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Quick Reference Guide

o A TEAL account with TREXx access rights is required.

Texas Education Agency

User and Access Management

Self-Service Applications My Accounts %
= Access Applications

2 My To-Do List To apply for access to a TEA application or service, click the "Request New Account...” button below.
. . To edit the details of one of your existing accounts, click on the Application name link in the list below.
ﬁ Requests I've Submitted

J® Change My Password Contact information for each application is listed below. APPLICATIONS ARE LISTED IN ALPHABETICAL ORDER. PLEASE SCROLL DOWN TO T
TEA

e My Secyrity Questione

‘x My Application Accounts | 4 accounts.

Edit My User Information

Request New Account..| Delete Account| Refresh Accounts Export Search Results

D Account Owner Status Application
Administration [ | | | [
(38 Search For Users
8% Search For Accounts Deanna.Harris active (Mot Editable) Texas Records Exchange

(/ Search For Approvers

‘{r‘ Search For Requests

e Firefox is the recommended browser.

¢ When naming your scanned documents to attach to a file, do not use punctuation. An example of
a file name would be: Jones_E.pdf.
e Make note of the alerts at the top of the TREx home page. A few examples of postings are:

o TEC 7.010 requires student records & transcripts be sent electronically, including a
student's course or grade completion, teachers of record, assessment instrument results,
placement in special education, IEP, and personal graduation plans. Colleges require
Exit Level TAKS or STAAR EOC scores, class rank, size, & date, graduation date and
diploma type.

o IMPORTANT UPDATE! TREX Users — The technical issue has been solved. You may re-
submit your undelivered transcripts to colleges. If any records do not process, please re-
export the file from you SIS vendor and resend. If you have any further questions, please
create a ticket in the TREx Support Portal.

o Student Attendance Account Handbook (SAAH) changes coming for 23-24 school term.
PC - Pending final approval.

SAAH Section 3.4.4 (HB 3)

When a student moves from one Texas public school district or charter school to

another, the student record must be transferred via TREx within 10 working days

of receiving a request. The student record must include the following information

at a minimum:

* Texas Unigue ID

« Social Security number or state-approved alternate ID last reported through
TSDS PEIMS

« first, middle, and last name and generation code, if applicable

« date of birth

« gender

« discipline record

* behavioral threat assessment conducted under Section 37.115, if applicable
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SAAH Section 3.3.2 District Responsibility to Secure Records

The Family Education Rights and Privacy Act (FERPA)
provides, subject to conditions set forth in 34 CFR §
99.34, a school district may disclose education records,
without parent consent, to another district in which a
student seeks or intends to enroll, or where the
student is already enrolled so long as the disclosure is
for purposes related to the student’s enroliment. See
34 CFR § 99.31(a)(2).

CFR - Code of Federal Regulations

ITEMS REQUIRING ATTENTION

e From the main menu page review the Items Requiring Attention

@)
©)
@)

Inbound Requests — Request for records from another school

Inbound Records/Transcripts — Incoming records a school has sent you.

Rejected Outbound Requests — Requests you have made that another school has
rejected.

Rejected Outbound Records/Transcripts — Records you have sent to a school that have
been rejected by the school. This usually happens when the record is incomplete, or the
wrong record was sent in error.

e From the home page Iltems Requiring Attention area, click on the Inbound Requests. Place a
check in the box to the left of the student’s name and select Fulfill. Be sure to click on Details.
This is a message instructing you about what has been requested by the new school. When filling
the request, include all items asked for.

-0

TEC 7010 requires siudent reconds & UaNSOTpts ke send ectronicaly, inducing 3 Student's course or grade COmPRIoN, tEEChers of fe0oed, aSsEssment NEUMEnt esulls, pRCEMEnt i spec 18 and Ciode Ll TAKS o STAAR EQC 000k, clis rank,
sine, & cate, graduaton date and dpema type.
= *TTENTION TRES USERS: Hotfication emals and Record and Request windovs have been paused for Summer break. ard al recor wilbe now unt kater Shis summe. 1f you have any further questions, fed free to create a ticket n the TREx Support
Poral or ooniact ex e, texas.gov ==
Items Requiring Attention Records Transcriphs

@ | hancted Oucound Aecors Trarscrcs

Recpert

B NORTH CENTRAL TEXAS COLLEGE

Tep 10 Record |/ Transcript Destinations

M SIELLS BEND EL (SIVELLS BEND 150) S0.0 L
50.0 L . Reporting

Requests

% ol

LT

e Admnstratice
T D?%?FJMT;WNMFHFB -!HﬂPAQ% 5512 463 ?Eﬂﬁl e
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Requests sent to Your School Name

Showing 1-30f 3 << << Page ofl 23 33 Show per page
Show Search Fields to search for items in the fist.

D Requested A Urgency Enrol Date Status Last Name 7 First Name 7 Student #7 T30S Unique IDV Sent From

08/11/2022 04:51: 14PM Immediate Awaiting fulfilment GHOLSON SCHOCL, WACO Detals

D 08/06/2022 04:25:27PM Immediate Awaiting fulfilment GAINESVILLE H 5, GAINESVILLE Detals

D 07/28/202201:51:18PM Immediate 08/22/2022 Awaiting fulfilment 63021-1436 SIVELLS BEND EL, GAINESVILLE Detalls

Al ties in local time zone

|| Fulfil Hold for Grades

{© 2007-2021 Texzs Education Agency, Al Rights Reserved, Verson 427,00

o Fulfill — Selecting this option means that you are ready to upload the student record and
send to the new school.

o Forward — Forward the file request to the correct campus, as the requester sent it to your
campus in error.

o Hold for Grades — You may hold the request until cycle or semester grades are ready

o Reject — You may reject the request if the student has never attended your school. A
reason message is required. After you enter the reason, click . If you reject the file due

to missing information, be sure that you download what the school sent you first. A partial
file is better than no record at all.

&P tealprod.tea.state.bous

Please enter a reasen for rgjecting the selected delivery:
(Only the first 200 characters are retained)

r Enter rejection reason |

coe

o After selecting the option, and in this case fulfill, TREx will move to the next screen where you are
able to browse your computer and upload the file extracted from your software.

TR Ememtai 111 FATEmmT111111CFTRRmeRTa1111] i TREmgraii14111{FATEmmatL111111 ICEmmTEa11111 TTERmErRi 11| ARBmmatii1 i1 FrETREmaatil

Upload Records) Transcripts for institution | Your School Mame

Plaase browse for & record file to be uploaded:

| Browse... | ro file selected, Click browse and selec
thie xtracted file from your
SIS,
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BENDEL

1. Select Record/ Transcript

Select a student record/transcript to match the request

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

Requested Student

Name Gender Date of Birth Student # TSDS Unique ID
Doe, Jane Female 05/26/2009 63021-1436
Selected Student
Name Gender Date of Birth Student # View Attachments Program Type
Doe, Jane Female 05/26/2009 PDF

Auvailable Students

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

Matching Records/Transerpts | | Search for s Racors Transerpt

1 ast Name First Nama Middle Name Suffix Gender Datz of Birth Student # TSDS Unique ID Uploaded
® D= Jane Femaz 08/01/2022 12:46:06 PM
Al times in local time zone

Upload the scanned record here.
This would include all records
requested by the new school.

view|| Attachments
po || Add attachment

e Attachments — You can upload a single .pdf file or upload a zip file containing multiple
documents.

BEND EL

1. Select Record/Transcript || 2. Confirm and Submit

Review the details of this request fulfillment

When you dlick the "Send” button below, TREx will translate the data into the requesting institution's
preferred format and send the record/transcript. On the next screen, TREX will provide a unique tracking
number for the delivery.

Any differences between the requested and selectad students are highlighted in yellow.

Requested Student
Neme Gender Date of Birth Student # TSDS Unique ID
Doe, Jane 05/26/2009

— it
Selected Student Make sure these

Nome fields match Date of Birth Student # View  Attachments Program Type
Requesting Institution

Name Address

SIVELLS BEND EL 1053 CR 403, GAINESVILLE, TX, 76240-9307

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

Characters remaining: 200

Type your message to the new schoal. You could let them know your

contact phone number and/or emai address. You could also mention
anything you feel the new school needs to know.

By clicking the Send button below, the registrar responsible for this record indicates
[their intention to sign this form and acknowledges that this electronic signature has
the same force and effect as the use of a manual signature.
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e Example of a forwarded record — Select the campus you would like to forward the request to.

Select the institution to which the request will be

Choose from your most frequently used iStitutions, o search for another iStitutio

Requested Student

Last Name, First Name Male smz1-143
Requested Institutions

(Piease siect the mstifution o recefve the forwarded regusst)

Avallable Reciplents

[ —p——

HoUSTON B 3100 TEASLET e ™ 762058093 Pre K through 12
76247 Pre-x trough 12

CLARA LOVE EL 16301 ELEMENTARY DR ST

Records/Transcripts

o Send One Record/Transcript - You may have a situation where you need to send a
transcript for a student without a TREx request. Your counselor may ask you send a
transcript, or a student may contact your school to send one. In this case, click on the
Send one record/transcript. TREx will take you to a screen where you are able to
upload the extracted file from your SIS.

o Send Multiple Records/Transcripts

o View pending outbound records/transcripts — The number of pending outbound records
you have sent.

o Manage Records/Transcript — You are to view and manage records sent. This area
allows you to download the PDF and attachments. This area is also used to download the
immunization file for each student and upload to your SIS. Your nurse will thank you!

o View Completed Transactions — Click on the PDF to view the record sent.

i | fexas Education Agency Deanna Harrs oy Campus [ Logout,
o TREx i e o
o Records Eangs Sy I E—
| TR d Help? ||

TEC 7.010 requires student records & transcrits be sent electronicaly, including a student’s course or grade completion, teachers of record, assessment instrument resus, placement in specal education, IEP, and personal graduation plans. Colleges require Exic Level TAKS or STAAR EOC scores, dlass rank, size, & date, graduation date and
diplom type.

IMPORTANT UPDATE! TRE Users — The technicalissue has been resolved. You may re-submit your undelvered transcripts to coleges. If any records do not process, please re-export the file from your SIS vendor and resend. If you have any further questions, please create 3 ticket in the TREx Support Portal.

Ttems Requiring Attention Records/Transcripts

1
P
*0 o &
€0 0

Top 10 Record/Transcript Destinations

Recpient % Total
B LONE STAR H § WEST (TEXAS JUVENILE JUSTICE DEPARTMENT) 19.2 5
KEYS ACAD (SOCORRO I5D) s 3
NORMANGEE H S (NORMANGEE ISD) 77 2 [
B TRICO JUVENLLE DETENT (SHERMAN 1SD) 77 2
B BRIDGE CITY H S (BRIDGE CITY 15D) 38 1
VISD SUCCESS ACADEMY (VICTORIA I5D) 38 1
B TRINITY CHARTER SCHOOLS - TYLER CAMPUS (TRINITY CHARTER SCHOOL) 38 1
JHV INSPIRE ACADEMY - ROCKDALE (INSPIRE ACADEMIES) 38 1
B FRENSHIP H S (FRENSHIP 1SD) 38 1
B LA VEGAH S (LA VEGA ISD) 38 1

Administration

TREX Support Portal
(@ Upload Student Record Cover Sheet
Note: This cover sheet wil be attached to every student record

TREX Documentation, Training, New Features and FAQs http://tez.texes. oo/ nteriona,
TREX Customer Support: TREx@tea.texas.gov | Phone: (512) 463-7246 | TREX Support Portal
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Send One or Multiple Records

- Texas Education Agency 5SCHOOL Campus | Logout.
AR IRER. .o Femtame Lamame Tackng
Texas Records Exchange System || lor ]

Select Recipients | | 3. Review Exit Level Assessments | 4 Confirm and Submit | 5. Results

Select the student record/transcript to be sent S \
[{ S
Select a student recordtranscript from the lst below or upload aditional recordstranscripts. E 1
Selected Student
Name Gender Date of Bith Student # few _Attachments Program Type This is the Transcript PDF
revie Foan Jou it upoaced
Available Students

Showing 1100733 age [ Tots >» »>1
Hide Search Fields or to search, enter text in one or more fields and press Enter, Wildcards (%) are allowed.

Last Name ¥ st Name Middle Name Suffix Date of B Student # TSDS Unique ID' Uploaded'

® PR
o) 06/15/2022 09:37:52 AM
o] 06/15/2022 09:37:42 AM
o) Male 08/17/2022 11:5%:43 AM
o] Female 06/15/2022 09:37:31 AM
o) Femal 06/15/2022 09:37:23 AM
o] Female 06/15/2022 09:37:17 AM
O Male 08/01/2022 12:46:06 PM.
o) Female 06/15/2022 09:37:09 AM
o) Female 06/15/2022 09:37:03 AM
Al times

Click next when you are ready | e

o Click on browse, search your computer for the student transcript record from your SIS and
upload. You will now see your student listed in the available student area.

e Click NEXT to proceed to the page where you will select the institution of higher learning or
school. Put your cursor to the left of the school’'s name and hit SELECT, and then NEXT. Your
screen will forward to a verification page. Click SEND.

Requests

e Request records/transcripts — Use this area when you need to obtain records for a student who
has enrolled with your district.

Items Requiring Attention Records Trarderipts
oy .
k-] l
-0
==
Bicjuiests
Tap 10 Record f Transcript Destinatbons o
Recipsark %  Tokal
W ENVELLS BEMD EL [SIVELLS BEND 150) 0.0 1
MNORTH CENTRAL TEXAS COLLEGE 0.0 i Reporting
-
-
e
L
e
41 Adminstration
Moti: Ths cower dhbet will b SlBched 15 dvily Sderl feosid
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Request Records continued

o The fields marked with an asterisk are required when requesting a record.

e Click next where you will select the institution you are requesting from.

o Verify that you have the correct student listed on your request.

e Select the Institution tab and enter the school's name.

e You may also use the UID Search to locate the last school the student attended. This information
is only as good as the information in UID. Keep in mind that the last school could be a different
campus depending on grade. For example, the student changed schools with grade
advancement.

o Enroliment History — Select view to give you more information about the student’s enrollment
history.

Regquest a record/transcript from other institutions

| TREx Support Fortal | Need Help? |

1. Enter Student Information [ 3. Confirm and Submit | 4. Results

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

€ »
Required fields are marked with an asterisk (%), Enter as much information as possible to facilitate the
record lookup on the receiving end.

Requested Student

*First Name: Gender: v
Middle Name: *Date of Birth: [=]
*Last Name: Student #: |
Suffix: ~ TSDS Unigue ID: |
Urgency
Select the urgency of this request: [Immediate v | Enrollment Date at New Campus:
| Cancel | CNextss

Select the institutions from which the record/ transcript is to be requested |
Chooss from your most frequently used institutions, or ssarch for another insitution %

Requested Student >

e Gerder Date of
Dos. Jans Sue 011012009

Requested Institutions|

(Prase seiect the st

shon 10+ Joer page

TS0S Uigue D fcr

SANDSCOEE ? QX 337, SADLER 762640837

rt Partal | Beed Hep?

Review the details of this request

When you click U "Send® butlon below, TRE will serd U request Lo the selected instiution, On the et ‘
screen, TREx wil prowide  tracking number for the request. 5
Requested Student

..... Gende Dateof Bith Student 7505 Uniue

e Dnta

Requested Institutions
name

30 ACDEMY £16 1 10TH ST, DOWNA, T, 75372799

urgency Enrolment Date at New Campus

“The urgency o thisrequest & Immedate.

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

A
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Request Records Continued

o View the requests sent from your school to another district.

Requests sent from

Showing 1-40f 4

or fems n the st

ia Urgency. Enrol Date 75D Unique 1D

3 03:00:31 P Inmedate
06/30/2023 02:57:45 Pt Immediate
06/23/2023 12:30:42 PH. Inmedate

fr——

06/23/2023 12:29:13 P

Sent e

JUVENILE DETENTION CENTER

KITTY HAWK MIDDLE
wacoHs

W CARVER MIDDLE

Show 10 per page

Reporting

e This area gives you valuable information on your record requests and those that have been filled

depending on the parameters selected.

Reporting

Top 10 record,/transcript destinations
Top 10 request sources

Top 10 request destinations

Campus Acti

Distri Summary

I Transaction Status Report I

Summary

SV I T

)]

Display transaction status report

Select the report options and press Submit_

Institution: [ All Institutions ~ |

Time Period: | Today

~ ]
Deliveries and Requests
wWith State: | Shows All ~

Options

Grouping By:
Sort By:

| Receiving Institution ~ |

| Student Nname ~ |

Report Format: | PDFE  ~ |
===
All Rights Reserved

Transaction Status Report by Organization for "~ """

[ Fenoa Coversa
Dt Genesmtes

ONOV2E 1200 L)
QN BT 0N 45

e | ToRal ST 4

Tiotal Transacsans

Trarsanon T vanscron, § fecond e
Receiving Institution: CLARA LOVE EL
— Aot Tufiererd || OTEO20EE 0N 20100 AM R oo
Transactions: 1
Receiving Institution: W SCHOOL
..... Bncastiony umaerars | DETZ072 08 25 77 A Recon
..... m— BADATD 174865 Pa4 Recont
i Bevcativng Fusfitemere] O8N 12022 006114 P Rreca
e F—— CRMODNIT O 1646 PR Hezone
Transactions: 4
Recedving Institution: HOUSTON EL
Bevecartiong usfiterere | 070023 1038 AN oo
Transactions: 1
Raceiving Instituion: NORTH CENTRAL TEXAS COLLEGE
CRVINTI 124439 P Transog
Transactions: 1
D8/15/2022 O 45 P Page 101 1
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TREXx Search Feature

e You may search for a student at the top right. This will show if a record has been requested, or if
one has already been filled. Enter the student name and click on search. Information will generate

detailed information on dates of requests and records filled.

= TTENTION TREX USERS: Notification emalz and Recard
traxien. texns. gow ==

Itoms Requiring Attention

-a
-s
1op 10 Record/ I ranscript Destinations
% Tom
s00 1

Recipiant
. SIVELLS BEND EL (SIVELLS BERD 15D)
BN G AL X GOt

Additional Resources
TREXx has a support portal. It operates similarly to how TIMS tickets work on TSDS. You can gain

[ ]
access to the portal link from the TREx home page. You are also able to search the TREx

Knowledge Base (KB) articles.

Top 10 Record/Transcript Destinations
Recipient %  Total
BN SIVELLS BEND EL (SIVELLS BEND 150) 50.0 1
B NORTH CENTRAL TEXAS COLLEGE 50.0 1 Reporting

Top 10 recard/transaript destinations

Administration

[LIIID ] ]

[ Upload Student Record Cover Sheet
lote: This cover sheet will be attached to every student record

TREx Support Portal

TREx Documentation, Training, New Features and FAQs hitp://tea.texas. gov/interiorpage. aspx?id=25769817556
Customer SUpport: TREx@Iea. texas.ov | Phone: (512) 463-7246 | TREX Support Fortal

e B Return to TREx

F 4 E‘: Hello, Deanna! Welcome to the TIMS Portal for TREx

_ L O Lot G e @y o
—— - e _
Medium >

Key L+ Summar ¥
cos 628ap | am having difficulty uploading 08/04/2022 08/09/2022
TSDS-62848 [T e file inte TREX 02:19PM Closed  Geig3bhA
s *lssue Type | Problem v * Severity
*Phone (817) 740-3677 | << Please enter best contact numbe:
Ext.
* Short Select -
Description
* Detailed
Description
LEA Mame LEA CON
Campus Name ADMINISTRATION Campus cOC
Attachments
lick to upload,

ching the TREx Knowledge Base!

Created 8/23/2021
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Hello, Deanna! Welcome to the TIMS KB Search Page

@ Createanlssue R deannaharris@esclinet B> Retur to TREx

About
Welcome to the TSDS KB Search!

Go Rows 50 ~
Key Article Name

TSDSKB-626 TREx: Guide for Deleting TREx Accounts for Superintendents/Admins
TSDSKB-625 TREX: Modifying existing TREx access

TSDSKB-624 TREX: Severity Levels

TSDSKB-623 TREX: Requesting TREx Access

TSDSKB-581 TREX: Error File Uploaded Successfully with Wamings

TSDSKB-580 TREX: Unable to find a school listing in TRE to send requests

TSDSKB-579 TREX: Reminders are sent to an employee who is no longer with the district
TSDSKB-578 TREX: Unable to open .PDF attachment in Google Chrome

TSDSKB-574 TREx: Create a TIMS ticket within the TREx Application

1-9

Created Updated

03/02/2022 05/11/2022
03/01/2022 05/11/2022
02/24/2022 05/11/2022
02/23/2022 05/11/2022
03/07/2019 02/23/2022
03/07/2019 02/11/2022
03/07/2019 01/20/2021
03/07/2019 02/23/2022
01/08/2019 01/20/2021

TREx Documentation, Training, New Features and FAQs are located on the TEA link provided on

the TREx homepage. The TREx Data Standards are on the website as well.

ECOS for Educators TSDS

Popular Applications AskTED

Grant Opportunities  Secure Applications  TEAL Login

TEA

®
Texas Education Agency

A-Zindex Contact

2 (] i ol

About TEA Texas Schools Academics Finance & Grants Reports & Data

Home / Reports and Data / Data Submission

Texas Records Exchange (TREXx)

TREx Home | TREx Data Standards | Training Materials | New Features | Support Matrix

The Texas Records Exchange (TREx) system is a web-based software application designed for the exchange of
electronic student records as mandated by the 79th Legislature, 3rd Called Session, 2006 (House Bill 1). Using
the TREx application, school registrars can electronically request and receive student records for students who
have attended or will be attending Texas public schools. High school registrars and counselors can electroni-
cally create and send official student transcripts to Texas public colleges and universities using TREx to access
the SPEEDE server.

To contact TREx Customer Support call (512) 463-7246 or email TREx@tea texas.gov.

Search Search teatex

Sign Up for Updates  TEA Correspondence

& &

Student Assessment Texas Educators

Employment

Data Reporting Compliance

District Reporting Schedule

PEIMS

State Performance Plan

Texas Records Exchange (TREx)
Data Standards - 2018-2019
Data Standards - 2017-2018

Texas Student Data System

AE000©

Administration

Administration

v

Upload Student Record Cover Sheet
Mote: This cover sheet will be attached to every student record

Under the administration tab, a campus or district registrar has the ability to upload a cover letter

that will precede each student record sent. The cover letter can be set for each campus of the

district.

ESC Region 11 grants permission to attendees of this session to reproduce and distribute designated
resources and materials provided during the presentation.
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