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The Texas Records Exchange

’ (TREX)

Connect Training

and Compliance Department

HOUSTON INDEPENDENT SCHOOL DISTRICT

= To supplement the TEA online training
modules

= To successfully complete the training
assessment

STUDENT RECORDS DEPARTMENT
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% Training Agenda

Introduction

Part I-Access to the Appropriate Programs

Part II-Create a Folder on your desktop for
TREX

Part Ill-Processing Items Requiring Attention
— Generating the Student Extract

— Adding Attachments

STUDENT RECORDS DEPARTMENT

») Introduction

TREx Overview

TEAL and TREx

STUDENT RECORDS DEPARTMENT
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% TREx Overview

= Texas Records Exchange is the name selected
for the electronic student record system
required by House Bill 1 passed by the 3™
special session of the 79t Texas legislature.

= TEC 7.010 requires that education records be
sent electronically within 10 working days of
request by a district in which the student has
enrolled, including information on course
completion, teachers, special ed, IEP, and
personal graduation plans.

STUDENT RECORDS DEPARTMENT

5 TREx Overview

School Registrars and those with a TREx
role can use TREx to send and receive
student records and transcripts from one
school to another.

High School Registrars are able to use TREx
to send transcripts to institutes of higher
education who subscribe to the UT SPEEDE
server.

STUDENT RECORDS DEPARTMENT 6
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Access to the Appropriate
Programs

Student Records Department

°° Access to Appropriate Programs

= HISD Connect SIS — Approved role
— Elementary & Middle — TREx
— High Schools — High School Registrar
— Complete the HISD SIS Form

= TEAL (TEA Login)
— Campus Registrar Role

— Complete Online TREx Tutorials
= TREx

Student Records Department

Sept 2022 4
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HISD Connect

= Complete the new HISD Connect SIS Form

= Scan & send completed document to the SIS
security inbox address on the form

= |f you are changing schools, please include
your TEAL Username. Example Marie.Jones4

Student Records Department 2

= Complete 8 TEAL Tutorial Modules.

= Apply for TEAL account at
https://pryor.tea.state.tx.us/.

Student Records Department ;o

10
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% TREx Access

= Access Instructions
— TEAL/TREX Access Instructions

= TEA Emails Username and Password

Student Records Department f1
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Create a folder on your
desktop for TREx

(stay organized...)

Student Records Department f2
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Part |l

Processing All Items
Requiring Attention

Student Records Department 3

Fulfilling a TREx Records Request

Generate an extract for all requests.
= Open HISD Connect where HISD stores student records.

» Run the extract in HISD Connect to remove a copy of the
record.

»= Save the extract file to the TREx folder on the desktop.
Keep HISD Connect open.

* Login and use TREx to upload the file from the desktop or
the folder where you saved it.

= Send the record through TREx.

14
Student Records Department

14
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Generating the Student Extract

15
Student Records Department
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Ttems Requiring Attention Records/Transcrpts

% Send one recordransar

D2 0 imboundRequest Serd mulipe records/t
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It is important to click on the DETAILS link to determine
what the requesting school is requiring.

Student Records Department

DETAILS, DETAILS, DETAILS

Show per page

Sent From

YES PREP - SOUTHSIDE, HOUSTON Details
KIPP SPIRIT COLLEGE PREF, HOUSTON Details
YOUNG WOMEN'S COLLEGE PREP ACADEMY, HOUSTON Details
TEXAS VIRTUAL ACADEMY AT HALLSVILLE, HALLSVILLE Details
CUNNINGHAM EL, HOUSTON Details
CUNMINGHAM EL, HOUSTON Details
ILTEXAS HOUSTON OREM EL, HOUSTON Details
ILTEXAS HOUSTON OREM EL, HOUSTON Details
HOFFMAN MIDDLE, HOUSTON Details
ILTEXAS HOUSTON OREM EL, HOUSTON Details

17

TREX
After determining the

to process the extract in
HISD Connect.

Student Records Department

details, you are now ready

18

8/15/2023



Sept 2022

NDENT

Step 1: Generate Extract

click State Reports

S(}'
2)
)
B
')
~;

Functions
Attendance ‘
Dashboard Start F
wany ot
Reports
Remind
Form Reports
System Reports
ReportWorks Legend
PSCB Custom Reports
sqlReports Icons [ -

District Reports

State Reports

Student Records Department

19

19

Step 2: Select TREX Extract by
Student Number

System

State Reports. Version Description
B TREx Extract 1.020 TREx Extract
Bl TREX Extract by Student Number 1.0.14  TREx Extract by Student Number

If you are not a high school registrar,
go to Actions, Switch Roles and choose
TREX ROLE

Student Records Department

ReportWorks |~ State  HISD  Engine  Setup  Enterprise Reporting  sgiReports  Special Programs

20

20
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Step 3: Clearing Defaults

NOTE: The clear all setting allows the user to clear the default boxes
previously used.

TREXx Extract by Student Number

Report Information

Description Exfracts information for the TREx submission
Version 1.0.10

Qutput File Name TREx_[Timestamp]

Category State Reports

Published Date 07/02/2020 01:07 AM

Teacher Safe No

Comments

Report Parameters (Check box on the right to save as default value) Clear All ~

Click on District Set Up.

Student Records Department gL
21
Enter the student number for up to 10 students
Choose up to 10 students to process identified by student number
Student Number to I:l O
Process*
Student Number to I:I 0O
Process
Student Number to I:l O
Process
Student Number to I:I 0O
Process
Student Number to I:l O
Process
22

Student Records Department

22
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Step 5: Student Selection
Information

1.Select Student Contacts as the Source for Contacts

2.Verify the Current Academic School Year is selected

3.Determine which Historical Grades to include

4.Select the Grade Type Determine if SAT/ACT should be included

5.Determine if EOC Assessment Waivers should be included

6.Specify which grades represent Incomplete, leave blank if the default | is used, separate
grades with a comma if more than one grade represents an incomplete.

Source for Contacts* @ Legacy Contacts O Student Contacts

Current Academic School Year* 2021-2022 v
Include ACT/SAT* Yes v

Include EOC Assessment Waivers/Substitutions*

Include Both Waivers and Substitutions v

Specify Incomplete Grades l
(Leave blank to use default of "I". Separate with commas.)

Student Records Department 73

23

Step 6: Student Selection
Information

1.Select Graduates only from the Use Calculated Class Rank Fields from Class Rank Tab
2.Select No for Exclude Class Rank

3.Select Weighted for Class Rank/GPA Method

4.Select No for Use GPA Override

5.Select No for Use Class Rank Overrides

6.Leave the Class Rank Date blank

GPA/Class Rank Options - When Calculated Class Rank Parameter is selected, GPA Method Parameters are
not used in selecting GPA/Class Rank data

All Students for ES and MS,

Use Calculated Graduates Only v
Class Rank Fields
from Class Rank Tab*

Exclude Class Rank* | No + OJ

Class Rank/iGPA Weighted o
Method*

I

Use GPA Override* No v ]

Use Class Rank No v O
Overrides*

Class Rank Date MMDDIYYYY [E] ]
Override

(Leave blank to use 24

24

8/15/2023
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Step 7: When to Generate
Extract

Run Now

Scheduling

Please select when to run

® RunNow O Schedule

25

Student Records Department

Student Records Department 75
Step 8: When to Generate
Extract
Schedule for later.
Scheduling
Please select when to run
ORunNow @ Schedule
Please select schedule settings
Start Date Start Time | @ 09:48 AM
@ Run Once
O Repeat Daily Weekly Monthly Yearly
26

26

8/15/2023
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Step 9: Ready to Generate
Extract

= \Whether to run now or schedule for
later click submit.

Scheduling

Please select when to run

ORunNow @ Schedule

Please select schedule settings

Start Date |8/23/2021 B Start Time @ 09:48 AM

@® Run Once

O Repeat Daily Weekly Monthly Yearly

Student Records Department

27

Step 10: Running the
Extract

* On Submit of the TREx by Student Number page, the Report
Queue (ReportWorks) — My Jobs will display

Report Queue (ReportWorks) - My Jobs

System ReportWworks

Queued Reports

28

Student Records Department

28
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Click the Refresh button.

Report Queue (ReportWorks) - My Jobs

System Reportworks

Queued Reports
Pending: 1

Created On Report Name
08/17/2021 TREXx Extract by Student Number

Student Records Department

Step 11: Refresh the Extract

N/A

29

29

/Step 12: Waiting on the Completed
Status. TREx Extract is ready!!

1. When the report moves from the Queued Reports area to the
Completed area of the Report Queue page, click the word Completed
to download the zipped folder of TREX file.

bd Ended Created By
8:54 AM 08/17/2021 08:54 AM Roberson, Chris A H
4:10 PM 08/16/2021 04:10 PM Roberson, ChisA  E
3:28 PM 08/16/2021 03:28 PM Roberson, Chris A B

Status
Completed
Completed

Completed

Options
(2] |
(>] ]
o

Student Records Department

30
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Step 13: Click on the Zip File

Started Ended
O/ta0et OB/ T2021 0854 AM 081712021 08:54 AW
OB/fe0t (81162021 0410PM (81162021 04:10 P
O/t62020 (8162021 (528 P (B/162021 (328 PM

Craedy
Rotersn Chish.
notesn ChisA B

noesm chisA

Status
Compicied
Completed

Conpleed

Student Records Department ft
31
. . .
Step 14: Zip File opens in
.
new window

Created On staried Created By Options:
08172021 OBT221 08 54AM Roberson, Chis B Ll
g0t 08162021 0410 P Roberson, Chis A B %] ]
08162021 081672021 0328 P Roberson, Chish B °] |
(8162021 11 A0 111 Roterson, Corsa ] ]
0B/1B2021 08/162021 1028 AM Roberson, ChisA 1]
OB/16/221 034 AM Roversen, Chisa 1 1]

Roterson, Chesa 1

roverson, Corsa [ QE

Roberson, Chish L}

Roverson, Covsa 1 os

Roverson, Chesa Completed o

i Roverson,Cosa Com L1
genanne 0B/132021 06:47 PM 081372021 05:17 Pl Roterson, Chisa [ Completd L}

NN | e

32

Student Records Department

32
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" 'Z"Step 15: Zip File opens in new window.
The extracts are displayed.

Create a TREx Folder under the OneDrive
Header on the left side of your page Save
the extract. v @ OneDrive - Houston Independer

Attachments

Backup

December 12 PowerPoint
Desktop

Documents

Pictures

~ TREX FOR PS5

33
Student Records Department

33

Step 16: Below is an example of the TREx
extracts that will reside in the TREx
Folder.

» OneDrive - Houston Independent School District » TREXFORPS

&
Narme Status Date modified Type Size

D 0013Lopez_Jennifer_stu

D 0039Legend_John_stu

D 0224Bader Gingsburg Ruth_stu
] 0553Rodriguez_Alec_stu

D 2208%0_ Chau_stu

] 3204Musk, Elon_stu

M XML Document 14KB
M XML Document T2KB
M XML Document 45KB
XML Document 61K8B
M XML Document 51KB
M XML Document 28K8B

w % W

@ D> @00 b

Student Records Department a

34

8/15/2023
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IMPORTANT

Step 16: Drag the extract to the TREx
Folder. Notice the file is saved as XML.

+ (neDinve- Houson Independent SchoolDistrit » TREXFORPS
v @ OneDrive - Houston Independer

Attachments Name ' S Demodfid  Type e

Backup 6 D 001PLopez Jennfer st 0 Y2 220M XML Document 148
December 12 PowerPoint D 058 John st ) B XML Document e
Desktop : ! D (24Bader Gingsburg Ruth st 4] Y2224 XML Document 418
Documents b T e Mot ) ML Documet [
Pictures 1 D L0080_ Chau sty 0 YBATHAM KM Document i1k
TREX FOR PS CALENDARS D 3204bhus, Eon st 0 1E9AM KM Document il

3
Student Records Department ’

35

Bxporer L [5]x]
ol

state s 56/ A 5 8 8[%][x] (@ s

[C——
x LEXMARK - proctiom: [@vomal [@slackand whie [R)Te
X @ycomen -+ skt

B) 2 amszon (i vaurube (I 91" Houston, TX - (G e - () Fon Games - (20 ety = ) - (5 word o the sy« , optors -

WG A T roor 9 faciboac | | | [ prwie )

NEOHT B A
Y Fa 5 W Education in the Republc of... 714 Texas Education Agency -P... & HIsD Orine [ 51 ~ B Freetomal £ ~ B ASKTED Search Screen M5 - Log On Wi, Engish to French, Itallan, G... ] PEIMS Daka Standards - 20... 4

& Texas Educabion Agency ] B B0 @ e seye Tose @

[~
' TEXAS EDUCATION AGENCY
TEA Login (TEAL)
To log in, type your user then click “Login". Plea
Enter TEA username and
e Ppassword
ers have ]
@ 7 Smrssoncun. | G mecowvenam | Smecoams | 6 choeryss-was. s P LT

36

TEAL and TREx- Do Not use CHROME

36

8/15/2023
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37

TEAL and TREXx

Texas Education Agency

User and Access Management

Welcome, Chris Roberson

Applications

Educator Certification Online System for Educators

Educator Certification Onfine System (ECOS) for extemal educator users

% Clck the “View My Educator Certiication Account” nk to begin, Documents we receive and notces to you are updated under "My Documents” in ECOS. If you need additional
assistance with certification or fingerprinting, you may submit a Help Desk ticket. Allow several business days for a response.

View My Educator Certification Aceount

TEAID: 1361733

Texas Records Exchange
Texas Records Exchange

Campus Registrar A Modify Access
MIDDLE COLLEGE H S AT HCC GULFTON (101912484)

District Registrar
HOUSTON 1SD {101512)

Texas Student Data System Portal
Texas Student Data System Portal

Texas Student Data System Portal A Modity Access

HOUSTON 15D
Role; [Ung-ID Search]

Student Records Department 7
Fulfilling TREx Request
= Access the link Inbound Request/ Transcript
= Any request greater than 0 requires attention
S e |

s course o grade completon, teachers o ecord, e, and Callegesreg
oz,

TEE 700
Lovl TAKS or STAAR EQC score, s rank <, & cate, graduzion dte nd il

Hell TRE Uszrs: *HEL.0 TREX USERS) YOU MAY SEE A "THIS PAGE 1€ NOT WORKING” METINES W NG ATTACHUENTS IN TREK THIS 15 A KNOJN ISSUE 1570 LSE A DIFFEREN
BROWSER 0 VIEW THOSE AT"ACHMENTS, CF DU CAN REJECT THE RECDRC WITH A NOTE TZLLING THE REGISTRAR TD REMOVE ALL COMMAS DN THE FLF FILE HAMES AND RESENC TE RECORD. _ET ME KOV 1= YCU HAVE FURTHER
QUESTICHS¥5** Thank you, James Meress TREx Sugport [§12)463-7245

Ttems Requiring Attention RecerdsTrrscrts

v rcodfrnscipt

Requests

Student Records Department 78

8/15/2023
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request.

Sent From

YES PREP - SOUTHSIDE, HOUSTON

KIPP SPIRIT COLLEGE PREF, HOUSTON

YOUNG WOMEN'S COLLEGE PREP ACADEMY, HOUSTON
TEXAS VIRTUAL ACADEMY AT HALLSVILLE, HALLSVILLE
CUNNINGHAM EL, HOUSTON

CUNNINGHAM EL, HOUSTON

ILTEXAS HOUSTON OREM EL, HOUSTON

ILTEXAS HOUSTON OREM EL, HOUSTON

HOFFMAN MIDDLE, HOUSTON

ILTEXAS HOUSTON OREM EL, HOUSTON

Student Records Department

After the page updates,
begin process the oldest

Show per page

Details
Details
Details
Details
Details
Details
Details
Details
Details
Details

39

|_| 09/02/2020 10:38:39 AM Immediate 08/24/2020 Awaiting fulfillment
09/01/2020 05:13:25 PM Immediate Awaiting fulfillment

All times in focal time zone

Fulfill Hold for Grades

After the screen uploads, select the oldest
request and fulfill it and upload the HISD
Connect extract

Student Records Department

Alexander

Fair

Fulfilling the Request

40

40

8/15/2023
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Student Records Department

fned
Dt
it

WESTEURY H S, HOUSTOR
(CYPRESE (REEK HS, HOUSTON

PRBVTER H & HOUSTON EALLERY AORTE, LEWISVLLE

41

b
Dets
Dt

[e

Tesmalk0s

Upload the PowerSchool extract from the TREx folder

Select the Browse key and search for the PowerSchool extract

Select Upload and the PowerSchool extract will upload

Upload Records/Transcripts for institution ATTUCKS MIDDLE

Please browse for a record file to be uploaded:

e 0

Student Records Department

Browse...

42

8/15/2023
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Step 13: Uploading a Data File

Upload Records/Transcripts for institution YOUNG SCHOLARS ACADEMY FOR EXCELLENCE
ease browse for a record file to be uploaded: €
No file chosen A || » Roberson ChiisA » OneDrive - Houston Independent School District » TREX v & | SechTREX »
Organize v New folder
A Name States Date moddied Trpe
s Guick access . )
ks 12 mstamber ey sk ] Test Document
; [ e705tambert Guincy.stu ] ML Document
—— K Ocewmcts [ 1134Walker Brandon_sts ° ML Document
& Dounlods 1) 2ssthatings v Bran st ° XML Doeurment
TREX ) 58078allare_Bishep stu @ AML Document
& cbouge L] THIHLKeps @ XML Document
217t T T915lanes Ergingue stu ] ML Document
i arscy 000Fraire Hilaro_stu @ ML Document
017 Grduate T [ guppatterson Sharmere sty o XML Document
WTReportCare: [ 451ESanabria Nicole, sty ] M. Document
MMMV [) 5438aron Jazmin, sty ] XML Docurnent
20172018 Studen | 5230Granados Pedro_stull ] Tent Document
Filename:
Open Cancel
dent Records D f
o Education Agency Student Records Department

43

tealprod.tea state.tx.us says

1 record was uploaded,
Warnings found

Upload Records/Transcripts for institution MIDDLE COLLEGE H ‘

lease browse for a record file to be uploaded:

Choose File ] No file chosen

44

Student Records Department

Sept 2022 22
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Click Done

Upload Records/ Transcripts for institution MIDDLE COLLEGE H S AT HCC GULFTON

# . Student Record|Transcript for Camacho, Abigail

Please browse for a record fle o be uploaded:

Fnaned

@  tubbard Rondell 3aVon tiale 07/052003

9612358259 0972902000 015042 PN
Adtimes nfocal e zune.

Erm

Student Records Department

Texas Education Agency

POF Add atachment

46

R =x
Student Records Department 5
INote the green highlighted bar

indicated an extract has
successfully uploaded. Next.

Select a student record /transcript to match the request E 2> \‘

Yy ne requested and selected s iohlighted i yel ﬂ

Requested Student

Name Gender Date of Bith Student # 505 Unique ID

Fubbard, Rondel Ja'ion el 07/05(2003

Selected Student

Hame Gender Stdert £ View Attachmerts Frogram Type

Fubbard, Rondel Ja'Von Male 44860880 FOF Foundation

Available Students

TREx found 1 request.

Maiching Records/Trenscricts | | Search for & Record/Transcrpt

Lzst Name: First Name Midde Name: Sulfix Gender Date of Bith Studert # TSDS Unigue ID Uploaced Viesw Attachments

=

46

8/15/2023
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Type a short message,
click the acceptance square
and hit send

Requested Student

teme Gonder 5 Urique

Camache, igl

Selected Student

tame Gende Dateof Bich Studknt #
Camacho, Asigal Gsdalpe Fensle 12052300 e37asss

Prograr Type
Fondston

Requesting Institution

tame i

PREVCER HS 4CUSTON GALLERY 10RTH PO B0X 29273, LEWISVILE, T, 75023

ge t be sent vith

\/ ocd afterioon, Characters remaining: 108
tachec a requested recuds,

s Chis & Reberson-Butlr 713662255

Z

By dicing the Serd butten below, th regstear rescorsibe forthis recod idicates
Dtheir intention to sign this ferm and acknowlzdges that this elzctronic s graturs as the
same force ad effet s the use of amansal sgrature,

Student Records Department f7
47
L3
Use the print button to keep
a paper record of the
transaction.
Requested Student
Delivered Student
Tracking Information
Good afternoon,
e O - Raparean suns 7136622551
48

Student Records Department

8/15/2023
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Adding Attachments

Student Records Department

49

°° Adding Attachments

Generate the extract in HISD Connect
Go to Manage Records/Transcripts in TREx

Upload HISD Connect extract and view as a
PDF

Scan the attachments

— Save with the correct naming convention

— Save in the TREx folder on the desktop.

Click Add Attachments on the line with the
student record to complete the process

Student Records Department

50

50

8/15/2023

25



8/15/2023

DENT
';>“"‘M e
S
s K
(AR

Adding Attachments via
HISD Copier

= Scan the attachment(s) and email to
yourself

= Open your email
= Save the attachments in the TREX folder

using the naming convention (see
upcoming slide)

= Upload the attachment - “add
attachment”

51

Student Records Department

°° Naming Conventions for Attachments

#i###LastName_FirstName_Descriptor##

H### = last 4 digits of the Student ID
LastName = student’s last name
FirstName = student’s first name

Descriptor = le (Limited English Proficiency
(LEP) attachment)

## - two-digit generation number (01-99)* to
allow for multiple attachments within type

52

Student Records Department

52
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: Descriptors for Attachments

le - Limited English Proficiency (LEP) attachment

im - Immunization record attachment)

gt - Gifted/Talented (GT) attachment, such as a GT
profile

ms - Miscellaneous record

ot - Other —to be used for any document that the
district is uncomfortable giving any indication of
what is contained within the document

tl - Transcript Legend

£
Student Records Department f

53

4 Numbers for Attachments

## - two-digit generation number (01-99)* to allow
for multiple attachments within type

*Note: Numbers 81-89 under ms (miscellaneous
record) are strictly reserved for Disciplinary
Action AttachmentsDisciplinary Action
attachments.

*Note: Numbers 91-99 under ms (miscellaneous
record) are strictly reserved for Individual
Education Plan (IEP) attachments.

Student Records Department A

54

8/15/2023
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Examples of Attachments

The student record extract file is named:
1234Shaw_Laura_stu
The attachments are named:

1234Shaw_Laura_imO1(Immunization Record)
1234Shaw_Laura_leO1(LEP Assessment Profile)
1234Shaw_Laura_le02(Second LEP document)
1234Shaw_Laura_ms01(Testing document)

1234Shaw_Laura_ot81-Unexpired Disciplinary Action
document

1234Shaw_Laura_ot91(IEP document)

Student Records Department o

55

Step 1: Locate the student record

Manage Records/TranscriptsforREAGANHS

e[ 1]

Student#W  Source Uplo:

701:04:31 P

Female SSAMAUE  Locziiphad 100

SINGER I Female SSANATE Localuplosd  1005/200701:01:36 PM
LEARNER  JESSICA Femzle S5AMRA0G0  Locslupload  10/05/2007 010352 P
LEARNER  TEX Ml 05(20/1366 S5AMANE  Locsluplosd  HOMS/Z00701M44BEM
STUDENT  sALLY Femgle  06[25/1984 SSAMATIE  Locslupload  10/05/2007 010507 PM

Al times i focal time zone

=n

56

Student Records Department

Texas Education Agency

56

8/15/2023
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Manage Records/ Transcripts for REAGANHS

Showing 15 ofE Page E Show| 10 ¥

O tastiame dieNameV  Suffoc Student £V Source
O ooe SSARIASIS  Locsluplesd  10/05/200701:Mi31PM
[ siNGER A SSARSAPII  Localuplosd  10/05/20070101:35PM

[] LEARNER JESSICA 66AP2A080  Locslupload  10/D5/200701:03:32 PM
[] LESRNER TEX Male 08/20/1585 S5ASIAZ62  Localuplosd  10/D5/200701:M48PM

[] sTUDENT SALLY

Els ity BEAMTATEE g DS 2007 1507 B
A —Student record/transcripts that you accept and receive also can be
found in the Manage Records location. If the record includes
attachments, you can view or download them by selecting the
Attachments link after you have accepted the record.
B — Select the Add attachment link to add an attachment to a student’s
record.

Student Records Department £

Texas Education Agency

57

Step 3: Click Browse and
complete the process

Upload Attachment for REGINA M ANONYMA
for one or more uploaded: E

[c\TestDataVegend.pdf [((Browse

| —s]
A —select the Browse button to find an attachment. Navigate to the location of
the file and select the Open button.
B — After adding an attachment (A), TREx automatically prompts you to be able
to add another attachment.
C - Select the Upload button to finish the attachment upload process.
D — Select the Cancel button to end the add attachment process without
uploading the attachment file.
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Manage Records/ Transcripts for REAGANHS

Showing 15 of5. - oPage

Show S

in tha list

(] MiddleNameV  Suffx  Gender'V  DastecfBithV  Student#V  Source Uplo d ¥
O Femsiz  01/26/1587 SSAMIASIS  Localuplosd  10/05/2007 014531 PM
[ sINGER I Fermae 08/27/1986 S5ARSATIZ Locslupload  10/05/200701:01:36 PM
[] LEARNER JESSICA Famale  0527/1385 66AP2A080  Locslupload  10/D5/200701:03:32 PM
[] LESRNER TEX Male 08/20/1585 S5ASIAZ62  Localuplosd  10/D5/200701:M48PM
[] sTuOENT SALLY 5 55AATATER K (0512007 7

A —If the record includes attachments, you can view or download them
by selecting the Attachments link after you have accepted the record.
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A —Select the Logout link to end the
TREx session.

Records/Transcripe

=

-

Top 10 Record/ Transcript Destinations

Recipient % Total
B AUSTINH S (AUSTIN ISD) 333 z
B BERKNER H S (RICHARDSON ISD) 333 z Reparting

TRAVIS H S (AUSTIN ISD) 33.3 2

LLL]
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TEA TREx Online Training Modules

| https://tea.texas.gov/reports-and-data/data-submission/texas-records-
exchange-trex/trex-training

O

@ tea.texas.gov/reports-and-data/data-submission/texas-records-exchange-trex/trex-training

Home / Reports & Data / Data Submission / Texas Records Exchange (TREx)

TREX Training

TREx Home | TRE: andards | Training Materials | New Features | Support Matrix

The Texas Records Exchange system (TREX) is 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. This page contains training materials for TREx Users and TREx Coordinators at school
districts and Education Service Centers.

Training tutorials (v.3.4) are online step-by-step instruction tutorials demonstrating how to perform the most
commonly used TREx functions

* TREx Module 1 - Overview: Tutorial | Transcript

. Aodule 2

Uploading Data: Tutorial | Transcript

x Module 3 - Manual Data Entry: Tutorial | T
« TREx Module 4 - Sending a Record: Tutoria

« TREx Module 5 - Receiving a Record: Tutorial | Tra
« TREx Module 7 - Sending a Request: Tutorial | Tran:

Kindly review the

Training aids includk graphics depicting TREx workflow, correct file naming characteristics, and contact 8 modules to gain
information for assistance

« TREx Module 8 - Responding to a Request: Tutorial | Transcript

TREX instruction

and guidance.
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) Confidentiality

= TREXx files are copies of student records and
must be protected at all times.

= Since each file includes a part of the student
social security number and the name, be
very careful to save files only on secure
computers.

Student Records Department p2
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