests.

The Requests sent to [your institution] (p. 81) page opens, listing inbound
requests for records/transcripts.

Check the box next to each request that you want to forward.
Click Forward.

The Select Institution (p. 91) page opens.

Choose the recipient institution and click Next.

A confirmation screen appears.

Enter a comment or reason for the record being forwarded.
Note: You can only forward one record at a time.

Click the send button.
The record is forwarded to the new campus and removed from your queue.
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Inbound Records/Transcripts

Inbound records/transcripts must be either accepted or rejected. Accepting a
record/transcript completes the request or delivery transaction. The transaction is
removed from your inbound records/transcripts queue and the record/transcript is made
available from your Manage Records page.

Rejecting a record/transcript returns the transaction to the sender. You can reject a
record/transcript because you need more information or because it was sent to you in
error.

Workflows

Accept inbound records/transcripts (p. 29)
Reject inbound records/transcripts (p. 29)

Accept a Student Record

You must accept inbound records before you can download them.

» To accept inbound records/transcripts
step 1 Log in to the Texas Records Exchange system (TREX).
step 2 Click Inbound Records/Transcripts.

The Records/Transcripts sent to [your institution] (p. 85) page opens, listing
any inbound records/transcripts.

Tip: If you have so many items in the list that it is hard to find what you are looking for, use the
search fields (p. xiii) to find a specific record/transcript or to narrow down the list.

step 3 Check the box next to each record/transcript that you want to accept.
step 4 Click Accept.

A message informs you that the selected records/transcripts were accepted and
transferred to Manage Records.

From the Manage Records (p. 103) page, you can view, download, or delete the
records/transcripts.
Reject inbound records/transcripts

If you need more information, or if a record is sent to you in error, you can reject the
delivery. Rejected records appear in the sender's Rejected records queue.

Tip: Although entering a reason for rejections is optional, including a message can expedite the
successful resolution of transactions.

» To reject inbound records/transcripts
step 1 Log in to the Texas Records Exchange system (TREX).
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step 2 Click Inbound Records/Transcripts.

The Records/Transcripts sent to [your institution] (p. 85) page opens, listing
any inbound records/transcripts.

Tip: If you have so many items in the list that it is hard to find what you are looking for, use the
search fields (p. xiii) to find a specific record/transcript or to narrow down the list.
step 3 Check the box next to each record/transcript that you want to reject.
step 4 Click Reject.
You are prompted to enter a reason for the rejection.

step 5 Type in the reason and click OK.
The selected inbound records/transcripts are rejected and removed from your
queue.
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Outbound Requests

To check the status of requests that you have made but which have not been fulfilled,
you can click the View pending outbound requests link on your Home page. To review and
either resend or recall rejected requests, you can click the Rejected Outbound Requests
link on your Home page.

Workflows

View pending outbound requests (p. 31)
Rejected Outbound Requests (p. 31)

View pending outbound requests

Pending outbound requests include all requests that you have sent to other institutions
that have not been fulfilled and accepted or rejected and recalled.

» To view pending outbound requests
step 1 Log in to the Texas Records Exchange system (TREX).
step 2 Click View pending outbound requests.

The Requests sent from [your institution] (p. 87) page opens, showing a list
of your pending outbound requests.

step 3 To view more information about a request, click Details.

step 4 To view a request's full history, click the tracking number in the details
popup.
You can resend or recall rejected requests:

Resend a rejected request (p. 32)
Recall a rejected request (p. 32)

Rejected outbound requests

» To manage rejected outbound requests
step 1 Log in to the Texas Records Exchange system (TREX).
step 2 Click Rejected Outbound Requests.
The Your Rejected Requests (p. 88) page opens.
step 3 To see more information about a request, click Details.

Tip: When you place your mouse cursor over the Details link without clicking, any message
associated with the transaction will be shown adjacent to your mouse cursor.

step 4 Based on the reason the request was rejected, resend or recall the request.
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Workflows
Resend a request (p. 32)
Recall a request (p. 32)
Tip: If the rejecting institution did not say why the request was rejected, resend the request and

use the optional message field to ask why it was rejected.

Resend a request

If a request that you initiated is rejected by the institution from which you requested a
record/transcript, you can edit your request and resend it.

» To resend a request
From the Requests sent from [your institution] page or the Your rejected requests page:

step 1 Check the box next to the request you would like to send again.
step 2 Click Resend.

The Enter Student Information (p. 91) page opens, with the choices from
your request filled in.

step 3 Edit choices if necessary and click Next.
The Select Institution (p. 91) page opens.
step 4 Choose the recipient institution and click Next.
step 5 The Confirm & Submit (p. 93) page opens.
step 6 If necessary, enter a clarifying message for the request recipient.
step 7 Click Send.

The Results (p. 93) page opens, showing you the results of your request.
Note: When you resend a record/transcript request, the tracking number is changed, but
the original tracking number is shown on the Details for request page.

Recall a request

If you find that a rejected request was made in error, you can recall the request.

» To recall a request
From the Requests sent from [your institution] page or the Your rejected requests page:
step 1 Check the box next the request you want to recall.

step 2 Click Recall.
You are asked to confirm the recall.

step 3 Click OK.
The request is recalled and your pending outbound request queue is updated.
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Outbound records/transcripts

Outbound records/transcripts, also known as outbound deliveries, are the
records/transcripts that you send to other institutions. Outbound deliveries may be
records/transcripts that you send in response to a request initiated by another institution,
or they may be records/transcripts whose transmission you initiate in response to a walk-
in, mail-in, or Internet request from a student.

From the Home page users can view their pending outbound deliveries and can resolve
rejected outbound records/transcripts.

Workflows
View pending outbound records/transcripts (p. 33)
Rejected outbound records/transcripts (p. 33)

View pending outbound records/transcripts

Pending outbound records/transcripts are deliveries that have not been completed yet.

» To view pending outbound records/transcripts
step 1 Log in to the Texas Records Exchange system (TREX).
step 2 Click View pending outbound records/transcripts.
The Records/Transcripts sent from [your institution] (p. 89) page opens,
showing deliveries that have not yet been completed.
step 3 Click the Details link for a record/transcript transaction to see more
information about it.

Tip: When you place your mouse cursor over the Details link without clicking, any message
associated with the transaction will be shown adjacent to your mouse cursor.

You can resend or recall rejected records/transcripts:
Resend rejected outbound records/transcripts (p. 34)
Recall rejected outbound records/transcripts (p. 34)

Rejected outbound records/transcripts

Rejected outbound records/transcripts are records/transcripts that you have sent to
another institution that the recipient has chosen to reject instead of accept. When an
outbound record/transcript is rejected, check the tracking details for that transaction to
see if the recipient has noted why the record/transcript was rejected. If you resend a
rejected record/transcript, it will appear in the recipient's Inbound records/transcripts
queue again, with a new tracking number.

If you recall a rejected record/transcript, the transaction is marked as complete, the item
is removed from your queue, and no further action is required.
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» To manage rejected outbound records/transcripts
step 1 Log in to the Texas Records Exchange system (TREX).
step 2 Click Rejected Outbound Records/Transcripts.
The Your rejected records/transcripts (p. 90) page opens.

step 3 Click the Details link for a record/transcript transaction to see more
information about it.

Tip: When you place your mouse cursor over the Details link without clicking, any message
associated with the transaction will be shown adjacent to your mouse cursor.

You can resend or recall a rejected record/transcript.

Workflows
Resend rejected records/transcripts (p. 34)
Recall rejected records/transcripts (p. 34)

Resend rejected outbound records/transcripts

If you believe a record/transcript was rejected accidentally, or if you can provide more
information to the recipient, you can resend a record/transcript.

Tip: Mouse over the Details link to see if the recipient sent a message when rejecting the
record/transcript.

» To resend rejected outbound records/transcripts
From the Your rejected records/transcripts page:
step 1 Check the box next to each record/transcript you would like to send again.

step 2 Click Resend.
You are asked to provide a reason for sending the records again.

step 3 Type a reason in the text entry box and click oK.
The records are sent and your queue is updated.
Recall rejected outbound records/transcripts
If you find that a rejected record/transcript was sent in error, you can recall the delivery.
Tip: Mouse over the Details link to see if the recipient sent a message when rejecting the
record/transcript.

» To recall rejected outbound records/transcripts
From the Your rejected records/transcripts page:
step 1 Check the box next to each record/transcript whose transmission you want
cancel.

step 2 Click Recall.
You are asked to confirm that you want to recall the deliveries.
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step 3 Click OK.
The records/transcripts are recalled.

35



»

Request a record/transcript

To get a copy of a student's records, send a record/transcript request to the institution.

Prerequisites:

Know the student's first name, last name, and date of birth (p. 37)
Know the name and location of the institution

To request a record/transcript

step 1 Log in to the Texas Records Exchange system (TREX).

step 2 On your TREx home page, click Request a record/transcript.
The Enter Student Information (p. 91) page opens.

step 3 Enter as much identifying information about the student as you can.
Note: You must enter at least the first name, last name, and date of birth.

step 4 Select the Urgency of your request.
step 5 Click Next.

The Select Institution (p. 91) page opens.
step 6 Select the institution from which you want to request a record/transcript.
step 7 Click Next.

The Confirm & Submit (p. 93) page opens.
step 8 Confirm that the student information and the institution chosen are correct .
step 9 Enter a message to accompany your request (optional).

step 10 Click Send.

The Results (p. 93) page opens and shows you the status of your request,
including the tracking number that you can use to monitor the request's
progress.
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About the student's Date of Birth

When you enter a date in TREXx date fields, you can type in the date or, when the
calendar control is available, you can select the date from a popup calendar.

*Dake of Bath: |09/08/1978 Fo
Shudent £: | [ September, 1913@ %
| #e 2. Today Vo B

n Mon Tue Wed Thu Fri

1 2
4 5 & 7 ¢
10 11 12 13 14 1§ 1t
18 19 20 71 22
25 26 27 28 29
Select date

Figure 19: Use the calendar control to enter dates.

The calendar control

The calendar control, when available, is located next to each date field that accepts
entries. Clicking the small calendar icon opens the calendar. The single arrows change
the date by one month, the double arrows change the date by one year.

Typing in a date
You can type in a student's Date of Birth using the following formats:

= Month - written or numeric. For example, July or 07

Note: If you choose to spell out the month, you must use a comma between the day and
the year. For example, July 14,02

= Day - numeric only. For example, 4 or 04.
= Year - two or four digit numeric. For example, 88 or 1988.

= Separator - either a forward slash or a period. For example, 07/04/88 or
07.04.88.

Note: If you enter a two digit year, it is assumed that the year is less than 100 years
before the current year. For example, if you enter the year as 23 the year will be assumed
to be 1923. If you enter the year as 02 the year will be assumed to be 2002.

Note: The Select Institution page has different tabs to help you select the request
recipient: the Most Frequently Used Institutions tab, the Search for an Institution tab, and,
for public schools only, the PID Search tab.
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Send a record/transcript

Using the Send one record workflow, you can send one student's record/transcript to one
or more institutions.

» To send one record/transcript
step 1 Log in to the Texas Records Exchange system (TREX).
step 2 Click Send one record/transcript.
The Select Record/Transcript (p. 95) page opens.
step 3 Select the record that you want to send:
= If you have not uploaded the record, upload the record to the TREx (p. 43).

= Click the button next to the record that you want to send.

step 4 Click Next >>.
The Select Recipients (p. 95) page opens.
step 5 To specify an institution as a recipient:

5a Click either the Most Frequently Used Institutions tab or the Search for
Institutions tab.

Note: Institutions with the National Option can also use the Search for
National Option Institutions tab.
5b Find the institution in the list of available institutions.
5¢  Click select in the left column of the institution's listing.
The institution is added to the Recipients list.
5d Continue to add recipients as needed.
step 6 Click Next >=>.
The Review Exit Level Assessments (p. 96) page opens.

step 7 Determine the source (Uploaded from SIS or Texas Assessment Systems
Data) of each assessment you want to be used for the transcript data.

7a  Click the radio button in front of each assessment you choose to use.
step 8 Click Next>>.
step 9
The Confirm and Submit (p. 97) page opens. It shows the information that
you have specified and also lists a tracking number for the transaction.
step 10 Check the information that you have specified for the transfer. You can add
a note to accompany the record/transcript at this stage, but it is not required.

step 11 Check box that electronically "signs" your delivery.

Note: If you are sending a record/transcript to both a PK-12 institution and a
post-secondary institution you will have two boxes to check.
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step 12 Click Send.

The Results (p. 97) page opens, showing the transactions and tracking
numbers created for each recipient institution.
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»

Send multiple records/transcripts

You can use the Send multiple records/transcripts workflow to send several students'
records/transcripts to the same recipient.

To send multiple records/transcripts

step 1
step 2

step 3

step 4

step 5

step 6

step 7

step 8

step 9

Log in to the Texas Records Exchange system (TREX).

Click send multiple records/transcripts.

The Select Records/Transcripts (p. 99) page opens.

Click select next to each student's name whose transcript you wish to send.
When you click Select, the record is added to the Selected Students list.
Click Next.

The Select Recipient (p. 99) page opens.

To specify an institution as a recipient:

5a Click either the Most Frequently Used Institutions tab or the Search for
Institutions tab.

Note: Institutions with the National Option can use the Search for National
Option Institutions tab.
5b Find the institution in the list of available institutions.
5¢ Click select in the left column of the institution's listing.
The institution is shown as the Recipient.
Click Next>=>.
The Review Exit Level Assessments (p. 100) page opens.

Determine the source (Uploaded from SIS or Texas Assessment Systems
Data) of each assessment you want to be used for the transcript data.

7a  Click the radio button in front of each assessment you choose to use.
Click Next>>.
The Confirm and Submit (p. 100 page opens.

Enter a single message that will be sent with each record. Note: Messages
cannot be sent to Colleges and Universities with transcripts.

step 10 Review the information that you have specified.
step 11 Check box that electronically "signs" your delivery.
step 12 Click Send.

The records/transcripts are sent to the TREX to be translated and forwarded
to the recipient.

The Results (p. 101) page opens, showing the results of your transactions,
including the tracking numbers.

41






Manage Student Records

You can upload, download, create, edit, and view your records that are stored on the
TREX using the Manage Records workflow. You can also add and remove attachments to
student records/transcripts that you have uploaded or created.

Workflows

Upload records/transcripts to the TREx (p. 43)

Create or edit a student record/transcript using Manual Data Entry (MDE)
(p. 44)

Remove records/transcripts from the TREx (p. 50)

Add an attachment to a student record/transcript (p. 49)

Download records/transcripts from the TREx (p. 50)

Upload records to the TREX

Before you can send a record/transcript to another institution, you must upload it to the
TREX data center.

Prerequisites:
= The records to be uploaded must be in a properly formatted file.

= You must be able to browse to the record file from the computer which is logged
in to the TREX.

Note: You can upload records from within the Manage Records workflow or from within
any of the workflows that send student records/transcripts to other institutions.

» To upload records to the TREX

step 1 From the Manage Records for [your institution] (p. 103) page or from the
Select Record/Transcript page, click Upload.

The Upload Records for [your institution] (p. 104) page opens.

step 2 Click Browse... to browse for and select the record file to be uploaded.
step 3 Click Upload.

An upload progress bar shows the various stages of the upload process.
When the process is finished, a confirmation box tells you how many
records were uploaded.

If your record/transcript extract does not meet TEA data standards, the
record will not be saved. Make note of the errors generated by the validation
process and correct them and then try the upload again.

Note: Most record/transcript uploads will generate validation warnings, but
this will not prevent the records from being saved on the TREx server. Only
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»

records with errors will be rejected.

step 4 Click OK.
Note: After you upload records, you are returned to the workflow from which you started.

Create or edit a student record using Manual Data Entry

(MDE)

If you cannot produce an extract file for a particular student, you can enter, edit and save
that student's information using the Manual Data Entry (MDE) interface. The MDE

provides the ability to enter or edit the minimum required information and supplemental
information about a student's record/transcript.

The MDE process is divided into seven steps:

step 1 Enter Student and School Data (p. 44)

step 2 Enter Enrollment and Academic Data (p. 45)
step 3 Enter Current Coursework (p. 45)

step 4 Enter Completed Coursework (p. 46)

step 5 Enter Assessments (p. 47)

step 6 Validate Manually Entered Data (p. 48)

step 7 Confirm and Create Student Record (p. 49)

Note: On the Student and School Information and the Enrollment / Academic Information
pages, you cannot advance to the next step of data entry until you fill in all fields marked
with an asterisk (*).

Manual Data Entry Step 1 - Enter Student and School Information

The first step in the Manual Data Entry process consists of entering School and Student
Information. This information includes identifying and demographic information about
the student, and contact information about the sending institution. In addition, this step
includes the means to enter parental, immunization, and disciplinary action information.

To enter student and school information in Manual Data Entry

step 1 From the Manage Records (p. 103) page, click Create (or Edit if editing an
existing record/transcript).
The Student and School Information (p. 105) page opens. This provides the
interface to enter or edit identifying information about the student, the
school, the student's parents, immunization history, demographics, and
disciplinary actions.

step 2 Enter the Student and School information.

Note: You must supply all information marked with an asterisk (*). You
cannot save your work, nor can you advance to the next step of Manual Data
Entry until all required fields of Student School Information have been
entered.

step 3 Click Save.
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The information that you have entered so far is saved.
step 4 Leave the Student and School Information data entry tab:
= To continue the manual data entry process, click Next>>.
Step 2 - Enrollment/Academic Information starts.

= To leave additional steps for a later time, click cancel.
You are returned to the Manage Records page.

Manual Data Entry Step 2 - Enter Enrollment and Academic Information

Entering enrollment and academic information is the second step of creating or editing a
student record using Manual Data Entry.

Note: You cannot access the Enrollment/Academic Information page until you have
entered all required fields (marked with an asterisk *) on the Student and School
Information page. You cannot access any of the subsequent Manual Data Entry steps
until you have entered at least the student's Grade Level on the Enrollment/Academic
Information page.

» To enter Enrollment and Academic information using Manual Data Entry
step 1 Open the Enroliment/Academic Information page:
= If you have just started creating a new record, click Next>> from the
Student and School Information page.

= If you are resuming data entry on a record that you started or edited, and
then saved for later, find the record on your Manage Records page and click
Create Or Re-edit in the Modify column of that record's listing, then click the
Enrollment/Academic Information tab.

The Enrollment / Academic Information (p. 106) page opens.
step 2 Enter the relevant information about the student's enrollment.
step 3 Click Save.

The information that you have entered so far is saved.
step 4 Leave the Enrolliment/Academic Information data entry tab:

= To continue the manual data entry process, click Next>>.

Step 3 - Current Coursework starts.
= To leave additional steps for a later time, click Cancel.
You are returned to the Manage Records page.

Manual Data Entry Step 3 - Enter Current Coursework

» To Enter Current Coursework using Manual Data Entry
step 1 Open the Current Coursework page:

= If you have just started creating a new record, click Next>> from the
Enrollment/Academic Information page.
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= If you are resuming data entry on a record that you started or edited, and
then saved for later, find the record on your Manage Records page and click
Create Or Re-edit in the Modify column of that record's listing, then click the
Current Coursework tab.

The Current Coursework (p. 107) page opens.

step 2 At the top of the page, enter information about the current academic session.
step 3 Add individual courses to the list of current coursework:

3a Inside the Courses area, click Add to enter information about individual
courses.
The Add Course page opens.

3b Enter course information, including whether credit has been awarded, and
any special explanations about the type of course such as Honors, Advanced
Placement, Physical Education Equivalent, or other designators for a course
that is outside the standard curriculum for that grade level.

3¢ Click Add to save the course information.
You are returned to the Current Coursework page.
3d Repeat steps 3a through 3c for each course that you wish to add.

step 4 When you are done entering courses in the Courses area, click Add at the
bottom of the Current Coursework page.

The courses listed in the Courses area are added to the student record in
progress.

step 5 Click Save.
The information that you have entered so far is saved.
step 6 Leave the Current Coursework data entry tab:
= To continue the manual data entry process, click Next>>.
Step 4 - Completed Coursework starts.

= To leave additional steps for a later time, click Cancel.
You are returned to the Manage Records page.

Manual Data Entry Step 4 - Enter Completed Coursework

» To Enter Completed Coursework using Manual Data Entry
step 1 Open the Completed Coursework page:
= If you have just started creating a new record, click Next>> from the
Current Coursework page.

= If you are resuming data entry on a record that you started or edited, and
then saved for later, find the record on your Manage Records page and click
Create Or Re-edit in the Modify column of that record's listing, then click the
Completed Coursework tab.

The Completed Coursework (p. 108) page opens.

46



step 2 At the top of the page, enter information about the completed academic
session.

step 3 Add individual courses to the list of completed coursework:

3a Inside the Courses area, click Add to enter information about individual
courses.
The Add Course page opens.

3b Enter course information, including whether credit has been awarded, and
any special explanations about the type of course such as Honors, Advanced
Placement, Physical Education Equivalent, or other designators for a course
that is outside the standard curriculum for that grade level.

3c Click Add to save the course information.
You are returned to the Completed Coursework page.
3d Repeat steps 3a through 3c for each course that you wish to add.

step 4 When you are done entering courses in the Courses area, click Add at the
bottom of the Completed Coursework page.

The courses listed in the Courses area are added to the student record in
progress.
step 5 Click Save.
The information that you have entered so far is saved.
step 6 Leave the Completed Coursework data entry tab:
= To continue the manual data entry process, click Next>>.
Step 5 - Add Assessments starts.

= To leave additional steps for a later time, click Cancel.
You are returned to the Manage Records page.

Manual Data Entry Step 5 - Enter Assessments

» To Enter Assessments using Manual Data Entry
step 1 Open the Enter Assessments page:
= If you have just started creating a new record, click Next>> from the
Completed Coursework page.

= If you are resuming data entry on a record that you started or edited, and
then saved for later, find the record on your Manage Records page and click
Create Or Re-edit in the Modify column of that record's listing, then click the
Enrollment/Academic Information tab.

The Assessments (p. 109) page opens.

step 2 Add individual assessments to the list of assessments:
2a Inside the Assessments area, click Add.
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step 3

step 4

The Add Assessment page opens.

2b  Enter the assessment information.
Note: The Test Name field offers both a drop-down list and a text entry box.

Use only one of these to specify the assessment name.
2c If there are any sub tests, add them by clicking Add Sub Test.

2d At the bottom of the Add Assessment page, click Add.
The assessment is added to the list of assessments on the Assessments

page.
2e Repeat steps 2a through 2c for each assessment you wish to enter.
When you are done entering assessments, click Save.
The information that you have entered so far is saved.
Leave the Enter Assessments data entry tab:
= To continue the manual data entry process, click Next>>.

Step 6 - validate Manually Entered Data starts.

= To leave additional steps for a later time, click Cancel.
You are returned to the Manage Records page.

Manual Data Entry Step 6 - VValidate Manually Entered Data

The sixth step of the manual data entry process is a review of the data you have entered
before you submit it for validation. The data is divided into five groups that correspond
to the first five steps of the manual data entry process. To correct any information, click
the appropriate tab for that information. For example, if you find that you have omitted a
course that the student completed, click 4.Completed Coursework.

» To Validate Manually Entered Data

step 1

step 2
step 3

step 4
step 5

Open the Vvalidate page:
= If you have just started creating a new record, click Next>> from the
Assessments page.

= If you are resuming data entry on a record that you started or edited, and
then saved for later, find the record on your Manage Records page and click
Create Or Re-edit in the Modify column of that record's listing, then click the
Validate tab.

The Vvalidate (p. 111) page opens.

Review the data that you have entered in the previous five steps.

If necessary, correct data that was not entered correctly by visiting the
appropriate tab of the Manual Data Entry interface.

Once you have ensured that the data is correct, click Save.
Click validate.
The Validation Results (p. 115) page opens.
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Note: A student record/transcript cannot be created or updated until all
Errors are resolved. A record/transcript can be created or updated if
validation produces only Warnings.

step 6 If data validation produced Errors:
6a Review the error messages to determine which data elements need to be
corrected.
6b Correct the data elements using the appropriate steps of the Manual Data
Entry Process.

Tip: If you cannot remember the appropriate MDE step for a particular data element, use the
Validation page to find it. Data elements on the Validation page are grouped by the step in
which they are entered.

6c Return to the validation page by clicking the Validation tab.
6d Click save to save your changes.
6e Repeat Steps 5 and 6 until validation produces no Errors.
step 7 Leave the Validate Manually Entered Data tab:
= To finalize creation of the student record/transcript, Next>>.
The student record/transcript is created.

= To leave additional steps for a later time, click Cancel.
You are returned to the Manage Records page.

Manual Data Entry Step 7 - Confirm and Create Student Record

Manual Data Entry Step 6 - Data validation - produces Warnings and Errors. Warnings
indicate that there may be some data missing, but that the record is essentially complete.
Errors indicate that there is required data that is missing, or that there is conflict
between data elements within the record/transcript.

Once you have resolved all Errors, you can finalize creation of the student
record/transcript.

» To Confirm and Create (or Update) a Student Record
step 1 Validate the data that you have entered (p. 48).
step 2 From the Confirm and Create tab, click Create (or Update if editing an
existing record).
The student record/transcript is created (or updated) and you are returned to
the Manage Records page.

Add an attachment to a student record/transcript

You can add one or more attachments to student records/transcripts that you have
uploaded to the TREXx. Attachments are uploaded, stored, and transmitted in their

original file formats.
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» To add an attachment to a student record/transcript

step 1 Log in to the Texas Records Exchange system (TREX).

step 2 Click Manage records.
The Manage Records for [your institution or partner name] (p. 103) page
opens, showing a list of student records.

step 3 Locate the student record/transcript to which you want to add an attachment
and click the Add attachment or [X] Attachments link.
The Upload attachment for [student name] (p. 103) page opens.

step 4 Click Browse... to browse to and select the file that you want to attach.

step 5 Click Upload.
The file is uploaded. A progress bar shows status of the transfer. You are
returned to the Manage records page when the transfer is complete.

Remove records from the TREXx

Records that you leave on the TREX server will be purged after ten days. If you know
you are finished using a record, you can delete it before this ten day period has elapsed.

Note: After you are notified that a record/transcript has been sent, you can remove it from
the TREX - you don't need to wait for the record to be accepted.

» To remove records from the TREXx
step 1 Log in to the Texas Records Exchange system (TREX).
step 2 Click Manage records.
The Manage Records for [your institution] (p. 103) page opens.
step 3 Check the box next to each student record you want to remove.

Tip: If you have so many items in the list that it is hard to find what you are looking for, use the
search fields (p. xiii) to find a specific record/transcript or to narrow down the list.

step 4 Click Delete.
You are asked to confirm the deletion.

step 5 Click OK.
The records you selected are deleted from the database and the Manage
Records page is updated.

step 6 When you are done deleting records, click Done to return to the TREx home
page.

Download a record/transcript from the TREX

You can download one or more student records from the Manage Records page.
Downloaded records are in XML format and are named according to the student's name
and 1D number. For example, the download file of a record for a student with a first
name of "First”, a middle name of "Student", a last name of "One", and a student ID of
"000990001" would be named:
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FIRST_STUDENT_ONE_000990001

» To download records from the TREx
step 1 Log in to the Texas Records Exchange system (TREX).
step 2 Click Manage records.
The Manage Records for [your institution] (p. 103) page opens.
step 3 Click Download next to the student record you want to download.
Tip: If you have so many items in the list that it is hard to find what you are looking for, use the
search fields (p. xiii) to find a specific record/transcript or to narrow down the list.
step 4 Click Download.
Your browser's download dialog starts.
the: The exact flow of the download dialog depends on the browser you are
using.
step 5 Confirm that you want to download the record file.
step 6 Specify the download location for the student record.
The file is downloaded to the location you specified.
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Reporting

Depending on the type of account that you have, you can view one or more reports from
your TREX Home page.

The TREX offers a few different types of reports:

= Performance reports tell to whom and from whom requests and records are most
frequently sent and received.

= Activity reports tell about the numbers and outcomes of different types of
transactions.

= Transaction status report lists transactions by their current state.
Workflows

Top Ten Reports (p. 53)

Institution Activity Summary (p. 55)

District Activity Summary (p. 56)

Transaction Status (p. 59)

Top Ten Reports

The Top 10 reports give you a quick snapshot of the institutions with which you are
exchanging the most records and requests.

Top 10 record/transcript sources

Top 10 Record/Transcript Sources
Racipmrt % Total
. ACES- ALTERMATIVE CENTER FOR ELEMENTARY STUDENTS (ALISTIN 1S0) 3.6 15
TRAVIS H 5 (ALISTIN 150) 14.6 6
LANIER H 5 (ALISTIN 150) 9.6 4
B BOWIE H S (AUSTIN ISD) 2.8 4
B AUSTINH 5 (AUSTIN ISD) 7.3 3
CROCKETT H 5 {AUSTIN 150) 7.3 3
B JOHNSTON H S (AUSTIN 150) 4.9 H
INTERMATIONSL H 5 (ALISTIN 150) 4.9 2
. ANDERSON H 5 (ALSTIN 15D} 2.4 1
I GARZA INDEPENCENCE H 5 (AUSTIN 1S0) 2.4 1

Figure 20: The Top 10 Record/Transcript Sources report.

The Top 10 record/transcript sources report shows the ten institutions that have sent the
most records/transcripts to your institution.
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Top 10 record/transcript destinations

Top 10 Record/Transcript Destinations
PRcipiert % Total
B AUSTINH S (AUSTIN E50) 2% 7
B TRAVIS H S (AUSTIN 150) 18.8 &
JOHNSTON H'S (AUSTIN ISD) 12.5 4
B ANDERSON H S (AUSTINISD) 12.5 4
B ABERNATHY H 'S (ASERNATHY 150) EX 1
| ACADEMY H S (SANTA GERTRUDIS 150) 31 1
M LANIER H S (AUSTIN 15D) 3l 1
REAGAN H 5 (ALSTIN I50) ¥ 1
B MCCALLUM M S (AUSTIN ISD) £ i
B AIMSCTRHS(VIDOR 150) 3l 1

Figure 21: The Top 10 Record/Transcript Destinations report.

The Top 10 record/transcript destinations report shows the ten institutions to which you
have sent the most records/transcripts.

Top 10 request sources

Top 10 Request Sources
Rac L) Totsl
W TRAVISH S (AUSTIM D) 2.2 4
B AUSTINH S (AUSTIN ISC) 16.7 3

CROCKETT H S (ALSTIN I50) 1.1 z
B AUSTIN ST HOSPITAL {AUSTIN IS0 11.1 2
I BOWIE HS (AUSTIN 15D) 1.1 z
B RICHARDSON H 5 (RICHARDSON 150) 56 1
W GARZA INDEPENDENCE H S (RUSTIN 15D) 5.6 1

MCCALLUM H S (ALISTIN ISD) 5.6 1
Ml LB)HIGH SCHOOL (AUSTIN 1SD) 5.6 1
B RICHARDSON ARTSILAWISCIENCE MAGNET (RICHARDSON 150) 5.6 i

Figure 22: The Top 10 Request Sources report.

The Top 10 request sources report shows the ten institutions that have requested the most
records/transcripts from your institution.

Top 10 request destinations

Top 10 Request Destinations
Reciplent % Tokal
W AUSTINH S (AUISTINISD) 18.2 2
B A&MOONSHS(COLEGE STATION 150) LN 1

DALLAS €0 SCHOOL FOR ACCELERATED LANG (IRVING 150) 9.1 1
B 6THGRADE (VALLEY VIEW I5D) %1 1
B BOWIEHS (AUSTIN 1SD) 9.1 1
W ACES- ALTERNATIVE CENTER FOR ELEMENTARY STUDENTS (AUSTINISD) 9.1 1
I LB HIGH SCHOOL (AUSTIN 15D) %l 1

MCCALLLMH 5 (AUSTIN 150) a1 1
W CROCKETT ALTERNATIVE CAMPUS (CROCKETT 150) 4.1 1
M ABILENE H 5 (ABILENE 15D) 9.1 1

Figure 23: The Top 10 Request Destinations report.

The Top 10 request destinations report shows the ten institutions from which you have
requested the most records.
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Reporting - Campus Activity Summary

The Campus Activity Summary provides you with a summary of the transactions
conducted by TREXx users from your campus.
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Figure 24: The Institution Activity Summary provides graphs of totals for different transaction types and their
outcomes.

The report features graphs of campus totals, and tables of user totals for outbound
records/transcripts, inbound records/transcripts, outbound requests, and inbound
requests.
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Figure 25: The Institution Activity Summary provides tables of totals for different transaction types and their
outcomes by user.

55



Running the report

You can run this report from the Reporting section of your Home page. The report
interface provides several pre-defined report time periods (Today, Yesterday, Week to
date, and so on) from which you can choose when running the report. You can also
define your own time period for the report by selecting Custom from the Time Period list.
This activates the Start Date and End Date fields which you can fill in by typing in dates
or by using the calendar control next to each date field.

Display activity summary for AKINSH S

Select the reporting period and press Submit.

Time Period: |Custom t

Start Date: |04/01/2008 =
End Date: [04/20/2008 =
# April, 2008 X
e dw Today e M
Subwnit
m Sun Mon Tue Wed Thu Fri Sat
1 2z 3 4
7 8 9 10 11 12
13 14 15 16 17 18 19

Salect date

Figure 26: Choose a pre-defined time period from the list or choose Custom to define your own time period.

Reporting - District Activity Summary

The District Activity Summary provides you with a summary of the TREX transactions
conducted by members of a particular district.

If you are a District level user, the report covers campuses in your district.
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If you are multi-district level user, such as an ESC user, the report covers campuses in
the the same district as the campus that is currently selected.
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Figure 27: The District Activity Summary provides graphs of district totals for different transaction types and their
outcomes.
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The report features graphs of partner totals, and tables of institution totals for inbound
records/transcripts, outbound records/transcripts, inbound requests, and outbound
requests.
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Figure 28: Transaction types and their outcomes are shown in a tabular format.

Running the report
You can run this report from the Reporting section of your Home page.

The report interface provides several pre-defined report time periods (Today, Yesterday,
Week to date, and so on) from which you can choose when running the report. You can
also define your own time period for the report by selecting Custom from the Time Period
list. This activates the Start Date and End Date fields which you can fill in by typing in
dates or by using the calendar control next to each date field.

58



Display activity summary for AUSTIN ISD

Select the report options and press Submit.

Suibtotal by: Iirtsnmm '|
Time Period: [Custom - ? April, 2008 =

e £ Today L

Start Date: |04/01/2008 o
Sun Mon Tue Wed Thu Fri Sat
End Date: [04/20/2008 = T 2 3 4 -
6 7 8 9 10 11 12
Subimit 13 14 15 16 17 18 10

Select date

In addition, you can choose to total transactions by individual users or by institutions.

Select the report options and press Submit.

Institution i

Subtotal by

Time Period: -
User —I

Reporting - Transaction Status

The Transaction Status report provides a listing of all chosen transactions, sorted by
transaction type and status, and for multi-campus reports, by campus.

Transaction Status Report by Organization for District Registrar Trex
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Figure 29: The Transaction Status report lists transactions sorted by transaction type, transaction status, and
when applicable, by campus.

Running the report
You can run this report from the Reporting section of your Home page.

The report interface provides several pre-defined report time periods (Today, Yesterday,
Week to date, and so on) from which you can choose when running the report. You can
also define your own time period for the report by selecting Custom from the Time Period
list. This activates the Start Date and End Date fields which you can fill in by typing in
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dates or by using the calendar control next to each date field.

Select the report options and press Submit.

Institution: [ Al Institutions

Time Period: | Custom -

Start Date: |04/012008

B 8

End Dake: | 042112008

Deliveries and Requests

with State: [Show Al -]

Format

=

? April, 2008 x

ey A Taday b b
Sun Mon Tue Wed Thu Fri  Sat

i 2 3 4
7 B 9 10 11 12
13 14 15 16 1V 1& 19

:0 3N 22 23

Mon, Apr 21

Figure 30: The calendar control enables you to enter report start and end dates.

Multi-campus users can chose to run the report either for all affiliated campuses or for a

particular affiliated campus.

Display transaction status report

Select the report options and press Submit.

Tretibution: | All Institutions

Time: Period: [ utER IEAN YOUTHWORES CHAR TER STHOOL
AMERICAMN YOUTHWORES CHARTER SCHOOL

Deliveries and)  AMERICAN YOUTHWORES CHARTER SCHOOL-SOUTH CAMPUS
AL TIN CAN ACADEMY EHAR TER STHOOE
With State: | AUSTIN CAN ACADEMY CHARTER SCHOOL
ALIS TIN DISCOVER Y SUHNE
AIISTIN DISCOVERY SCH
Format AUSTIN (50
ACES- ALTERNATIVE CENTER FOR ELEMENTARY STUDENTS
Report Format: AKINGH S b
=

Figure 31: Multi-campus users can run the report for one or all of their affiliated campuses.

The report can be run for all transactions of all statuses or for transactions of a specified

status such as cancelled requests.

Deliveries and Requests
with State: [Show all |
[T I - |
- Deliveries - —
Format herephed
. Requested and Accepbed
Report Format: Approved ) |
Brrived
Buwaiting spproval
B wstngdsta
Awalting grades
Resent
Cancaliad il

Figure 32: You can choose a particular transaction status for the report or you can show all statuses.

The report can be shown in either PDF or HTML format.
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Tip: If you want to print the report, choose the PDF format.

Format
Report Format: |POF =
FOF
HTML
Subiw Dot

Figure 33: You can choose either HTML or PDF format for the report.
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Manage Legends

Your institution can define an explanatory legend to be attached to all records/transcripts
that you send to other institutions using the TREX.
Workflows

View transcript legend (p. 64)

Remove record/transcript legend (p. 63)

Upload record/transcript legend (p. 63)

Remove Transcript Legend

If you upload a record/transcript legend to the TREX, each record/transcript sent on your
institution's behalf will include that legend. If you no longer want to send a legend with
each record/transcript, you must remove the legend from the TREX.

If a transcript legend has been uploaded, you can view it from your Home page. If no
legend has been uploaded, or the legend has been removed, the Remove record/transcript
legend link will not be shown.

» To remove a record/transcript legend
step 1 Log in to the TREX
Your Home page opens.

step 2 Click Remove record/transcript legend.

You are asked to confirm that you want to remove the legend.

step 3 Click Remove.
The legend file is removed from the TREx and you are returned to the Home
page.

Upload Transcript Legend

You can upload a transcript legend that explains your institution's grading system. The
TREX attaches this legend to each record/transcript sent from the institution on whose
behalf the legend was uploaded.

Note: Transcript legends are not attached to records/transcripts sent to Texas post-
secondary institutions (or other institutions using the SPEEDE server).

A transcript legend file must be an Adobe Acrobat (pdf) file and can be no larger than
17MB.

Note: You can only have one transcript legend per institution. If your institution has
already uploaded a transcript legend, the existing legend will be replaced when you upload
a new legend.
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»

»

To upload a record/transcript legend
step 1 Create a PDF file containing your transcript legend.
step 2 Log in to the TREX.

Your Home (p. 19) page opens.
step 3 Click Upload record/transcript legend.

The Upload New Transcript Legend for [your institution] page opens.
step 4 Click Browse to locate and select the record/transcript legend file.
step 5 Click Upload to begin the file transfer.

The progress bar shows the upload progress. When the file transfer is
complete you are returned to the Home page.

View transcript legend

If a transcript legend has been uploaded, you can view it from your Home page. If no
legend has been uploaded, or the legend has been removed, the View record/transcript
legend link will not be shown.

To view a record/transcript legend
step 1 Log in to the TREX.
Your Home (p. 19) page opens.

step 2 In the Administration (p. 23) section, click View record/transcript legend.
The current transcript legend is shown in a new window.
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Glossary of Terms
A

Accept a record/transcript

To accept a record/transcript means that you acknowledge delivery of the
record/transcript and it is moved to your data store on the TREX. From there you can
view the record/transcript in PDF format or download the transcript in electronic data
format.

Accepted

A delivery status indicating that student data files were accepted by the recipient.

Accepted from request

A delivery status indicating that the requested student data files have been received and
accepted by the requesting institution.

Arrived

A delivery status indicating that the student data files have arrived at the recipient
institution.

Awaiting Delivery

A request status indicating that the request is waiting for student data to be delivered
from the record holding institution.

Awaiting Fulfillment

A request status indicating that the request has been place din the recipient's queue.

Awaiting Grades

A request or delivery status indicating that the sending institution is holding the
transaction until grades are posted.

Awaiting Resend

Delivery status indicating that the delivery will be sent again.

C

Canceled

A request or delivery status indicating that the institution which initiated the transaction
has chosen to cancel it.

Co-academic

Non-academic institutions that require official academic records such as certification
authorities, licensing boards, and others.

Completed

A request or delivery status indicating that the student data files have been accepted by
the requesting or receiving institution.
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D

Data Translation

Data translation is the process of extracting data from one format and converting it to
another format. When you import a file into your word processor or spreadsheet, the
import utility is performing data translation. Many programs store data in a proprietary
format. Data translation software must be programmed for each proprietary format.

Delivering

A request status indicating that the student data files are being delivered to the
requesting institution.

Delivery

A student's record/transcript that is sent to another institution. A delivery can be initiated
by an institution, or it can be a response to a request.

E

EDI

Electronic Data Interchange (EDI) is a standard that defines how electronic information
should be structured so that it can be exchanged between differing systems. EDI is
implemented using other standards, such as ASC X12.

F

FERPA

The Family Educational Rights and Privacy Act (FERPA) defines who can and cannot
have access to student records, and under what circumstances these rules apply.

For more information about FERPA, see:
http://www.ed.gov/policy/gen/guid/fpco/ferpa/index.html

Fulfilled

A request status indicating that the student data files have been delivered to the
requesting institution.

Inbound

Inbound transactions are requests or records/transcripts that someone else has sent to
you. Inbound requests are always initiated by a different institution. Inbound records are
records that have been sent to you with or without a request from you.

L

Legend

A transcript legend is an explanation of the way your institution presents academic
information in its transcripts to help other institutions interpret them. Once you have
uploaded a transcript legend, it is included with each transcript that you send using the
TREX until the legend is removed.
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Outbound

Outbound requests or records/transcripts are transactions that you are sending to another
institution. Outbound requests are always initiated by you. Outbound record/transcript
deliveries may be initiated by you or they may be in response to another institution's
request.

P

Processing
A delivery or request status indicating that the transaction is being processed.

R

Ready to Process

A delivery status indicating that the student data has been uploaded and the delivery is
ready to process.

Reject a request or record/transcript

Transactions that come from other institutions, such as requests and records/transcripts
can be rejected by the recipient. There are several reasons why an institution might
reject a transaction including:

= The recipient requires more information from the initiator before it can proceed
= The transmission was made to the wrong institution
= The transmission is a duplicate transmission

Note: If a recipient institution cannot fulfill a request until an internal condition is fulfilled,
such as posting of grades, the request should be placed on hold, not rejected.

Rejected requests and records can be sent again without having to re-enter the
transaction information.

Rejected

A request or delivery status indicating that the transaction was not accepted by one of
the parties to the transaction. For example, a request that was rejected by the record
holder or a delivery that was rejected by the recipient.

Request

Request is shorthand for a request for records/transcripts. A request must include the
student's first name, last name, and date of birth for identification purposes.

Tracking number

A unique number assigned to each transaction by the TREX. If you send one transcript to
multiple recipients each copy receives its own tracking number.

Transferred
A delivery status indicating that the recipient institution was changed.

Type (Institution Type)
Institution type indicates the purpose and clientele of an institution. TREX institution
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types include:

= Co-academic - Non-academic institutions that require official academic records
such as certification authorities, licensing boards, and others.

= Pre-K through 12 - Academic institutions whose students are in the preschool
through high school grade range.

= Post-secondary - Academic institutions whose entry requirements include at least
a high school diploma.

Undelivered
A request or delivery status indicating that communications with the recipient institution
could not be established.

Workflow

A workflow is a sequence of activities that you complete to accomplish a goal. Also
known as a task or a procedure, a workflow may be a part of a larger task or it may
contain one or more smaller workflows.

The rules governing a workflow, such as when and if it must be performed in relation to
other workflows, vary. For example, when you manage inbound requests, you can choose
to reject, fulfill, or hold requests, and can do so in any order you choose. However, when
you fulfill a request, you must either have or put the student record/transcript into the
TREX database before you can send it to the requesting institution.
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Configuring Your Browser for TREx Use

Turn on JavaScript and cookies in Internet Explorer

Note: Check your browser's help for the most current information on configuration options.

» To turn on JavaScript and cookies in Internet Explorer

step 1
step 2

step 3

step 4

step 5

Start Internet Explorer
Select Tools >> Internet Options from the Internet Explorer menu.
The Internet Options window opens.
Turn on JavaScript:
3a Click the Security tab.
3b Click the Trusted sites icon.
3¢ Click sites....
The Trusted sites window opens.

3d Type the TEAL url https://pryor.tea.state.tx.us/, in the Add this Web site to
the zone: text box and click Add.
The TREXx domain name is moved to the Web sites: list.

3e Click ok.
The Trusted sites window closes.
Turn on cookies:
4a Click the Privacy tab.
4b  Click sites....
The Per Site Privacy Actions window opens.

4c  Type the TEAL URL in the Address of Website text box and click Allow.
The TEAL domain name is moved to the Managed Web sites list. It should
say Always Allow in the Setting column.

4d  Click OK.
The Per Site Privacy Actions window closes.

Click oK to close the Internet Options window.

Turn on JavaScript and cookies in Firefox (Windows)

Note: Check your browser's help for the most current information on configuration options.

» To turn on JavaScript and cookies in Firefox

step 1
step 2

Start Firefox.
Select Tools >> Options on the Firefox menu.
The Options window opens.
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step 3 Turn on JavaScript:
3a Click content at the top of the window.
The content handling options are displayed.

3b Make sure Enable JavaScript is checked.
Note: For better display of online help and the user interface, allow the TREX
website to display popups and to load images.
step 4 Turn on cookies:
4a  Click Privacy at the top of the window.
The Privacy tabs are displayed.

4b  Click the Cookies tab.
The Cookies options are displayed.

4c  Click Exceptions (beside the Allow sites to set Cookies check box).
The Exceptions - Cookies window opens.

4d  Type the TEAL url, https://pryor.tea.state.tx.us/, in the Address of web site:
text box and click Allow.
The url is moved to the list of website exceptions. The status column
should say Allow.

4e  Click Close to close the Cookies - Exceptions window.

step 5 Click OK on the Options window to save your changes and close the window.

Turn on JavaScript and cookies in Firefox (Mac)

Note: Check your browser's help for the most current information on configuration options.

» To turn on JavaScript and cookies in Firefox (Mac)
step 1 Start Firefox.
step 2 Turn on JavaScript:
2a Select Preferences... on the Firefox menu and click Content.
The content handling options are displayed.

2b Make sure Enable JavaScript is checked.

Note: For better display of online help and the user interface, allow the TREX
website to display popups and to load images.

step 3 Turn on cookies:

3a Click privacy at the top of the window.
The Privacy tabs are displayed.

3b Click the Cookies tab.
The Cookies options are displayed.

3c Click Exceptions (beside the Allow sites to set Cookies check box).
The Exceptions - Cookies window opens.

3d Type the TEAL url, https://pryor.tea.state.tx.us/ in the Address of web site:
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text box and click Allow.

The url is moved to the list of website exceptions. The status column
should say Allow.

step 4 Close the Firefox preferences window.

Turn on JavaScript and cookies in Safari

Note: Check your browser's help for the most current information on configuration options.

» To turn on JavaScript and cookies in Safari
step 1 Start Safari.

step 2 Select Preferences from the Safari menu and click the Security tab.
The Security window opens.

step 3 Configure the following settings:

Web content: Enable JavaScript IS checked, Block popups is cleared (not
checked).

Accept cookies: Either Always or Only from sites you navigate to is selected.
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Texas Records Exchange System (TREX)
Pages

The following TREX screen captures are organized according to the functional areas of

the TREX in which they are encountered. When the same page appears in more than one
task within a functional area, or when it appears in a different functional area, it is not

listed more than once.

The following functional areas of TREx are covered in this reference:

Reset Password Page (p. 75)

Finding Transactions Pages (p. 77)

Inbound Requests Pages (p. 81)

Inbound Records/Transcripts Pages (p. 85)
Outbound Requests Pages (p. 87)

Outbound Records/Transcripts Pages (p. 89)
Request a Record/Transcript Pages (p. 91)

Send One Record/Transcript Pages (p. 95)

Send Multiple Records/Transcripts Pages (p. 99)
Manage Records/Transcripts Pages (p. 103)
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Reset Password Page

This page is used for the following workflow:
Reset a forgotten password (p. xvi)

Reset password page

The Reset Password page enables you to regain access to your TREx account after you
have forgotten your password. TREXx access is controlled through the Texas Education
Agency Login secure environment (TEAL) web portal.

. Texas Education Agency

Identity and Access Management

ase contact TEA Computer Access at computer.access@tea.state.bx.us

Username:

Submit | Cancel

Figure 34: You must have access to the email account associated with your TEAL account to reset your password.
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Finding Transactions Pages

The pages in this section are used in one or more of the following workflows:
Look up transactions by student name (p. xvii)
View completed transactions (p. xvii)
Look up a transaction by tracking number (p. xviii)

Search results (Student name search)

The Search results for [student name] page shows you the names that match the student
name that you entered in the search boxes.

Search results for name twelfth twelve

Showing 1-1 of 1 Fage[ 1 of 1 show [10 =] per page

TWELVE TWELFTH STUDENT 00990012 12/12/19%0

Figure 35: Search results for a name search.

Transaction details for [student name] page

The Transaction details for [student name] page shows your institution's transaction
history for a particular student that you have looked up by name. From this page you can
look at the histories of individual transactions.

Transaction details for TWELFTH STUDENT TWELVE

Student Information

TWELWE, TWELFTH STUDENT Feinals 12/12/1990 00050012

Pending Transactions

04/18/2008 07:49:51 PM Deedrvery From TRAVISH S Arrived

Completed Transactions

(Mo rems to display)

[ i | [ Dore |
Figure 36: The Transaction Details for [student name] report.

77



Completed Transactions page

The Completed Transactions page shows you transactions that have been resolved for
which your institution was either the sender or recipient.

Completed Transactions
Showing 13 46 3 page| T of1 Shoe [10 =] par page
[ | [es0 [ [

g Fequent ACES: ALTERMATIVE CENTER FO&

GE2008 064531 PM Complated FOUR FOURTH (0rra0n4 AKINEH S ELEMEMTART STLIOEMTS
oy [ - ACES. ALTERMATIVE CEMTER FOR

DIEI008 0613910 PM Aecapted HE FIRST D001 ELEMEMTAS'T STUDEHTS AKIMEH S

) f Raquer ACES- ALTERMATIVE CENTER FOR
0416 (2003 06135135 PM Cancelled Feasrthy For DOTFH0004 AKINEH S ELEMENTARY STLGENTS

Figure 37: The Completed Transactions page shows all of your transactions that have been completely processed.

Details for [transaction type tracking number] page

The Details for [transaction type, tracking number] page shows you a transaction's current
status, its origin, and its history.

Details for request RODODODO0RE

Aty diffesences betwesn the requested student and the delvered students are haghbghted in yellow
Requested Student

o, first student O T Odrradio 1

Request Information
trasditreg AKIHSH 5 ACES- ALTERHATIVE CENTER FOR ELEMENTARY STUDENTS Trrevasciste Fulfilled trendittreg
Delivered Student

OME, FIRSET STUDENT Mlale nLn1AEE1 QOOFI000 1 [= 1 L Rucorrrranded

Delivery Information

trenditreg ACES- ALTERMATIVE CENTER FOR ELEMENTARY STUCENTS AKINE H S Anteed

History
O4JEEIZ008 06112184 PM gy wwning Rl

Fwguested by terdaireg ot AKINS H 5, AUSTIN, TX
Paigaiat Tant slectroni aly 1o ACES- ALTERMATIVE CENTER FOR ELEMENTARY STUDENTS, AUSTIM, TX
Wz comments: Tt Sthadert One has mroved to our babe.”
163003 06 2£ 00 B Fequest Fulfiled.
Fulfiled by trevdistreg ot ACES- ALTERMATIVE CENTER FOR ELEMEMTARY STUDENTS, AUSTIN, TH
Wnar comavnes: “Thass mcords do ret incheds grades For tha Spring ©F memaster.”
O ERT00E 0625200 P Dalivary crested,
Fwcordsiransenipes weern tranclted inns dher appropeiaty Formnat For AN H 5, AUSTIM, TH.
Wzar commamanes: “Thate mconds do not inchada gradas For the Spdng OF parmaster.”

DI 2008 0812500 P Craliwery approved.

Approved by rendntreg 3t ACES- ALTERNATIVE CEMTER FOR ELEMENTARY STUDEMTS, AUSTIM, TX,
OAJUEI00S 062500 PM Dralivary arvived aed awalting scosplance.

Ftecorduitransonipts were Sent alectronically 1o AKIMS H S, AUSTIN, TH.
OGS0 062500 PH Rt dweaiting deliviry scceplance,

[ o |
Figure 38: The Details for Tracking # page shows the complete history for a particular transaction.
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Note: If a request transaction was fulfilled with a partial match, the differing fields are
highlighted in yellow.
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Inbound Requests Pages

The pages in this section are used in one or more of the following workflows:
Fulfill an inbound request (p. 25)
Reject inbound requests (p. 26)
Hold inbound requests (p. 27)
Forward inbound requests (p. 27)

Requests sent to [your institution] page

The Requests sent to [your institution] page shows you the inbound requests that are
currently in your queue. It does not show you requests that you have already fulfilled or
rejected.

Requiests sent to BERKNER H S
Showirg 11 off 1 Page 1af 1 U ) = [—

i '

B 1T 5 N T Tt R — . 1 14E ENERING H T SUST
4 ¥ 1 tng et 5 1234

| rui | Forward [ tioki for Graces [ fejert | [ Do |

Figure 39: The Requests sent to [your institution] page with the Details popup shown.

Select Record/Transcript page (Fulfill a Request)

The Select Record Transcript page enables you to choose the student record to fulfill a
request. It will show any matching records (either exact or partial matches) that are
currently stored in the TREX database. If the student record/transcript is not currently
stored in the TREX database, you can upload it using the Upload button on this page.

HE fourwd 1 . Vou may o bekow,

[T T [ et e ]
Figure 40: A green message informs you that TREx has found an exact match.
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Exact matches are labeled with a green message and partial matches are labeled with a
yellow message.

Select a student record  transeript to match the request

| crot | ivoed ] ..ctwtsa ]
Figure 41: A yellow message informs you that TREx has found a partial match.

Requests that have no matching record display a red message.

Select o student record/ transcript 1o match the request

[
R 0y
R
d Student
r o [ ] o o
 o— | — | m— = I = — | F—
T
T T R——

Figure 42: A red message informs you that no matching records have been found.

Confirm and Submit page (Fulfill a Request)

The Confirm and Submit page gives you the opportunity to review a fulfillment before
you send it to the requesting institution.
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Note: If you fulfill the request using a record that is a partial match, the differing fields are
highlighted in yellow.

Review the detalls of this request fulfillment

Whian you chick the "5 uesting iretitution's preferred fermat and
sered the record/tra q rimber for the delbvery,

Arry diferences betwesn the requested and sslscted studerts are highlighted in yelow. ﬁ

Regquested Student

faerie e
e, ezt student oLO1EL 00
Selected Student
e Dt of Bisth udent ¥ At rigrates Typa
OHE, FIRST STUCENT Metale 01011981 ONrr0001 Rcommasreded
Reguesting Institution
AKIHEH S 10701 5 15T ST, AUSTIN, T, 75748
Enter a message to be sent with the record,/transcript (optional)
teese: records do not inchude grades For the Spring 08 semesber. | d Chavacters remahing: 137

By chcking the Send button below, the registrar responsible For this record indscabes ther interition to sign
[ this Form and ackniowledges that this slsctronic signature has the same forcs and sffect as the uss of &
marual signatune.

T T

Figure 43: Before you fulfill a request, you can review the details of the fulfillment.

Results page (Fulfill a request)

The Results page shows you the outcome of your record/transcript submission.

Fulfillment successful

This recordftransenipt bas besn sert to TREx for processing. Use the tracking nuber shown below bo recenve an Lp-to-the-
mirute status of the delivery

Ay cifferences betwasn the requesting and delvered students are highlighted in pellow

Requested Student
L« Dt of Burt tudert ¥

ity first student 01011921 OO0FA00E

Delivered Student

OHE, FIRST STUDENT Mudy LIS O0FI000 | POF Bipnrenanded
Tracking Information

Tracking M Fequazting Lrestiousion Shreet . Srate

AKIHSHS W701 5 15T ST AUSTIN ™

Messane:

These records do rot inchude grades For the Spring 3 semaster,

Figure 44: The Results page from a request fulfillment.
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Inbound Records/Transcripts Pages

The page in this section is used in one or more of the following workflows:

Accept inbound records/transcripts (p. 29)
Reject inbound records/transcripts (p. 29)

Records/Transcripts sent to [your institution] page

The Records/Transcripts sent to [your institution] page shows records/transcripts that have
been sent to you, either in response to your requests or in deliveries initiated by the

sending institution.

Records/ Transcripts sent to AKING H S

Showing 1-1of 1

'_..:l o 2

F  04f1602008 062500 PM OME FIRST

I

Page| 1 of1
00001 ACES- ALTERMATIVE CENTER FOR ELEMENTARY STUDENTS D OF 1w +
Details of delivery for FIRST STUDENT ONE m

Message: These records do not inchade grades for the Speing 08 semester,

Mame: FIRST STUDENT ONE
Student Number: 000350001
Date of Birth: 0170171281
Gender: Mals

Stabus: Arrived
Delivered: 04]16/2008 06:25:00 FM
Sent By: trexdistreg, ACES- ALTERNATIVE CENTER FOR ELEMENTARY
STUDENTS
Received By:

Tracking Mumber: =0000000053

Shenw | 10 =] par page

Figure 45: The Records/Transcripts sent to [your institution] page with Details popup shown.
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Outbound Reqguests Pages

The pages in this section are used in one or more of the following workflows:
View pending outbound requests (p. 31)
Rejected outbound requests (p. 31)

Requests sent from [your institution] page

The Requests sent from [your institution] page shows you requests that you have sent that
have not yet been completed. Clicking Details shows more information about a
transaction, including it's tracking number. You can click the tracking number to see a
complete history of the transaction.

Requests sent from AKINSH S

Shervineg 1.5 of 5 pml 1 gf1 Show |10 =] par page
[ [ = = I a0 I
T Requised i R ™ :
[T 04nGR00s D6:d4iz P Trewewdiste Funeitineg gradet L) sarcored Oy H000T ACES- ALTERHATIVE CEMTER FOR ELEMENTARY STUDENTS
[T 0ansRoos s:5:09 PM Treeevdiae Auneuiinng Rulfilimara vt Details of request for second student two B
FF 04rsenes 050900 e Innveediabe Rejected warchbor 1
e : Message: marking period is cver Friday, will sand then,
T o4rsmoog o6z Irwveediste alfilled one Urgency: 1 s
r

04130008 05:1154 PM Treereadiste Fueyitineg Fulflirnant aleven

T T Gender =l

Status: Awaslting grades
Requested: D4/16/2008 06:14:12 PM
Requested By: trexdistreg, AKINSH S
Received By: trexdstreg, ACES- ALTERNATIVE CENTER FOR ELEMENTARY
STUDENTS

Tracking Mumber: RO000000052

Figure 46: The Requests sent from [your institution] page with Details popup shown.
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Your Rejected Requests page

The Your Rejected Requests page shows you the requests you have made that have been
rejected and are currently waiting for you to either resend or recall them.

Your Rejected Requests
Showing 1+4 of & I Shows |10 =] par page
arch Fiakds to search Foe iemiz in the lat
r gl i " Last M S 00
[T oansfons 052032 p Treeeadist  Feasth Fer 000930004 ACES- ALTERMATIVE CEMTER FOR ELEMENTARY STUDEMTS
[T OarieRoos efadain fe FEL R G Details of request for for student fourth | x|
W16 008 (10 405 P Irmvreasdi
r ! v v Message: plesse check the name
[T 0471602008 0521624 FM Treermdite  Frocimdeski Urgency: Irmedise
A o &> Borif s ae
Name: For student fourth
Student Nurnber: 00030004
| Fowd ] | Date of Birth: 04041964 [ oo |
Gender:
Status: Fejscted
— - Requested: 04/16/2008 06:20:32 FM Vet 2000 3 1D
Requested By: trecdistreg, MONSHS
Rejected By: trexdistrag, ACES- ALTERMATIVE CENTER FOR ELEMENTARY STUDENTS
Trackimg Mumber: 20000000054

Figure 47: The Your Rejected Requests page.
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Outbound Records/Transcripts Pages

The pages in this section are used in one or more of the following workflows:

View pending outbound records/transcripts (p. 33)
Rejected outbound records/transcripts (p. 33)

Records/Transcripts sent from [your institution] page

The Records/Transcripts sent from [your institution] page shows records/transcripts that
you have sent whose transaction status is not yet complete.

Records/ Transcripts sent from ACES- ALTERNATIVE CENTER FOR ELEMENTARY STUDENTS

Shawng 13 of 3 Page[ 1 1 st [10 2] por page
I | =l | [ | I

o ejikfoodn o7 S52i M Antved oHE FIRST 000001 TRAVISH S - BOF 1 wtachorant

[T oN* 2909 01 1w 0 Aatend Details of delivery for FIRST STUDENT ONE 7 F—

|— 0ol L2005 0525080 P Aertwnd 1 atadh i

AN time Message:

Name: FIRST STUDENT ONE
. St Namber: 55501 =
Date of Birth: 01/01/1581
Gender: Male

Stabus: Amived
Delivered: 04152008 07:56:21 FM
Sent By: trexdistreg, ACES- ALTERNATIVE CENTER FOR ELEMENTARY STUDENTS
Received By:
Tracking Mumber: 0000000013

Figure 48: The Records/Transcripts sent from your institution page with Details popup shown.
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Your Rejected Records/Transcripts page

The Your Rejected Records/Transcripts page shows you deliveries that you have sent that
have been rejected and are waiting for you to either send them again, recall them, or
send them as printed documents.

Your Rejected Records,/ Transcripts

Showing 1.3 of 3 Page| 1 of1 Shone [ 10 =] par page
|72 041160008 07:11:33 PM THREE THIRD 000FI000G AKINGHS Otz
162008 HEEE
F it Ll L Details of delivery for THIRD STUDENT THREE ]
[~

D47160008 0707 2E P FoUR:
ot 0 Joval cime sone Message: these are duplicates

Mame: THIRD STUCENT THREE

T T Student umber: 020750003 =

Date of Birth: 03/03/1983
Gender: Female

Stabus: Rejected
T Delivered: 04/16/2008 07:11:33 PM
Sent By: brexdistréq, ACES- ALTERNATIVE CENTER FOR ELEMENTARY
STUDENTS
Rejected By: brexdstreg, AKINSH 5
Tracking Mumber: | 101

Figure 49: The Your Rejected Records/Transcripts page.
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Request a Record/Transcript Pages

The pages in this section are used in one or more of the following workflows:

Request a record/transcript (p. 36)
Resend a request (p. 32)

Enter Student Information page (Request)

The Enter Student Information page collects student information used to make a
record/transcript request. The First Name, Last Name, and Date of Birth fields are required

entries for this page.

Enter identifying information about the student whose record/transcript is being requested

Requested Student

*Frst Nama: [first Gander: [ -]
Middie hama: [ studark *Date of Brth: [01/01/1981 &
*Last Name: [one Student #: [ooo9s00r

Sulffi: -

Urgency
Sedect the urgency of this reguest: Ilmd-ante -

= [ ne-e |
Figure 50: Enter as much information about a student as you can to help the sending institution find the correct
record.

Select Institution page (Request)

The Select Institution page provides you with three tabs. The Most Frequently Used
Institutions tab, the Search for an Institution tab, and the PID Search tab. You can select

the request recipient using any one of these tabs.

Avallable Reciplents
Search for an tnatitution
Showing -2 of 2 Paqel 1 of1 Show [10 =] per page
Jaces [ [ I | = 0
- ACES CAMPUS P OBON 465 BROMNSBORD ™ 757560465 Pre-k throwgh 12 L0TI0E00Z
& ACES- ALTERNATIVE CENTER FOR ELEMENTARY STUDENTS P06 W MILTCN AUSTIN ™ TET04 Pre-k through 12 ZZPI0111E
e T

Figure 51: The Select Institution page for a request.

The Search for an Institution tab enables you to search through the entire list of available
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institutions using the search fields.

Available Reciplents

Mot Fraquenity Uked Enatitutions

o AUSTINH S 1715w QESAR CHAYEZ AUSTIN ™ 78703-4699  Pre-Kthrough 12 227901002

o AlkMCONSHS 1801 HARVEY MITCHELL PIOWY S COLLEGE STATION TH TTO40-5158  Pre-Kthrough 12 021901001
o DALLAS OO SCHOOL FOR ACCELERATED LRNG 4949 VILLAGE FAIR DR DALLAS ™ TS224-TIS  Pre-ktheough 12 0S7912007

Figure 52: The Most Frequently Used Institutions tab lists recipients that you use more frequently.

The Most Frequently Used Institutions tab can save you time if you frequently send
requests to the same several institutions.

Available Recipients

PID Search Rasdly

Shicsirsg 0-0 of O Pal;el L ofl Show |10 = | per page
frst Frudect = - =] bz o000t
{Ho items bo display)
Canel | <chevos ] netss |

Figure 53: The PID Search Results tab shows the most recent enrollment of the student according to TEA records.

The PID Search Results tab checks TEA records for the most recent enroliment records
for the student whose SSN was entered when you filled in the student information for
the request.

Note: Private School TREx users do not have access to the PID Search Results tab.
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The Confirm and Submit page enables you to check the information you have entered
before you send or resend a request.

Review the details of this request

e o tod institut t ‘
e 5
Requested Student .
one, first student Onj0n 1581 0000001

Requested Institution

ACES- ALTERMATIVE CENTER FOR ELEMENTARY STUDENTS 906 W MILTON, SUSTIN, T, 78704

Urgency

The urgency of this request s Immediate.

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

Irst Student One has moved to our localke | ;I Charactars ramaiing: 158

[ <crovms | i

Figure 54: Before you send a request, you can review the information you entered.

Results page

The Results page shows you the outcome of your request submission, including the
unique tracking number that you can use to check on your request's status.

Request successiul

cking nurmiber, shown below. Use the fracking number to receive an

Requested Student

one, first sbudert apaLfisE OOOrrS000 1

Tracking Information

ACES- ALTERMATIVE CENTER FOR ELEMENTARY STUDENTS 05 W HMILTON AUSTIN T

Messane:
First Student One has maved to our locaks,
T T

Figure 55: The Results page for a request.
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Send One Record/Transcript Pages

The pages in this section are used in the following workflow:
Send one record/transcript (p. 39)

Select Record/Transcript page (Send one record/transcript)

The Select Record/Transcript page enables you to select a student record/transcript to be
sent to another institution.

Select the student recard/ ranseript 1o be sent

A

Loy

~

P— roel Tt P oy P
{ = — L M —— =

| o] ki ] T

Figure 56: The Select Record Transcript page enables you to select the student record that you want to send.

Select Recipients page (Send one record/transcript)

The Select Recipients page enables you to select destinations for a record/transcript that
you want to send. You can choose the recipients from the Most Frequently Used
Institutions tab and the Search for Institutions tab. If your institution has the National
Option (p. viii), you can also use the Search for National Option Institutions tab.

Select the recipients of the record/transcript

hodss fram your mast frequently used institutions or search for an institution U may salect 35 many [\
reciients as desired -
Selected Student

ONE, FIRST STUDENT Mals 01j01/1%31 000350001 L 1 s Recomanended
Recipients

AEING H 5 10701 S 15T 5T, AUSTIN, T¥, 78748

Available Recipients

Search for Inalibutions

Showing B-1 of § page] 1 of1 show [10 =] per page
s I fustin [ [ =l [
Hafie ¥ I Type I
AKINSHS 10701 S5 1ST ST ALSTIN ™% TaT48 Pre-K tl‘lou}h 12 227901007
oo |

Figure 57: The Search for Institutions tab.
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Note: The Search for Institutions tab shows more institution information than the Most
Frequently Used Institutions tab to facilitate searches.

Aaalis R ipieits.

Mot Pasgarsty Unsd acgans

AETHHE 1M W OESAR OHAWED, AFTIN, T, TERG-444

ANDERSGHH § B MESA DR, AUSTIN, T, TRSS-8100

Figure 58: The Select Recipients page with the Most Frequently Used Institutions tab showing.

Note: The Most Frequently Used Recipients tab shows the institutions to which you send
the most transactions.

Anallable Recipients

S ch for sl pton Ineshnors

Doy 1364 3 race[ T o1 e [10 =] per page
[y [ [ [rrEre—re—_ |
i L4

B o AT RAUTY SOt Lo LA ooed Posd-secindany 15520

(& G OHN AT BEALS CRLEGE AL LA oasa Pt -deindary sl )

& G 0N AT CHARM BND BEAUTY COLLEGE MEW CRLEANS LA on Pot saundary (LT

Figure 59: The National Option tab enables enrolled institutions to choose recipients outside of Texas for a
nominal fee.

Note: If your institution has the National Option, you can search for institutions anywhere
in the United States using the Search for National Option Institutions tab.

Review Exit level Assessments

The Review Exit level Assessments page shows you the assessments uploaded from your
SIS and also the Assessment data acquired from the Pearson Texas Assessment System
Data database. From this page you select which source you want to use for each
assessment.

Review Exit Level Assessments

proper column. The data in the right most column has been retrieved from the Texas Assessment
lanagement System. After clicking 'Next' the TREx data file will be updated with the selected
pssessments. The updated data can be downloaded and imported into your SIS for future reference.

Felect the assessment data you would like to send on the transcript by clicking the radio button in the ‘ 5

Exit Level Assessments for SKRKTIKF, PUYK

Uploaded Assessment Data Texas Assessment System Data

Test Name @ TestDate TestScore  ExitLevel Requirement Met @ Test Date Test Score
13 - TAKS Exit Level Language Arts ) 2006-12 2100 2007-03 @ 2010-04 2402
11 - TAKS Exit Level Mathematics | ) 200704 Exempt 2007-05 | @  2010-04 2693
14 - TAKS Exit Level Sodal Studies | @ 200702 2100 2007-03 | @ 2010-04 2583
12 - TAKS Exit Level Scence | 200702 2100 2007-05 | @ 2010-04 2447
Cancel << Previous
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Confirm and Submit page (send one record)

The Confirm & Submit page enables you to check the information you have entered before
you send a student record/transcript.

Review the details of this delivery

i ek Ee "Samd® bittor balvi, TREx will brarslish 3 inko the recipients preferred Foermats snd sord the
reCoH riscript. On the next scresn, TRE: will prowide urigue Virig rumbers For each recipient, ;
Selected Student .

THREE, THIRD STUDENT ol 03MH193 DTN PR ym—

Recipients

AKIMEHE 10701 5 1ST ST, AUSTIN, TH, Taree

AUSTIN COMMUNITY COUEGE PO BOK LA0STE, ALISTIM, TX, 75714

Enter a message to be sent with each record /transcript (optional)
his studeri mary be taking sceme college credits as well | d Charactars ramaning: 149

1 sttest thak the information in this brarseript is brue and sccurste information and meets the requirements
F of the State of Texas for amofficial state branscripk,

Ery chckineg the Send button below, the registrar responsbis For this record indicstes tha intention to sign
F  this foem and acknowledges that this electronic signature has the same Force and effect as the use of &
manual signature,

Figure 60: You can review the details of your delivery before you send the record.

Results page (Send one record/transcript)

The Results page shows you the outcome of submitting one record/transcript to the TREx
for delivery, including the unique tracking number assigned to each transaction created
by the submission.

Delivery successful

This record,/franscripd processing. Lkse the fracking rumbers shown below
BCRE 5 ~the
Defiviered Student
OME, FIRST STUDENT Mk 01011981 000930001 POF 1 _ ' Racommeanded
Tracking Information
""" AKINSH S 10701 5 IST ST, AUSTIN, TX, 76743
ABTINHS 1715w CESAR CHAVEZ, AUSTIN, TX, TETO3-4693

Message:
N0 MEESa08 Necessary

m Send Another Record e

Figure 61: The results page for sending one record/transcript.
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Send Multiple Records/Transcripts Pages

The pages in this section are used in the following workflow:
Send multiple records/transcripts (p. 41)

Select Records/Transcripts page (send multiple
records/transcripts)

The Select Records/Transcripts page enables you to select several student
records/transcripts to be sent to another institution.

Select the student records transcripts to be sent

B ~
E B
7 N2

~

- -
ail sbabe Stk
Fowrg 14 T show |10 =] pur
"  E— , M—— = = | — ; E—
= s
T ETE

Figure 62: The Select Records/Transcripts page for sending multiple records/transcripts.

Select Recipient page (send multiple records/transcripts)

The Select Recipient Institution page enables you to chose the recipient of the multiple
records/transcripts you send.

Available Recipients
At Pl Uoed [ milaGom Sasey fee a9 [eiinkae
Showing 12 of 2 Page[ 1 a1 howe [10 2] por pags
faces) I I I I =l
¥ . £ Ty
© AcES caMRUS PO BOK 45 BROWHSBORG  TH PETSE045 Breck through 12 107902002
 ACES- AUTERMATIVE CENTER FOR ELEMENTARY STUDENTS 5085 W MILTON AUSTIN T ) Pra-K though 12 s

Figure 63: The Select Recipient page for sending multiple records.

Note: The Search for an Institution tab shows more information than the Most Frequently
Used Recipients tab to facilitate searches.

Available Recipients

Vit Pty w3 Dtit o

o) BERKMERH S 1600 € SPRING VLT RD, RICHARDSON, T, 750815399

|| e Frovins | o |
Figure 64: Select Recipient - Most Frequently Used Institutions tab.
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If your institution has the National Option, you can also search for recipients outside of
Texas using the Search for National Option Institutions tab.

Select the recipient of the records/ transcripts
i“

Solected Grudents
A, FIRST STUOENT e onetjsom oommsenns
T, secous sTEEHT e s coronn

Solected Recipiont
300 CHARN M EALTY GEALEE 540 ROEERT € LEE 6LV, EW DREE, LA, TO124 ®

Avalabie: Recplents.

Mgt 3es mwe T o1 S g PR

=  — | — - | — Fot-cecondary 3 | —

© @ mEATYCuEE oo TR wmeEn » ez Fostsmandary 1=z

[ T 3L FONTCHIRTRAN G ame w ] Foszmandry a0

B @ XN URM MDY COUSE S RCEERT EUE BT W cRLEME 1 T Fossoandary 15

Figure 65: The National Option tab enables enrolled institutions to choose recipients outside of Texas for a
nominal fee.

Review Exit level Assessments

The Review EXit level Assessments page shows you the assessments uploaded from your
SIS and also the Assessment data acquired from the Pearson Texas Assessment System
Data database. From this page you select which source you want to use for each
assessment.

Review Exit Level Assessments

Felect the assessment data you would like to send on the transcript by clicking the radio button in the ‘

proper column. The data in the right most column has been retrieved from the Texas Assessment
lanagement System. After clicking 'Next' the TREx data file will be updated with the selected

pssessments. The updated data can be downloaded and imported into your SIS for future reference.

Exit Level Assessments for SKRKTIKF, PUYK

Uploaded Assessment Data Texas Assessment System Data
Test Mame @ TestDate TestScore Exit Level Requirement Met @ Test Date Test Score
13 - TAKS Exit Level Language Arts ‘ ) 2006-12 2100 2007-03 ‘ @ 2010-04 2402
11 - TAKS Exit Level Mathematics | ) 200704 Exempt 2007-05 | @  2010-04 2698
14 - TAKS Exit Level Sodal Studies | @ 200702 2100 2007-03 | @ 2010-04 2583
12 - TAKS Exit Level Sdence | 200702 2100 2007-05 | @ 2010-04 2447
Cancel << Previous
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Confirm and Submit page (send multiple records)

The Confirm & Submit page enables you to check the information you have entered before
you send multiple records/transcripts.

Review the details of these deliveries

te the data info the

1 e et soreen, TREx will pro

By clicking send, you are accepting charges of $10.00
Selected Students
.EIIE.VEN, ELEYENTH STUDENT F;ﬂ’b* 1 l.f;IL.fJ'?gL EIII'?"-‘UJJ;l FOF IRecm'mended
TWELVE, TWELFTH STLIDENT Femble 12f12f1530 COCr9001 2 FOF Recommended
Recipient
JOHN 1Y CHARM AND BEAUTY COLLEGE 540 ROBERT E LEE BLYD, NEW ORLEANS, LA, TOIZ4 s

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

Tsm&nu are interested in your programs =] Charscters ramaining: 154

H
1 attest that the information in this transcript & rue and accurate information and mests
¥ the requirements of the State of Texas for an official state ranscript.

Cancel [ ccpevous | send |
Figure 66: You can review the details of your delivery before you send the records.

Results page (send multiple records)

The Results (send multiple records) page shows you the outcome of submitting multiple
records to the TREXx for delivery.

Deliveries successful

These rec
below tor

cripts have b 55ing. Usa the tracking numbers shown

t to TREx for
up-to-the- 3

s of each o

Recipient
JCHN JAY CHARM AND BEAUTY COLLEGE S40ROEERT E LEE BLWD), NEW CRLEANS, LA, 70124

Tracking Information

DODOOO000E4, ELEVEN, ELEVENTH STUDENT 111101530 OO0rS001 1
CO000000057 TWELVE, TWELFTH STUDENT 12121990 00090012

Message:
these students are interestad N your progrants

| sendboreRecords | pone |
Figure 67: The Results page from a send multiple records transaction.
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Manage Records/Transcripts Pages

The pages in this section are used in one or more of the following workflows:
Upload records to the TREx (p. 43)
Add an attachment to a student record/transcript (p. 49)
Remove a Student record from TREx (p. 50)
Download records/transcripts from the TREx (p. 50)
Create a Student Record/Transcript Using Manual Data Entry (MDE) (p.

105)
Manage Records page

The Manage Records page enables you to view, upload, download and add attachments to
your TREX student records.

Manage Records/ Transcripts for ACES- ALTERNATIVE CENTER FOR ELEMENTARY STUDENTS

Figure 68: You can upload, download, create, and delete student records and attachments from the Manage
Records page.

Upload Attachment for [student name] page

The Upload Attachment for [student name] page enables you to browse for and upload one
or more file attachments for a particular student record.

Upload Attachment for ELEVENTH STUDENT ELEVEN

Please browse for one or more documents to be uploaded:
Upload Driess
[

Figure 69: The Upload Attachment page enables you to browse for files to attach to a student record.
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Upload Records for [your institution] page

The Upload Records for [your institution] page enables you to browse your local computer
for a file containing one or more exported student records to be uploaded to the TREX.

Upload Records/ Transcripts for institution ACES- ALTERNATIVE CENTER FOR ELEMENTARY STUDENTS

Please browse for a record file to be uploaded:

L\:Im-duim
T T o |

Figure 70: The Upload page with the progress bar shown.
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Create a Student Record/Transcript Using Manual Data

Entry (MDE)

Manual Data Entry - 1. Student and School Information

The Student and School Information page enables you to enter basic identifying
information about the student whose record/transcript you are manually entering and

about the sending school.

Note: You must supply all information marked with an asterisk (*). You cannot save your
work, nor can you advance to the next step of Manual Data Entry until all required fields of
Student School Information have been entered.

Student and School Information

i Student 1dentificstion

Erter the student and schacl infoemation, Required fields are marked with

* First Name: [Fifteenth

Piddie Nome: | Studenk

* Last Name: [Fifteen

Suffixc: I -l

Address: 1515 Fiftesnth Strest

ciy: [Fiteen cry
StabeProvince: |T:=¢ = Texas
Country: [US - Unied States

Lo 1

Postal Code: [00015

* Studert 1d: [000950015

Prioe 1d: [ 000950015

Local 1d: [0009%0015

s asterisk (*

I Schocl

* School 1d: 227901115

* School Name: |ACES- ALTERNATIVE CENTER

* District 1d: 227901

Districk Name: [AISD

Address: | 906 wast Miton 5t

ary: [oustn
StatefFrovince: | TX - Texas =l
Country: L5 - United States =l

Postal Code: | 76704

* Phone Mumber: [512 414-2074

Fa: [512 8417435

Figure 71: The top section of the Student and School Information page specifies identifying information about the

student and school for whom the record is being entered.
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On this page, you can also specify supplemental information about the student's parents,
immunizations, demographics, and disciplinary actions.

Parerts
s Crinzieme (v wabos) Fiteen [ wahse)
(al Padnaduati [T Fifteen T withue]
Imenunizations
sl Srralipor 200%-10-15 1
(o OFT 2005-10-15 ¥
Demographics

* Gendar: |F - Femaks =

* Race: [5- White, nct of Hisparic orign. =
* Date of Brth: [1905-03-15

[ {00
Language: |6 - Enghsh =l
Migrant: [0 - Nok recefving services, o condition or skustion not apph:abl to this person or campus. =]
Homeless: [0 - Nok receiving services, or condition or situstion nok apphcable to this person or campus. =1
[~ Diisciplinary Adtions
¢ - Patilday InSchodl anpg e o g 500 - Used, axbibited, or possessed a ron-Begal kndfe 4z defined by student code of conduct and 0
Suspenshon alowsed under TEC 57007, (Krdfe blade equal 1o or lews than 5.5 inches )

Figure 72: The bottom section of the Student and School Information page specifies important supplemental
information about the student.

Manual Data Entry - 2. Enrollment / Academic Information

The Enrollment/Academic Information page specifies grade level and attendance
information such as start and withdrawal dates and number of days attended and absent.

Enroliment,/ Academic Information m m
Record/ Transcript saved.
Enter the snrolment and academic information. Required Fields sre marked with an asterick (%)

Enclimant:
* Grade Level: |10 - Grads 10 vi

Entry Date: [2007-08-10

[ (rrrr-pam-no)

Last Dste of astendance: [2008-04-15 5 (rrev-n-00)

Wikhdrawal Date: | Z005-04-15 B Crrev-+n-00)

‘withdrawal Reason: [99 - Transfemed bo anather district =l
GradePlsced: [10-@ade 0 =]
GradePromoted: [ =]
Grade Retaned: [10-Grade 10 =]

Attendance
Days Attended: [152

Days Absert: |5

Figure 73: You must enter at least a Grade Level before leaving the Enroliment/Academic Information page.
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You can also specify special programs for which the student is eligible and list academic
status and class ranking information.

Specasl Prograns

Liited Engich Proficency: [0~ Mot LEP =]
Economically Disadvankaged: |00 - Mot identified as ecoromically disadvantaged =
At Rigk: |0« Mot recesing services, of condition or situation not applicable to this parson or campus, =1
Title I: [0 - The studenk attends & school that is ot desgnated by the district a5 a Ttle 1, Part Ascho... =
Special Education: |D-Notr=<mserviws.wwionvstudwmtwnk#ewtﬁswwnw:m- d
Trwdividiual Euucation Plan: |0 - Mot recesving services, or condiion or stuation rat applicable to this person or campus, =1
Eibrgual: |0 - Mot recesing sarvices, or condiion or situation not applicable bo this person o campus, |
Enwglish as a Sacond Language: |D-Mclre(mmvi.es,nrcuﬂi:na gituation not applcable bo this person or canmpls. _d
Gifted and Talented: [2 - Furloughed from program; student was identified, =1
Career and Techrical Education: |0 - Mot enrolledin & Career and Techeical Education (CTE) course = |
Personal Graduston Fan: |U-Mrumm.um¢hﬂnuﬂuﬁmmwmd‘umucm. ;l
[ Academic Status -
Gfaﬂ.lamnDau:| [ (rrvy-mm)
(Gradustion Dipioma Type: [ =l
Centficats Date: | 0 (o0
Texas Grank: | =l

[ ACadamc SUMmany
Grade Pork Average: [95.7

Class Tekal Musiber: [385

Class Rank: [14

Class Ranking Date: |2007-12-20 B (1 YV-MH-00)
Quartde: [1 - Studert is ranked in the top 25% (1-25%) of the gradusting dass., =l
Collaga Campiis Code: ]

T T e
Figure 74: The Enroliment/Academic Information page collects information about special services for the student.

Manual Data Entry - 3. Current Coursework

The Current Coursework tab enables you to enter detailed information about the courses a
student is currently taking.

Edit Current Coursework

Edit current coursework information, Reguired fields sre marksd with an asterisk (*).

Session Type: |Semester -I
* Grade Level: |10 - Grads 10 'I

* Schocl Year: [2007-2008

PPy
® Courses

[ Charvistry sckLhn 1 Baakour
[ad Whestern Civilzation bzt 2 Era o 2

[ ol ] uine |
Figure 75: The Current Coursework tab specifies courses in progress.
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Each course is added using the Add Course window that enables you to specify
identifying and classifying information about a specific course.

Add Course

Add course information, Required fiekls are marked with 2n asterisk (%)

Tile: [Chemistry

1d: | stichem

Period: |1

Teacher: |Baaker

Course Cradit: |3

Abbrevistion: [CHEM

Sermester: |1
Subject Area: [SC - Scence =]
withdeawal Grade: |

Grade Average: I'?S
Pass{Fadl Credk: |0 « Course work is incompbete and no credit has been awarded =1
Credt Campus: |

Sermester Sequince: |1 - First half of & bwo-samester course =

Grades: [‘5

Sl BN [ e, Gleae: This rafars 1 ey spprowid hivars courms. =] Rernowe

T

Figure 76: The Add Course window specifies course details.

Manual Data Entry - 4. Completed Coursework

The Completed Coursework tab enables you to enter detailed information about the
courses a student has finished, including class ranking information for the academic
term in question.

Ak Comipleted Coursework
Add complsted coursswork information. Requined fields are marked with an asterisk (*),

Sescion Typs: | Semester -I

* Grade Level: |09 - Grade 9 L3

* Scho .
Years: | 200-2007 YT T Remove

Ricadestic Summary
Pn: 2z

Class Total Number: 398

Class Rank: 40
Class Ranking Diake: [2007-05-20 T (rrev-ten00)
Cuiartile: |I-Stud-entrstmdntfstopZS%tl-ZS%JoFﬂ-so'ad.m'qclaﬁ. ;l
Colege Campus Code: |
® Courses
Lol Buskogy! BIC 1 Eubiaryots o 4
c History of Amarican Seitemen HAS H Lawis W ]

Figure 77: The Completed Coursework page includes Academic Summary information.
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Each course is added using the Add Course window that enables you to specify
identifying and classifying information about a specific course.

Add Course

Add course information, Required fiekls are marked with 2n asterisk (%)

Tile: [Chemistry

1d: | stichem

Period: |1

Teacher: |Baaker

Course Cradit: |3

Abbrevistion: [CHEM

Sesmester: Il
Subject Area: [SC - Scence =1
withdeawal Grade: |

Grade Average: I'?S
Pass{Fadl Credk: |0 « Course work is incompbete and no credit has been awarded =
Credt Campus: |

Sermester Sequince: |1 - First half of & bwo-samester course =

Grades: [‘5
Spectd Explanation: (727 Fanors coura. (Hetes THG rafars o by spprowed horwrs coursta. =] Furmowe
Cancel Add

Figure 78: The Add Course window specifies course details.

Manual Data Entry - 5. Assessments

The Assessments tab specifies academic assessments that the student has taken.

Assessments e
Enter the assessmant information,
[ Assessments

i~ 05 - TAKS Beadng (Grades 3.4) 0%« Grade 3 200703 3 S Student Test was Scored o wabs)

'l 6 - TAKS Madwrnatics (Grades 3-50) 09 - Gewde 3 T ¥ 5 Student Tert weas Scored (o wahs)

Figure 79: The Assessments page lists assessments that have been entered so far.
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The Add Assessment window enables you to add detailed information about an
assessment, including information about any sub tests included in an assessment.

Add Assessment

Tk N |
[08 - TS Mathematics (Grades 3-10) =]

Tesk Level: IUE - Grade 9 -

Test Date: [2007-03 B (Y-

Test Score: [3

T T
Figure 80: The Add Assesments window specifies assessment details.
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Manual Data Entry - 6. VValidate

The Vvalidate tab shows you all of the information that you have entered for the current
student record. It is divided into sections that correspond to the steps of the Manual Data
Entry process, starting with the Student/School Information section which corresponds to

the Student/School Information tab.

T T

Review the details of this record /transcript

o docurnand confoms 1o the TRE: data stardards and meets the State minknwrn reguinemend

Student,School Information

[~ Stadern Ddwnuific ation [ Sehwod

Firtt Hpma:  Flpeedh Schesl 1d: 227901115
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Figure 81: Each section corresponds to a Manual Data Entry tab.
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The Enrollment/Academic Information section corresponds to the Enrollment/Academic
Information tab.
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Figure 82: If validation produces errors, you can correct them on the appropriate data entry tab.
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The Current Coursework Information section

corresponds to the Current Coursework tab.

Current Coursework Information
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Figure 83: You can use the Validate page to find the appropriate tab when you need to correct an error.
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The Completed Coursework Information section corresponds to the Completed Coursework

tab.
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Figure 84: All details of a tab's data, including data entered on a sub-tab is displayed on the Validate page.

The Assessment Information section corresponds to the Assessments tab.

Assessneent Infermation
AT
Tam Marna: 05 - TAKS Resding (Grades 29)
Tes Lawl: 09 - Grad 9
Tast Datas 200812
Test Scores  panx
Test Coda: S« Studant Text was Scomd
Sy Tattes o qub vt haew

[ oo | o] I T

Figure 85: It's a good idea to click Save one last time before you click Validate.
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Manual Data Entry - 7. Confirm and Create/Validation Results

Valation Resuts ]

© The following arrers seare Found white validating the naw student recerd/tranicHpt.

=IO srudunt Recerd/Transcript for Fifteen, Fifteenth

s WithdrawDate, Whdrawwieason: IF dats are prevent for ether elerment, both elerments must inchsde data

Figure 86: A record cannot be sent while it has validation errors.

Validotion Results [_s<Puiec |

Studemt Record, Transoript erastad with warnings.
CEETE Tollapsa A

=1 Sradent Record Tranicript For Filteen, Fiftesnth
i Yo thi “Criate” bumon Balonww, TRED willl traste tha rniondfivatainipt.

T T

Figure 87: Records that have only validation warnings can be sent to other institutions.
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