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A TEAL account with TREx access rights is required. 

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

 
 

https://tealprod.tea.state.tx.us/TSDS/Home
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TREx roles and privileg 
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Introduction 

Data Element Changes 
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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.  
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SAAH changes continued 
 

 
Important Information to Consider 

• 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. 
• Make note of the alerts at the top of the TREx home page. The 

current message posted is: 
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TREx Home Page 

 
Items Requiring Attention 

• From the main menu page review the Items 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. 

• 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. 
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Items requiring attention continued 

• 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. 

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

• 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. 
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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. 

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. 
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Fulfilling a request continued 

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

Attachments 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
You may upload a .zip file and attach it to a student’s file. 
 
An example of an attachment that is prohibited in the TREx records 
exchange process is video files. 
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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. 

 
Example of a forwarded record – Select the campus you would like to 
forward the request to. Select the school and send. 
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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. TREx will take you to a 
screen where you are able to upload the extracted file from 
your SIS. 

o Send Multiple Records/Transcripts – Send multiple records 
to one location 

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

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. 
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Send One or Multiple Records 
 

 
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. 
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Manage Records/Transcript 
 
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. 
 

  
 
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. 
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Requests 

 

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

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

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

• Verify that you have the correct student listed on your request. 
• Select the Institution tab and enter the school’s name. 
• 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. 

• Enrollment History – Select view to give you more information about 
the student’s enrollment history. 
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Request continued 
 
On this screen you will select the school you are requesting from. 

 
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. 

Pending Outbound Report – This report shows the status of your record 
requests. 
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Reporting 
 
This area gives you valuable information about your record requests and 
those that have been filled depending on the parameters selected.  
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TREx 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. 

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. 
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TREx Support Portal – Knowledge Base 

 
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. 
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TEA’s Website - Texas Record Exchange 

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

 

https://tea.texas.gov/reports-and-data/data-submission/texas-records-exchange-trex/ds5.6/2024-2025-trex-data-standards-version-5.6-july-2024
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Administration 

 

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 

 

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 

 

 

 

 

 

 

 

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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