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A TEAL account with TREXx access rights is required.

TE:s

Texas Education Agency

TREx Reference Guide

TEA Login (TEAL)

NOTICE: TEA Web Applications will not be available each Sunday morming from 5:00am to
2:00pm due to routine maintenance. Please do not access yvour applications during this
time pericd. You could lose data.

=

I Don 't hawve an account?

Request Newvw User Account I

Usermname: |

| [shew Password

Passwvword: |

| Login |
Forgot your passwword?
Forgoil your usernanme>?

Help with Password Reset

VWARMNING: Unauthorized use of this system or its data is prohibited; usage may be subject to
sSecurity testing and monitoring; misuse is subject to criminal prosecution; and users have no
expectation of privacy except as otherwise prowvided by applicable privacy laws.

e TEM Help Deslc.
Copyright &© 2024 The Texas Education Agency,

1701 North Congress Ave, Austin, TX 78701-1494

After you are granted access to TEAL, you will need to request access to
TREX.

Texas Education Agency

User and Access Management

self-service Applications | My Accounts %

= Access Applications
& 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.
E‘, Requests I've Submitted

y_'\ Change My Password Contact information for each application is listed below. APPLICATIONS ARE LISTED IN ALPHABETICAL ORDER. PLEASE SCROLL DOWN TQ Tl
TEA.

|% My Application Accounts | e rccnnni=

™1 Edit My User Information

Request New Account..

Delete Account  Refresh Accounts Export Search Results

D 'Acco unt Owner Status Application
Administration

| | | | |
H Search For Users

{23 Search For Accounts

Deanna.Harris active (Mot Editable)

Texas Records Exchange
g,/ Search For Approvers

Li_{" Search For Requests
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TREx Reference Guide

TREX roles and privileg

TREx Role Name

Examples of Users

Privileges

Campus
Registrar/Counselor

Counselors,
Registrars,
Admissions Office
staff

Send, receive, accept, download, view, track,
and approve all information in student records
or transcripts for a campus; generate and view
TREx reports for a campus; manually enter
student record/transcript data for a campus;
attach TEA-approved graduation diploma seals
and send official high school transcripts for
graduates at a campus

Campus
Registrar/Counselor
Multiple Campuses

Counselors,
Registrars,
Admissions Office
staff responsible for
more than one
campus but not for
a full district

Send, receive, accept, download, view, track,
and approve all information in student records
or transcripts for a campus; generate and view
TREx reports for a campus; manually enter
student record/transcript data for a campus;
attach TEA-approved graduation diploma seals
and send official high school transcripts for
graduates at more than one campus

Campus View-Only

Principal, Vice-
Principal, Secretary

Track and view TREx transaction history logs for
a campus; view TREx summary reports

District
Registrar/Counselor

District-wide
Admissions staff or
District Registrar

Send, receive, accept, download, view, track,
and approve all information in student records
or transcripts for all campuses within a district;
generate and view TREx reports for all campuses
within a district; manually enter student
record/transcript data for all campuses within a
district; attach TEA-approved graduation
diploma seals and send official high school
transcripts for graduates for any campus within
a district

District
Registrar/Counselor

Multiple Districts

Counselors,
Registrars,
Admissions Office
staff responsible for
more than one
district

Send, receive, accept, download, view, track,
and approve all information in student records
or transcripts for all campuses within a district;
generate and view TREx reports for all campuses
within a district; manually enter student
record/transcript data for all campuses within a
district; attach TEA-approved graduation
diploma seals and send official high school
transcripts for graduates for any campus within
multiple districts

District View-Only

District staff, TREx
Coordinator

Track and view transaction history logs district-
wide (all campuses within a district); view TREx
summary reports for all campuses in the district
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Introduction

The Texas Records Exchange System (TREx) is a web-based application designed for the exchange
of electronic student records and transcripts. By 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 also can electronically
create and send official student transcripts to Texas public colleges and universities using the
National Student Clearinghouse (Formerly UT SPEEDE) server.

TEA developed TREx in response to TEC 7.010 which requires all Texas public school districts,
open enrollment charter schools, and Texas public colleges and universities to participate in a
system for the electronic transmission of student education records.

Texas public school districts annually report all Grade 7-12 students leaving their districts. The
data on school leavers include dropouts and are used to calculate dropout and high school
completion rates for accountability purposes. More than half the students leaving districts move
to other Texas public school districts. An automated student record exchange system enables
districts to communicate with each other more effectively about students who are withdrawing
or enrolling. Improved communication should improve the reliability of dropout rate
calculations. Additionally, the automated system facilitates the rapid and appropriate academic
placement of students enrolled in a new district and ensures continuity of services provided to
students who move between Texas school districts.

Data Element Changes

5.6 Data Added Data Elements: New 1.36
Element e DISTING-LEVEL-ACHIEVEMENT-GRADUATE
(TE164)
e FHSP-DISTING-LEVEL-PARTICIPANT
(TE165)
5.6 Data Revised Data Element: Revised NA
Element e FHSP-DISTING-LEVEL-ACHIEVE-
INDICATOR-CODE (TE104)
5.6 Data Revised Complex type from Revised | NA
Element “SpecialProgramsType” to “AcademicStatusType”
for:

SAT-ACT-TSIA-REIMBURSEMENT (TE134)
IBC-REIMBURSEMENT-INDICATOR (TE132)
POST-SECONDARY-CERTIFICATION-
LICENSURE-RESULT (TE133)

5.6 Data Revised Data Element Name: Revised 1.36
Element e CPR-INSTRUCTION-MET-DATE (TE122) to
CPR-AED-INSTRUCTION-MET-DATE
(TE122)
5.6 Data Revised XML Name: Revised 1.36
Element e (CPRMetDate to CPRAEDMetDate
Page 4 of 23 Copyright © 2024 Education Service Center Region 11 Created 8/23/2021
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Student Attendance Accounting Handbook (SAAH) changes for the
24-25 school term are highlighted in yellow. Boxed items in red are newer
changes that require your attention.

3.3.2 District Responsibility to Secure Student Records

If your district requests this information from the district where a student was previously enrolled and that district fails to provide the
required information within 10 working days, your district should report the noncompliant district to the Compliance and Inquiries
Division of TEA at (512) 463-3544.

3.4.4 Information and Record Transfer

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:*’
e Texas Unique ID
Social Security number or state-approved alternative ID last reported through TSDS PEIMS
first, middle, and last name and generation code, if applicable
date of birth
gender
ethnicity and race
current grade level
immunization information®®
| disciplinary record®® |
[behavioral threat assessment conducted under the TEC, §37.115, if applicable® |
receipt of special education services and individualized education program, if applicable
if a language other than English is identified, the original copy of the home language survey
initial/end-of-year Language Proficiency Assessment Committee (LPAC) documentation, if
applicable
e parental permission/denial forms for bilingual education programs, or English as a second
language (ESL) program services, if applicable

By law, each district is required to transfer student records within 10 working days of receipt of a
request by the receiving district.®* Enrollment by a student in another school district constitutes
authority for your district to release the education records of that student, regardless of whether
parental authority has been received.®? Also, the requirement to transfer records within

10 working days of a request applies regardless of whether a student or student’s parent has failed to
pay for a lost textbook, including an electronic textbook.

For purposes of transferring records through TREx, a working day does not include a day that the
campus receiving the records request is closed or a day that the district’s administrative office is closed.

Page 5 of 23 Copyright © 2024 Education Service Center Region 11 Created 8/23/2021
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SAAH changes continued

6.2.1 Students Transferring from within Texas

This subsection explains the procedures for verifying EB student identification status and enrolling a
student in the bilingual or ESL education program who has transferred from another Texas public school.

The procedures below must be completed within the first four calendar weeks of a student’s transfer to
and enrollment in a Texas public school.

1. District personnel shall obtain the student records from the sending district, including the HLS
and supporting LPAC documentation. Multiple attempts to obtain records shall be documented
in writing.

2. If the sending district cannot provide the original HLS, a new HLS should not be administered if
there is sufficient LPAC documentation, such as Texas English Language Proficiency Assessment
System (TELPAS) scores, LPAC documents such as parental approval forms, and/or TSDS PEIMS
data, from the sending district that shows the student was identified as EB. The receiving district
documents that the original HLS was not included in the student’s cumulative folder and
document the attempts and/or reason why the HLS was not obtained.

3. The LPAC convenes to analyze the student records from the sending district, determine whether
the student was previously identified as EB, recommend continuation of program services, as
appropriate, and ensure that documented parental approval for current program participation
has been obtained.

4. Once documented parental approval has been confirmed by the LPAC, district personnel assign
the student the appropriate bilingual or ESL program type code and parental permission code’?
in the attendance accounting system. The date of the student’s enrollment from another Texas
public school is the start date for continued program services if the student has been previously
identified and served in Texas.

Important Information to Consider

e Firefox is the recommended browser.

e \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.

. Make note of the alerts at the top of the TREx home page. The
current message posted is:

TREx Users: Beginning Friday, June 7th, TREx notification emais wil be paused for the Summer Break. Al records and requests wil be retaned during this time.
Important: Atthough emais wil be paused, districts are stil expected to fuffl requests within the normal 10-day (14 calendar days) tmeframe. If you have any
questions, you may enter a TIMS ticket by dlicking this icon from the TREx appication or send an email to trex@tea.texas.gov. Thank you, TEA TREx Support
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TREx Home Page

Items Requiring Attention

¢ From the main menu page review the Iltems Requiring Attention

o Inbound Requests — Request for records from another school

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

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

o 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 Items 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.

| Tewas Eduration Agency - + SCHOOL Campus | Logout
a» TREx
Tewns Aecards Exchange System Bi]u“ aman s [ oot |

| TRE: Sipipsait Postal | Hoad Hak? |

TEC 7010 reguires student records. & Transcripts be sent ekeironicaly, ncuding 3 sudent’s oourse or rade completion, teachers of recond, assessment nsirument resuls, placement in specil education, 150, and personal graduation plns, Coleges require Exit Level TAKS o STRAR BO0C soores, chss rank,
sire, & dabe, graduation date and dipoma type

*#*TENTION TREX USERS: Notfication emals and Recond and Reguest windows have been paused for Summer bresk, Ho emals wil be sent and al records and requests vl be retained from now untd kater this summes. 1 you hawe any further questios, feel free to create a bcket in the TREx Support
Poital OF 0MTRCT TTayEEa Teyas Qv =

Items Requiring Attention ReqardsTraseripts
-
< 124}
-0
®0 | e
Reuests

Top 10 Record | Transciipt Destinations

Recpent: L

W SVELLS BERD EL (SIVELLS BEND 150) LI
MORTH CENTRAL TEXAS COLLEGE 50.0 1 Reporting
[ ]
[ ]
- L]
[ ]
[ ]
p Acmmestrabion
) Hote: This cower shaet will ba attachad to avery studant reoard
TREX Documertation, TI'H'I".U,. Mew Feabures and Fﬂ!
TREX Cushomer Sppor: | P {5120 463-7246 | T2Ex
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Items requiring attention continued

L1 Texas Education Agency Deanna Harrs Campus |Logout
it \d

mEx R R s Nare Lt Name Tiding #

Texas Records Exchange System ‘ ‘ ‘ ‘ or ‘ ‘

| TREx Support Portal | Need Help? |

Requests sent to Your School Name
Shawing 1-30f 3 Pageofl Sow | 10 v |perpace
Show Search i fems
D Requestedd Urgency Enrol Date Status Last Name' First Name Student £ 7505 Unique D Sent Fro
0B/11/2022 04:51:14PM Tnmediate Awaiting fuiflment GHOLSON SCHOOL, WACO Detals
D 03/06/2022 04.25:27M Inmedate Awating fufflment GAINESVILLEH 5, GAINESVILLE Details
D 07/28/20220:51:18 PM Inmedate 03/22/022 Awating fufflment 3021-1436 STVELLS BEND EL, GATNESVILLE Details
Al times inlocs! tine zone
Hlfr s Ea
oy, Al Rights Reserved,

e Fulfill — Selecting this option means that you are ready to upload the
student record from your Student Information System (SIS) and send
to the new school.

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

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

¢ 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 OK. 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.

@ tealprod.tea.state tous

Please enter a reason for rejecting the selected delivery:
(COnly the first 200 characters are retained)

r Enter rejection reason I
“ c"‘ance'

Page 8 of 23 Copyright © 2024 Education Service Center Region 11 Created 8/23/2021
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Items requiring attention continued

After selecting the option, and in this case fulfill, TREx will move to the next
screen where you are able to select the student. If the file has not been
uploaded to TREX, you are able to browse your computer and upload the
file extracted from your software to this page.

g
Requested Student
Name Gender Date of Birth Student # TSDS Unique 1D

Male 11/25/2006
JaneRoe

Selected Student
Name Gender Date of Birth Student # ew Attachments Program Type

(Please select the record/transcript o be sent.)

Available Students

TREx found no records matching the request. You may search through all records or upload additional records.
Matching Records/ Transcripts Search for 3 Record/ Transcript
Showing 1-10 of 10 page | 1 of 1 Show[10 v | per page

Hide Search Fields or to search, enter text in one or more fields and press Enter. Wildcards (=) are allowe

Last Name ¥ First Name Middle Name Suffix Gender Date of Birth Student # TSDS Unique ID Uploaded View Attachments

Male 6819413394 06/10/2024 08:55:40 AM PDF 1 attachment
PDF 1 attachment
PDF 1 attachment
PDF 1 attachment
FDF 1 attachment
FDF 1 attachment
PDF 1 attachment
PDF 1 attachment
PDF 1 attachment
PDF 1 attachment

i et >>

When you select upload you will browse your computer where you have
saved the extracted TREX file. It will contain the student’s name in the file
so that you can easily upload to the correct file.

t0000000000

b, Texas Education Agency

Upload Records/Transcripts for institution Your School Name

Please browse for a record file to be uploaded:

| Browse... | No file selected.

Browse your computer for the extracted

TREX file you saved.
W
© 2007-2024 Texas Education Agenc eserved.

Page 9 of 23 Copyright © 2024 Education Service Center Region 11 Created 8/23/2021
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Fulfilling a request continued

You are able to see that the Jane Doe file has been uploaded to TREX.

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 Brth Student # TSDS Urique D
Doe, Jane Femsle 051262003 63021-14%

Upload the scanned record here
Selected Student This would include all records
requested by the new schoal

Name Gender Date of Birth Student £ View  Attachments Progiam Type
Doe, Jane Femsle 05/25/2009 POF
Available 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/Transcripts | | Search for  Record Transcript

| ast Name. Firct Nama Middie Name Suffix Gender Date of Birth Student # TSDS Unique 1D Uploaded View |} Attachments
® Doe Jene Female

DF || Add attachment

08/01/2022 12:46:06 PM

Al tines in local time zone

Attachments

Select a student record/transcript to match the request - \
Ce- <=
Any differences between the requested and selected students are highlighted in yellow. '
A T 1
rame Gender Dave of Bith Student # =
Doe, Jane Female Type  Uplosgea/Received

istory_1779924461 €5 plainftext 08/13/2024 09:28:08 AM | Downioad  Remove
s in lacal time zone

Selected Student
Add attachmer
Hame Gendar Date of Birth Student # View Attachments:
(Plesse select the record/transcript to be sent.)

Available Students This is the PEIMS discipline file
- i that is automatically attached to
> s it SO e SN 2 the student by TEA. The last 5
years of PEIMS discipline will
[ . be included, if applicable.
Last Name First Neme Middie Name SuMx  Gende Date of Birth Student #

& Doe Jane Fomale

AU times in local time zone.

In some cases, registrars want to attach information to a student record. If attachments are
needed, attachments in TREx can be sent in the following formats:

PDF format;

MS Word (.doc) files;

MS Excel (.xls) files; and

Data file (such as ASCII data file) in another application.

Examples of attachments in the TREx process include:

* Immunization records if the data are not available electronically;
* Personal graduation plan, if applicable; and
* |ndividualized Education Plan (IEP), if applicable.

You may upload a .zip file and attach it to a student’s file.

An example of an attachment that is prohibited in the TREXx records
exchange process is video files.

Page 10 of 23 Copyright © 2024 Education Service Center Region 11 Created 8/23/2021
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Fulfilling a request continued

You can now see that the file has been uploaded successfully. Make sure
that the file requested matches the file you uploaded. Type a message to
the recipient, put a check in the box, and select SEND in the bottom right
corner of your screen.

A verification page will pop-up that you need to print and place in the student’s
cumulative folder as proof that a request for records was received and filled. THIS IS

AN IMPORTANT STEP.

Requested Student
- Gendesr Date of Birth Student & T30S Unigue [0
Seheched Student Make sure these
fields match ——

Requesting Institution
Hame Acdress.
SIVELLS BEND B 1055 TR 403, GAINESVILLE, T, 76240507

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

Type your message to the new school. You could let them know your
contact phone number andior emal addrecs. You could also menbion
anything you feel lhe new schoal nesds (o know

By clicking the Send button below, the registrar responsitée 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 @ manual signature.

Select the institution o which rhe request will

Choose from your mest freguently used Institutions, or search for ancther institution.

Requested Student

Gencer s suge = au
inie 30211435
{Please select the nstitution o receive the forwarded request)
Avallable Reciplents
ezt Frequenty Used Insmutons e
e Seest Stmtm 2 wpe
o) HousTon B 2100 TEASIEY nemon ~ 8205.8053 Prek theough 12
(®] CLARALOVE EL 16301 ELEMENTARY DR WSTIM 76247 Pre-K through 12

Example of a forwarded record — Select the campus you would like to
forward the request to. Select the school and send.

Page 11 of 23 Copyright © 2024 Education Service Center Region 11 Created 8/23/2021
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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. TREXx will take you to a
screen where you are able to upload the extracted file from
your SIS.

Send Multiple Records/Transcripts — Send multiple records
to one location

View pending outbound records/transcripts — The number
of pending outbound records you have sent and their status.
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!

View Completed Transactions — Click on the PDF to view the

record sent.

IMPORTANT UPDATE! TREx Users — The technical issue has

EC 7.010 requires student records & transcripts be sent electroni
iploma type.

Items Requiring Attention

Top 10 Record/Transcript Destinations

B LONE STAR H 5 WEST (TEXAS JUVENILE JUSTICE DEPARTMENT) 10.2
KEYS ACAD (SOCORRO 1SD)
NORMANGEE H S (NORMANGEE ISD)
B TRICO JUVENILE DETENT (SHERMAN ISD)
B BRIDGE CITY H § (BRIDGE CITY 15D)
VISD SUCCESS ACADEMY (VICTORIA I1SD)
B TRINITY CHARTER SCHOOLS - TYLER CAMPUS (TRINITY CHARTER SCHOOL) 38
JHW INSPIRE ACADEMY - ROCKDALE (INSPIRE ACADEMIES)
B FRENSHP H S (FRENSHIP ISD)
B LA VEGA H S (LA VEGA ISD)

been

lly, including a student's course or grade completion, teachers of record, assessment instrument results, placement in special education, IEP, and persenal graduation plans. Colleges require Exit Level TAKS or STAAR EQC scores, class rank, size, & date, graduation date and

resolved. You may re-submit your undelivered transcripts to colleges. 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 a ticket in the TREx Support Portal.

. 5

115 3

7.7 2

7.7 2

38 1

38 1
R

1

1

1

every student record

TREx Documentation, Training, Mew Features and FAQs https//tea.texas.gov/ nteroma
TREX Customer Support: TRE texas.gov | Phone: (512) 463-7246 | TR

Page 12 of 23
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Send One or Multiple Records

| Texas Education Agency

Select the student record/transcript to be sent o
[} T
Select 3 student record/transcript from the list below or upload additional records/transcripts. IE
T

Selected Student

Name Gender Date of Birth Student # iew  Attachments Program Type This is the Transcript PDF
eeeee PoF Foundation you just uploaded.

Available Students

Show age | 1]of 4 1 Jper
Hde more fie
( ] ( ) ( ] ( (
Suff Gender Datc of B d
(o) Male
o) Female
[e] Male
CEE O O
[e) male
[e) male
(@] I
(@] male
QO male
Click next when you are ready | ——eee 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.

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.

Page 13 of 23 Copyright © 2024 Education Service Center Region 11 Created 8/23/2021
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Under the Manage Records/Transcript area, you have the ability to
download the student record PDF and attachments. The records are only
available for 14 days in this area, however over the summer and winter
break the times are extended. TEA will post a notice on the homepage
when this area is purged. The best practice would be to download incoming
student records as soon as feasibly possible.

Records/ Transcripts

From this area you will see a list of incoming student records. The
download column allows you to download the immunization file and upload
directly into your SIS. Reach out to your vendor for specific instructions on
how to upload your files.

Each student file will need to be downloaded individually and saved to a
folder on your computer.

| Teas Education Agency Deanna Harris |
g TREx -
Pt Lk e FETRAE
Texas Records Exchange System or
TRE: Support Portal | Need Help?

Manage Records/Transcripts for

Warming: Records loaded into TREx or received from another district are not retained in TREx indefinitely. Records are typically purged after 14 days. You must either print or download the records to your local PC for retention.

Shawing 1-10 of 27 page| 1]of3 2> >

06/05/2024 08:56:06 AM

Ll oaa [ crote | | oone |

Page 14 of 23 Copyright © 2024 Education Service Center Region 11 Created 8/23/2021
Revised 8/15/2024



1: OUCATION SF.R\’IC@H TER 11

TREx Reference Guide

Requests

Items Requiring Attention

s
Ed-]
.

Taxp 10 Recond Transo ript Destinations
Reciplent
W SIVELLS BEMD EL [SIVELLS BEND 150)

NORTH CENTRAL TEMAS ODULEGE

0

i o Trarcrpts

%% Total
s0.0 1
s0.0 1 Reporting
-
-
-
-
-
Adrmintration

raste: Thes e sheet pi e atlached 12 eoey tutet s e d

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

e 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 and intermediate campus to a middle school.

e Enrollment History — Select view to give you more information about
the student’s enroliment history.

Request a record/transcript from other institutions

| TREx Support Portal | Need Help? |

1. Enter Student Information

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

Required fields are marked with an asterisk (*). Enter as much infermation as possible to facilitate the

record lookup on

the receiving end.

Requested Student

*First Name:

Middle Name:

*Last Name:

Suffix:

Urgency

Select the urgency of this request: [Immediate ~

Gender: ~
*Date of Birth:
Student #:

TSDS Unique ID:

Enrellment Date at Mew Campus:

Mext >>
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Request continued

On this screen you will select the school you are requesting from.

user Name B scnool Mame

Select the institutions from which the record/transcript is to be requested ol
@B

thoase from your most frequently used institutions, or search for another institution

Requested Student

Mame Gerder Date of B it Student & TSDE Urique 1D

Do Jans Bus 0140412009

Requested Institutions

[T Adckess

(Piease smiect the nstitutions from which the recondfransariot is being requested.)

= TSCS Unique ID Lest Institution N Last TrsStulion Address Ervolment Hstory
Seect | jang Sue Dos MALE 01/04/2009 -y SAND S CONSEL 0 BOX 337, SADLER 752640837 Ve

1. Enter Student Information 2. Select Institution 3. Confirm and Submit

Review the details of this request

When you dick the "Send" butten below, TREx wil send the request to the selected institution. On the

next screen, TREx wil provide a tracking number for the request. “
Requested Student

Name Gender Date of Birth Student # TSDS Unique ID
01/05/1998
Doe, Jane

Requested Institutions

e S & S Cons School Address

Urgency Enrollment Date at New Campus

The urgency of this request is Inmediate.

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

[ Characters remaining: 200

Type a message on what records you need. Be
specific and kind. 4

Cancel << Previous

On this screen you will confirm and submit the request for record. When
you select send to the far right, a confirmation page will appear that you
can print and file for your records.
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Requests continued

View the requests sent from your school to another district.

You can see that there are 7 pending outbound requests. The status of

each request is listed in the red boxed area.

Items Requiring Attention

5 Inbound Requests

0 Inbound Records/Transcripts

-0 Rejected Outbound Requests

-0 Rejected Outbound Records/Transcripts

Top 10 Record/Transcript Destinations

Recipient
|

%
40.0
20.0
20.0
20.0

Request records/transcripts
I View pending outbound requests (7) I

Records/Transcripts

Send one record/transcript
Send multiple records/transcripts

en

ding outbound records/transcripts (2)
ecords/transcripts

Manag

View completed transactions

Reporting

= Top 10 record/transcript sources

= Top 10 record/transcript destinations
= Top 10 request sources

& Topiore

- Campus A Summary

-

Transaction Status Report

Pending Outbound Report — This report shows the status of your record

requests.

Requests sent from Your School
Showing 1-2 of 2

Show Search irch for items in the list.

Urgency Enroll Date

(] 24 02:38:35 PM Immediate 08/14/2024

O 08/06/2024 12:22:45 PM Immediate 08/14/2024
Resend Recall

Status
Awatting fulfilment
Awatting fulfilment

page| 1/of 1

Last Name
Doe

First Name
Jane

Student #

Show (10 v | per page
TSDS Unique ID Sent To

Your New School Details

Details
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Reporting

This area gives you valuable information about your record requests and

those that have

Reporting
&  Top 10 record/transcript destinations
® Top 10 request sources
® Top 10 request destinations
& cCcampus A ¥ Summary
& District Activity Summary
IE Transaction Status Report I

Texas Education Agency
e TRE>x
Texas Records Exchange System

Display transaction status report
Select the report options and press Submit.

Institution: [ All Institutions _~ |

Time Period: [ Today ~ |
Deliveries and Requests
With State: | Showe All ~

Options

Grouping By: | Receiving Institution ~ |
Sort By: | Student Mame ~ |
Report Format: | PDF

been filled depending on the parameters selected.

Transaction Status Report by Organization for ' Your School Name
Period Covered: 08/01/2024 12:00 fo 08/13/2024 08:31 Total Institutions: 10
Date Generated: 081372024 08:31 Total Transactions: 33
Transaction 32 record requests, 1 transcript request
Last Name First Name Middle SS# I Status I Status Date Sender ID Recipient  Tracking Type
Receiving Institution:  ARGYLE WEST
Doe, Jane - Awaiting fullilment 08/06/2024 12:22:45 PM 200950 061910103  R0020253401 Record
weene Cancelled 08/06/2024 122125 PM 061910103  RO020283348 Record
Transactions: 2
Receiving Institution: BUTTERFIELD EL
Completed 08/06/2024 12.12:06 PM 061908104  R0020141225 Record
. . _ ._.. Completed 08/09/2024 0Z4T40PM 061908104  RO020283390 Record
Transactions: 2
Receiving Institution:  cRAIG MIDDLE
e Awaiting fulfilment 08/09/2024 02:38:35 PM 221901048 RO020332665 Record
Transactions: 1
Receiving Institution: DENTONHS
===g507 Completed 08/06/2024 09:09:27 AM 061901003  R0020145453 Record
Transactions: 1
Receiving Institution: EDISON EL
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i YUCATION SERVICE

TREXx Search Feature

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. Detailed information on dates of requests and records
filled will be generated for you. If no information populates, try checking the
spelling of the student name. If no information exits, then it is likely you
have not requested.

| Fexas Education Agency
s TR R B r——

TEC 7040 riquiras stuant racords R trascripts ba sant akaetroncall, inchiding a shudant's cours o grade complation, teachars of recard, assassmant instrumant result, placament in special aducation, TR and persenal graduation plans. Colleges raquira Pt Laval TAKS or STASR FOC searss, clas rank, sizs, & date,
gredustn date and diploma type.

"==/TTENTION TREX USERS: Hotification emalls and Record and Request windoves have been paused for Summer break. Ho emalls will be sent and all records and requests will be retained from now urtll later this summer. ¥ you have any further questions, feol free to create # ticket In the TREx Support Portal or contact
Taxiea laxas.gov < "

Items Requiring Attentlon Records/Iranserpts
=

D55 L Iohean Recorc ot o ey st e et (24)
-0 clsls
L R S —

Requests

Top 10 Record/ Iranscript Destinations - m

Racipiant s Talal

W SIVELLS BEND EL (SIVELLS BEWD 15D} o 1
HOIH CENTRAL | LXAS COLLLGE a0 1 ’ Reporting

T L]

Additional Resources

TREX 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

B SIVELLS BEND EL (SIVELLS BEND ISD) 50.0 1
NORTH CENTRAL TEXAS COLLEGE 50.0 1 ’ Reporting

RARARRN

8 Administration

TREx Support Portal

every student record

TREX Customer Support: TREx@tea.texas.qov | Phone: (512) 463-7246 | TREx Support Fortal
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TREX Support Portal - Knowledge Base

m Hello, Deanna! Welcome to the TIMS Portal for TREx X, Search Knowledge Base [* Return to TREx

_ g el eus it sy kel ek onledoa Baee)
- - - - - _
I am having difficulty uploading 08/04/2022 08/09/2022
02:19PM 05:53P1

TSD5-62848 my exported file into TREx Closed 53PM

*Issue Type  Problem ™~ * Severity  Medium ¥
*Phone (817) 740-3677 << Please enter best contact number
Ext.

* Short Select o
Description

* Detailed
Description

LEA Name LEA CDN
Campus Name ADMINISTRATION Campus CDC
Attachments

Drop files here or dlick to upload

You can search topics to find solutions to common TREX issues. A TREx
ticket may be submitted for questions or errors you are not able to resolve.
Reach out to ESC 11 to see if we can help you. Many times, it’s an issue
we see often and can help resolve quickly for you.

A Hello, Deanna! Welcome to the TIMS KB Search Page [ Createanlssue & deannaharis@esclinet B Retum to TREx
About
Welcome to the TSDS KB Search!
Go Rows 50 v
Key Article Name Created Updated
TSDSKB-626 TREx: Guide for Deleting TREx Accounts for Superintendents/Admins 03/02/2022 05/11/2022
TSDSKB-625 TREx Modifying existing TREx access 03017202 05/11/2022
TSDSKB-624 TREX. Severity Levels 0272412022 05/11/2022
TSDSKB-623 TREx: Requestirg TREx Access 0212312022 05/11/2022
TSDSKB-581 TREx: Error File Uploaded Successfully with Wamings 03/07/2019 02/23/2022
TSDSKB-580 TREx: Unable tc find a school isting in TREX to send requests 03/07/2019 02/11/2022
TSDSKB-579 TREx: Reminders are sent to an employee who is no longer with the district 03/07/2019 01/20/2021
TSDSKB-578 TREx: Unable tc open PDF attachment in Goagle Chrome 03/07/2019 02/23/2022
TSDSKB-574 TREx: Create a TIMS ticket within the TREx Application 01/08/209 01/20/2021
1-9
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TEA’s Website - Texas Record Exchange

TREXx Documentation, Training, New Features and FAQs are located on
the TEA link provided on the TREx homepage. The TREx Data Standards

Popular Applications AskTED  ECOS for Educators  Grant Opportunities  Secure Applications  TEAL Login ~ TSDS

TE 'nl Search | Enter Keywords n
A-Z Index

' ® Contact Employment State Board of Education  Sign Up for Updates TEA Correspondence
Texas Education Agency

0 ) T 000 & &

About TEA Texas Schools Academics Finance & Grants Reports & Data Student Assessment Texas Educators

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

2024-2025 TREx Data Standards version 5.6 (July 2024)

TREx Data Reporting Requirements

+ Provide descriptions of data elements and the codes used to report them.
« Describe the responsibilities of school districts, education service centers, and the Texas Education Agency in connection with the data submission process.
« Provide descriptions of the data requirements for student records transfers between Texas public school districts or open enrollment charter schools

Documents/

« XML Schema 1.36

Popular Applications AskTED  ECOS for Educators  Grant Opportunities  Secure Applications  TEAL Login  TSDS

es
TE 'nl Search | Enter Keywords n
A-Z Index

‘ @ Contact Employment State Board of Education Sign Up for Updates TEA Correspondence
Texas Education Agency

2 ) T o0l B &

About TEA Texas Schools Academics Finance & Grants Reports & Data Student Assessment Texas Educators

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

TREXx Data Standards

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

The Texas Records Exchange (TREx) Data Standards is a resource for persons involved in the transfer of student records and transcripts using the TREx student record ex-
change process.

|- 2024-2025 TREx Data Standards version 5.6 (July 2024) |
e 2023-2024 TREx Data Standards version 5.5 (January 2024)
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Administration

Administration

¢4 Upload Student Record C

Maote: 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 at the district.

Email Notifications

TREx sends email notifications for any type of change in status, such as received, accepted,
fulfilled, and denied. Following is an example of an aged email notification:

Your TRExX account shows inbound student records, transcript
from other districts and campuses that have not shown any t

s, and/or reguests

transaction status
change in over 24 hours after having been sent to your campus or district.
Please log in to the TREx system and review the Items Regquiring Attention
portion of the TREx home page for a full listing of transaction statuses. At
the time of this notification, this includes:

Inbound

4 Requests

- Inbound Records/Transcripts

4 Rejected Outbound Requests

1 Rejected Outbound Records/Transcripts

Email notifications are sent to your administrator when transactions have
not been completed within the 10-day requirement. Your Superintendent is
also notified by TEA.
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Important Reminders

2.15.1 SAFE AND SUPPORTIVE SCHOOLS

TEC, §25.036(c), requires the transfer of a child’s disciplinary record and any school behavioral
threat assessments when a child transfers to a new school district.

Note: LEAs are responsible for transmitting discipline action data for the current school year
through TREx.

Transfer of School Behavioral Threat Assessments Guidance

TEC §25.002(a)(2) and TEC §25.036(c) require that any school behavioral threat assessment
(SBTAs) conducted, including those considered “closed,” be sent to the receiving school district.
Any SBTA conducted must be retained and transferred to a new LEA through the student’s
twenty-fourth birthday. When transferring SBTA records, local education agencies (LEAs) must
ensure the SBTA record contains any and all materials provided to or produced by a team during
a threat assessment of a student as specified in TEC §37.115(j-1). Utilizing the attachment
feature in TREx, LEAs are required to transmit all school behavioral threat assessments, not only
those that resulted in disciplinary action.

3.3.2 District Responsibility to Secure Student Records

If your district requests this information from the district where a student was previously enrolled and that district fails to provide the
required information within 10 working days, your district should report the noncompliant district to the Compliance and Inquiries
Division of TEA at (512) 463-3544,

Note: It is important to remember that data in TREx are transitory. The data held for
campus/district review are automatically purged from TREx within a set number of days.

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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