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TREx-SKYWARD-WEB VERSION  
BASIC “HOW TO”----SKYWARD EXPORT 
 
Before you begin, there is some clean up of data that will help the file creation 
process go a little smoother.  The following is a list of issues we have found that can 
cause erroneous information or fatal errors in the data.  Fatal errors, if present, will result 
in the file being rejected in TREX.  Therefore they MUST be cleaned up. 
 
1. DISCIPLINE DATA:   Skyward will pull all open discipline action records into 
TREX.  Example-- Student was assigned ISS for a day, two months ago.  The student 
served the ISS, but the Skyward discipline record does not indicate the time was served.  
This discipline record will pull into TREX.    

SOLUTION:  Check all discipline records to make sure completed assignments 
are marked as served. 
 
2. AUTOPOSTING-SEMESTER AVERAGES:  Auto-posting populates the 
semester average in Skyward based on the current grade average of the terms.  If the 
student has not completed the full semester, this average is not a TRUE semester end 
average and could be misleading to receiving schools. 

SOLUTION:  On students, who were withdrawn before the semester ended, go to 
their grade maintenance screen and delete the incomplete semester averages. 

WARNING:  If the teacher changes anything in the student’s grades after you 
have completed this task, the semester grade may auto-post again overnight.   

 
3. GRADUATION TYPE CODE:  The graduation type code must be blank or 
reflect the correct code for the student.  If you have current students with the 
graduation type code 10, the file will not go through.  Please update this code to the 
proper code for the student. 

SOLUTION:  Go to SM/ST/SP/TX-NCLB/Grad. Info and update the code. 
 

4. ENTRY/WITHDRAWAL INFORMATION:  Check the student’s enrollment 
information for retained information.  Student repeated same grade more than one 
year. You will enter the grade level repeated in the TREX enrollment screen. 
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To export your Skyward student file in the WEB version: 

 Go to:         
 

 
 
There are FOUR steps to follow in creating the Download File for TREx.  You must 
follow each of these steps. 
 

Step 1:  Double click on  
 

 
 
The first time you go to this report screen you may not have a template as in the 
picture above.  If so click ADD. 
 

 
 
Type a NAME for your report.   Click the box to “Share this template with other users 
in entity XXX.”  This will allow others at your entity to use the template you are creating. 
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Select the STUDENT by beginning to type the last name into the look up box.  As you 
begin to type you should see a drop down list.  Select the correct student from the list by 
clicking on the record. 
 
LAST PEIMS SUBMISSION:  August through October--  If the student was enrolled 
during the previous school year, use “3”.  If the student was not enrolled in the previous 
school year, use “N/A”.  If the student went to Elem or MS summer school use “4”. 
October-June—If the student was enrolled on the snapshot date use “1”.  If the student 
was not enrolled on the snapshot date, but was enrolled in the previous school year, use 
“3”.  If the student was not enrolled during the previous school year and was not enrolled 
on the snapshot (enrolled in November or later) use “N/A”.  
 
LOCAL STUDENT ID:  Leave set to “Alphakey” 
 
EXTRACT YEAR:  If the student was a NO SHOW this year and you want to send last 
year’s information, you can change this field to “Last Year”.  If the student has been 
enrolled during the current school year, you will leave this field set to “Current Year”. 
 

CURRENT COURSEWORK:  Click the  next to this section to expand it. 

 
 
Click the Term grades you want to send with the TREX file.  Suggestion:  For MS/HS, 
only send Term grades for semesters that have not been completed.  The Semester grades 
will automatically be included if present.  Do not include IP grades unless the current 
Term has not ended and there has been an IP grade posted. 
 
 
NOTE:  Click the “?” when present to view notes about the section.  Click OK to exit 
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TRANSCRIPT:  Click the  to expand this section. (Elementary may skip this area) 
 

 
 
FOR HS:  GPA Method should be 1-100 PT 
      Rank Method:  1-100 PT 
 
HS AND MIDDLE SCHOOLS: In this area you will need to list the service IDs of all 
courses that students can take to earn High School credit before they are in 9th grade.  If  
this is not set this correctly their TREX transcript will not show the credits if they earned 
them in 7th or 8th grade.   
 
(In the past TIMS was able to update this and save it for you.  This is not true any longer. 
You will need to maintain this area.) 
 
Click the SERVICE IDs button. (This screen may take a while to refresh.) 
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Using the list below, type in the service ID in the box at the bottom of the screen and hit 
the enter button on your keyboard. (The screen will refresh again the service ID that 
entered will appear highlighted on your screen.)  Check box to the left of the selected 
service ID to “ADD” it. 

 

 
 

Repeat this for all the service IDs listed below and on the next page until you have 
them all checked.  Click OK to save your work.  If you click BACK, you will lose 
your work. 

03010200  bio 

03050201  ipc 

03100500  alg 1 

03100600  alg 2 

03100700  geo 

03220100  eng 1 

03241400  commapp 

03410100  fren 1 

  03430100  latin 1 

03440100  span 1 

03490100  chin 1 
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03500100  art 1 

03580120  tec ap 8 

03810100  hth ed 

03813000  hth ed 

12011200  beg bcis1 

12011500  keybrd 

12331321  tsmcl 

12731100  cco 

84200xxx  local pe 

84300xxx  lcl heal 
 

Once all have the service IDs checked to ADD, click the OK button.  Once you have this 
area set up and saved in your template, you should not have to do this again unless there 
is a service ID missing from the list or one needs to be removed.  The credit information 
for the student will only print if the student earned a credit in this fashion.   You do not 
have to customize this list to fit each student. 

 

 
 

 
TEST SCORES:  Expand the Test Scores section. 

 
 
Click the “Student Test Selection”.  
 



TREX-SKYWARD-SKYWARD EXPORT-WEB  Page 7 of 15 TIMS/tsm  10/2010 

 
 
Check the boxes next to the TEST SCORES you wish to include for the student. TAKS 
are the only scores that I set up the crosswalk on.  If you want to send to send other test 
scores you can use the attachment feature or attempt the crosswalk yourself*. 
 
Click OK. 
 
If the student’s TAKS TEST SCORES DO NOT show up on the TREX file you may  to 
come back to this area and make sure you check them.  
 
Click the “Save and Print” button. 

 
 
Skyward will process the extraction of data for the student you listed.  You will see the 
Print Queue.  Once the extraction is complete, click the BACK button to go to STEP 2. 
 
Click the BACK button again to get out of the Template screen. 
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STEP 2- MODIFY:  Now click on the  
Input the student alphakey into the look up or click the STUDENT link to select the 
student you are working with. 
 

 
 
Review each tab to ensure the information is correct.  You can 
make changes here if necessary. 
 
 
 DEMOGRAPHICS – If there are any changes to this 
screen, you MUST make the corrections in Skyward and re-
create the file. 
 Special Programs-- 
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 Enrollment—  If your campus information is not correct, you can change it here, 

but you need to send in a GroupLink Ticket (request technical service) to have 
the information updated in Skyward.  Be sure your campus PHONE and FAX 
number are listed and correct.   

o Put in the withdrawal date/ reason 
o If the student repeated a grade level, be sure to indicate which one 
o Graduated seniors must have their Graduation information in place. 
o Etc. 

If you make changes to the entry date/withdrawal etc, these changes also 
need to be made in Skyward. 

 
 
 The GUARDIAN screen lists the student’s guardians as it is in Skyward.  You can 

check this information if you choose. Changes need to be made in Skyward and the 
file re-created. 

 The ASSESSMENTS screen should have the students TAKS scores if the student has 
had completed a TAKS test.   If there is no TAKS information for the student and 
there should be, please go back to the EXTRACT screen and make sure you selected 
to the correct TAKS scores to be included in the file.  ReEXTRACT the file. 
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 The IMMUNIZATIONS screen should have all the immunizations that are present 

in Skyward.  This information pulls automatically. 
 
 

 
 
 The DISCIPLINE tab should only contain open discipline issues for the student, no 

other discipline records should be sent to receiving schools.  If you see discipline 
assignments that have been completed, they need to be shown as served in Skyward.  
Then you can re-create your file again.  

 

 
 
 The CURRENT CRS tab shows the students current courses at the time of their 

withdrawal and the grades for the terms you indicated on the screen.  
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Remember:  Only select the IPR grad bucket IF the TERM for that IPR has not 
completed.  In the example above the IP1 should have been left out. 
 
 
Any grade corrections to this screen should be made in SKYWARD and the file re-
created.  BE SURE YOU CHECKED THOSE END-OF-SEMESTER AVERAGES for 
students who withdrew before the end of the semester.  If you see a grade average here, 
go back to page 1 of these instructions and make the corrections in PAC. 
 

 
 
If you know the withdrawal grade for the current term for the course (from a withdrawal 
form from the teacher) you can enter it on this screen.  It is not a requirement.  You can 
wait and send the withdrawal paper with the withdrawal grades on it via fax or mail. 
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 COURSE HISTORY tab contains the student’s historical grade information. (This 
will only be true for student with CREDIT course history.  If the student is 
elementary or middle school without CREDIT course history this area will be blank. 

 

 
 
 
 GPA HISTORY tab will have information concerning the student’s GPA and 

ranking if it has been processed for the student.  HIGH SCHOOL. 
 
 

  Click the button to produce a TREX report that will show you 
exactly what is going to go into TREX.  You may print this report for the file if you 
choose. 
 

 
 
Click the ADD button to add Report. 

 
 
 Name your report template 
 Click the EXPORTED students button 
 Select your student. Click SAVE and PRINT. 
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Your report will go to the PRINT QUEUE.  Once it is complete you can review it.  BE 
SURE to check the LAST PAGE under the DATA EDITS section for Errors.  If there are 
ERRORS, your TREX submission will NOT go through.  If you have errors, you MUST 
make the correction in SKYWARD and re-EXTRACT your student information again. 
 
Click the BACK BUTTON several times until you get back to the TREX screen. 
 
 
Once you have completed all corrections and can run a report with NO errors listed you 
can proceed to STEP 3. 
 

Step 3:  Create Student TREx Download File-CD 
TREx only accepts files in the XML format.  This process will transform your Skyward 
data file into the XML format.   
 
Click “Create Student TREx Download File” .   

 
 
 

 
 
Click the ADD button. 
 
Name your Template 
 
Click the STUDENT Link to select your student. Click the Select Button. 
 

 
 
 



TREX-SKYWARD-SKYWARD EXPORT-WEB  Page 14 of 15 TIMS/tsm  10/2010 

 
 
Data to be Exported:  Set to ALL DATA (For Colleges, you may only use transcript if 
that is all they want.) 
Format TYPE:  BOTH 
Click SAVE and PRINT. 
 

 
 
The process will go to your PRINT QUEUE.  Once it has finished you will see the alert.  
Click Display Report.  You will see the PDF version of the report.   
 

This is an example of the data that will be sent in report 
form. It is not what you will send to TREX.  There is 
another step. 
You can print this report or just close it. 
Click the BACK button to get out of the print QUEUE. 
Click the BACK button again to get out of the CREATE Student TREX Download area. 
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STEP 4:  Click this link under TREX 
 

 
 

 
 
You will see your created file here.  Click the VIEW button. 
 

 
 
Click the SAVE button 
 
 
SAVE the file in your U:/Drive in the TREX file folder. (You will have to create this 
TREX file folder in your U:\ if you have not already done so.)   
Do not change the name of the file.  Skyward has the correct name for the file. 
You can get to your U:/Drive by clicking MY COMPUTER>U:\>TREX 
Then Click SAVE. 
 
 
 
Once the download is complete you will see a confirmation screen.  Click CLOSE. 
 
Now you are ready to upload your file into the TREX system. 
 
 
 
 
 


