HOW TO FULFILL A RECORDS REQUEST 
FROM A TEXAS PUBLIC SCHOOL
1. Select Manage Records/Transcripts
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2. Select Create
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3. Enter required information (*)
When done entering required information select “Save” and then “Next”
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4.  Enter remaining required information.
Select “Save” and then “Next”
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5. Select the Validate tab
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6. Validate your file (data file)
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7. Validation Results will tell you your data file was created with warnings.
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8. Go back to the Home Page
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9. Manage Records/Transcripts
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10. Select the file you just created and “Add attachment” 
Browse to find your .pdf file (the b/c, SS card, report cards, etc.) and Upload
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11. Go back to the Home Page
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12. Select Send one record/transcript
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13. Select the record you are sending and “Next”
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14. Search for Institutions/Select/Next
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15. Enter Comments and Send
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Review the details of this record/transcript

Review the record and click Validate to ensure the document conforms to the TREX data standards and
meets the state minimum requirements.
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When you click the "Update" button below, TREX will update the record/transcript.
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(optional)

[attached are records requested through fax. Please contact us at 817-306-4240 ff | Characters remaining: 64
u have any questions.
Thank you

8y 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 s the use of a manual signature.
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Delivery successful

This recordtranscript has been sent to TRE for processing. Use the tracking numbers shown below to
receive an up-to-the-minute status of each delivery.
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TREX users should now be able to log in and experience acceptable performance of the TREX system. Flease resume using TREx as normal and report any
performance issues immediately at trex@tea. state.t.us or 512.463.7246.
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