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1 INTRODUCTION

The following document details the functionality of the Puerto Rico Student Record Exchange System
(SRX).

After Hurricanes Irma and Maria, a significant number of primary and secondary students from Puerto
Rico Department of Education temporarily relocated to the United States. Most of these students did not
have available to them the appropriate student records to complete a typical enrollment process, putting
a substantial load on school district’s admissions and student allocation processes.

Student Records Exchange (SRX) is a platform developed by the Puerto Rico Department of Education to
facilitate the exchange of the student records with other districts to expedite their enrollment process at
their schools.

The information available through the SRX allows school staff, such as guidance counselors and registrars,
to make time-sensitive placement decisions more effectively. School staff can quickly access students’
previous enrollment records, course history to determine the appropriate placement within the new
school.

Objectives of the SRX

e Provide support to displaced students from Hurricane Irma/Maria in Puerto Rico, that have
transferred or in the process of doing so to schools in the US.

e Expeditiously provide the student transcript information that schools and US districts need to
admit those students into their school system.

e Have an effective mechanism to track and monitor those PRDE students, including their return
to Puerto Rico (with the additional academic information from the schools) to continue their
academic studies and complete their graduation requirements

When the students decide to return to Puerto Rico, the SRX will also enable the exchange student records
and documents from US Districts and schools back to the Puerto Rico Department of Education with the
additional academic information to continue their academic studies and eventually graduate.

The following table describes terms used throughout the document, as well as icons and buttons used in
the application screens:

1.1 Terms, icons and buttons

Name Description

List of available options and functions that appear when you login
to the system.

”Menu”

Default selection that will always be used, unless another is

default explicitly specified.

SUBMIT Validate input information and save data.
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Name Description
Cancel the operation and return to the previous page.
10 Shows number of records to show per page.

Use the data captured as a parameter for the corresponding search.

Shows that there is a list of predefined values for this field.

Calendar button. It shows a screen with a calendar to choose the
desired date.

A
©

Clears the values of the fields to add a new request.

Shows that the field be displayed in an orderly manner, either
ascending or descending.

Shows that the results are displayed in ascending order.

w

Shows that the results are displayed in descending order.

NEXT Advances to the next page within a results table.

PREVIOUS Returns to the previous page within a results table.

SAVE Save changes.

7 Allows modification of fields within the component where it is

located. Example: Institution data.

Downloads and opens the requested student record.

Create an appeal for the transcript

Delete the file selected

000¢

Create a return
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2 ACCESS TO SRX

2.1 Access to SRX

The Student Record Exchange System (SRX) can be accessed through the application portal of the
Department of Education or through the following link:

https://srx.dde.pr/

When accessing the application, the home screen will show a brief explanation of the process
functionality.

DE®icicén Student Record Exchange System (SRX) O Login

How the process works?

DEPARTAMENTQ DE

EDUCACION

£ PUERTO A

Step 1 Step 2 Step 3
Login / Register Document is prepared Notification is sent
Contact Us Help and Assistance Other Links
Postal: P.0. Box 190759, San Juan, For assistance or report any issue, please fill out PRDE Website
PR 00919-0759 this form.

Phone: (787) 759-2000% Status PR

Figure 1 - Home SRX

2.2 Login to SRX

By entering to the application, all users will see the following screen:
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DE®<i% Student Record Exchange System (SRX) ‘

How the process works?

DEPARTAMENTQ DE

EDUCACION

Step 1 Step 2 Step 3
Login / Register Document is prepared Notification is sent

Figure 2- Locate Login

Login Screen:

Login

Emai

Password

O Remember me? a Forgot password
REGISTER LOGIN

Figure 3 - Login Screen

The "Email" and "Password" fields will serve to authenticate the SRX credentials. If you are already a
registered user, enter these two fields and press “LOG IN”. SRX will validate the input information and
show the home page according to the user's role. If the credentials are not valid, the system will show the
following message.
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Login

diana.ramirez.oroco@gmail.com

Password

O a

Invalid login attempt.

REGISTER LOGIN

Figure 4 - Invalid Login Attempt

The "Login" screen also has the option to remember the credentials for the next time you connect from
the same computer. By check or uncheck the option, you can enable this functionality.

v ]
Reset Password

If you forget your password, you can use the option:

a

SRX will show the following screen to enter your email address. Then you will have to follow instructions
to create a new password.

Reset Password

We'll send you an email with instructions to create a
new password.

LOGIN RESET

Figure 5 - Reset Password
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3 INSTITUTION ROLE - DESCRIPTION

Active institution accounts can enter new student record requests and verify the status of requests in the
SRX. When a new request is entered and approved, the document will be available for download to the
destination institution’s contact person.

3.1.1 Register New User

The first step will be the registration in SRX as user from an institution account. Once you enter the
application, you must go to the "LOG IN" option and then to "REGISTER".

DE®ics% Student Record Exchange System (SRX) -

How the process works?

DEPARTAMENTQ DE

EDUCACION

Step 1 Step 2 Step 3
Login / Register Document is prepared Notification is sent
[
Login
[ Remembe B
LOGIN

Figure 6- Locate Register Option
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The system will show the register account screen, to enter the required fields for creating an account as
an institution in SRX.

Register Account

ool/Participating Institution

ALREADY HAVE ACCOUNT REGISTER

Figure 7 - Register Account

The "ALREADY HAVE ACCOUNT" option indicates that you already have a registered account; click on it,
the system will take you to the "Login" screen.

Complete the registration form. You start the registration process by selecting type of account access, by
the default; the value is “School / Participating Institution”.

Next, complete the fields related to the registration of your account:

e Institution: use the list of values indicator to search the name of the institution.
The system will ask you to type five or more characters of the name of institution, and then it will
show you the suggested ones. Select your institution from list.

e  First Name: enter your name.

e Last Name: enter your last name.

e Phone Number: enter your phone number.

e Email: enter your institution email.

e Password: enter your password; be sure to remember it, you will need it to access SRX next time.

e Confirm Password: re-enter the password entered in the previous field.

Once all the fields are completed, press the REGISTER button.
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ALREADY HAVE ACCOUMNT -

Figure 8- Locate Register

The system will show the following message, indicating that the user will receive an email to validate the
entered account registration information. Please check your email address inbox to complete the process.

Thanks for registering. We will send you a confirmation
email to validate your address. Check your email.

RETURN HOME

Figure 9 - Registration Confirmation Message - Institution

If you try to enter the system without validating your account, the system will present the following
message:

DIEstEicdn student Record Exchange System (SRX) o+ Login

Locked out.

Your account has not been activated yet, please contact us

RETURN HOME

Contact Us Help and Assistance Other Links
Postal: P.0. Box 190759, San Juan, For assistance or report any issue, please fill PRDE Website
PRO0919-0759 out this form PR Gov

Phone: (787) 759-2000 Status PR

© 2018 Department of Education, All rights reserved.

Figure 10 - Message: Account Institution not activated

When you check your email, you will find a new message as shown below. The message will have the
following information: "Please confirm your account by click on here". Click on the link "here".

Confumn your account - Message (HTML)

V Tell me what you want to do.

= f B3 Meeting [ 5 Move toc ? & To Manager hY L Rudes » 1 =l P P Find O\
Bignore D €« € =S5 . : v Dane ) G b %5 B ram a

Lim- 7 Tearn Email 58 Onediote od ~
& junk~ Delete  Reply Reply Forward _ €2 Reply & Delet P Creste New Move Assign  Mark  Categorize Follow  Transiste | Zoom Saveto
. Al & More ~ T UEYS e e - Actions ™ policy « Unread - Up~ . * Select® SharePoint
Delete Respond Quick Steps 3 Mave Tags -. £oting Zoom  harmone ~

no-reply@de.pr.gov

Confirm your account
o dors ramwer

© Ciick here to download pictures. To help peotect your prvacy, Outiook prevented automatic download of some pictures in this message

Please confirm your account by clicking here -

A

+ Get more apps

Figure 11- Email Validation - Institution
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The system will open a new window on your browser with a message indicating that your email account
was validated.

Your emnail has been validated, please contact the
Department of Education to activate your account.

RETURN HOME

Figure 12- Validated Account

Once your account is active, go to the home page to sign in. Enter the credentials. The home page as an
Institution role is shown as follows:

DE5i€iiéh Student Record Exchange System (SRX) ¥ schocl@domaincom B HOME  Requests  Resources  Logout

B Home

Welcome!

You have entered the Student Record Exchange (SRX) of the Puerta Rico Department of Education (PRDE). This system produces the official student transcripts of the PRDE. It was created initially with the purpose of helping our
students in the transition to other schools outside of Puerto Rico in the aftermath of Hurricane Maria. The plan is to continue developing SRX to be the go-to platform for the exchange of data and information about our students,
teachers, schools, employees, among others, in a safe and reliable manner. Please feel free to give us feedback and on how we can serve you better!

Julia Keleher

Secretary
Puerto Rico Departament of Education

New Request Request Status New Return
Click here to request a new document Enter here to verify the status of all Click here to submit the documents to
Once the request is approved, the institution requests for transcripts and update the student’s record for his
document will be made available to the to download the documents when return to Puerto Rico or Request PR
destination institution contact approved by the PRDE personnal. Diploma.

Figure 13- Home Page - Institution

The options available with this role are described below:
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3.1.2 Entering New Request

DEPARTAMENTQ DE
DIz EteAcs ranscript
O o Generated
SRX Portal Account Validation  Search Student and
Account (One time) complete request DE=ESS =5
111N} Registration = =
= | = >l
(Requester) N o —
[

[
o a4 s\ a4 PRDE Internal

User Reporting

m Once approved, an Admin reviews B N
Institution Requester email notification is request and
School/District downloads the sent to requester that ~ student transcript
Requestey - documents document is ready for Information
download

Figure 14 - Document Request Process - Overview

Requests created in SRX are sent directly to the selected destination Institution. Once the request is
approved the document will be made available to the destination institution contact for download. The
user has three (3) options in the SRX portal to enter a new request.

1. Click on the New Request icon in home page

New Request
Click here to request a new document. Once the
request is approved, the document will be made
available to the destination institution contact.

Figure 15- New Request Icon — Institution

2. Through the menu bar, click on Request -> then click New Request

DE®==5 student Record Exchange System (SRX) B0 HOME  Requests - CowseCasieg  Logout

Feguest Lisa

B Institution Home
New Reguest

Figure 16- Menu “New Request” — Institution
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3. Once on the request list: click the + button

mﬂ'mm Student Record Exchange System (SRX) Bn HOME  Requests = CourseCatalog  Logiowt

Figure 17- Button Add New Request- Institution

Any of these three options chosen, the SRX will open the page to create a new request.
New Request Form

The form contains two sections: Destination Institution Information and Student Information.
As shown below:

DES*R% Student Record Exchange System (SRX) B7 HOME Requests ~  CourseCatalog  Logout

Request new document

New request

Destination Institution Information

Figure 18- New Request — Destination Institution

By default, SRX will show the destination institution information registered on the user account. If the
user wants to make a request and send the transcript to a different institution, other than his own, please
complete the following steps, and otherwise proceed to complete the Student Information Section

L
e State Name: use the list of values indicator to locate the name of the state. The system will
ask you to type two or more characters and then it will show you the suggested ones
L J
e City Name: use the list of values indicator to locate the name of the city. The system will ask

you to type two or more characters and then it will show you the suggested ones.

Puerto Rico Department of Education — Student Record Exchange System (SRX) Page 15 of 33



=3

e Institution Name: use the list of values indicator to locate the name of the institution. The
system will ask you to type five or more characters and then it will show you the suggested ones.

Continue entering the student's information:

Student Information

By o g o

=]
Transcript -
Displaced by natural disaster -
Figure 19- New Request — Student Information

e  First Name: enter the student's first name.

e Ml: enter the initial of the student's middle name.

e Last Name: enter the student's last name.

eSS (Last 4): enter the last four digits of the student's social security number.

e Date of Birth: enter the student’s date of birth, choosing it through the calendar.

To choose the date, follow these steps:

Select year
Select month
Select day
Press Close

PWNPE

24 25 26 27 28

TODAY CLEAR CLOSE

Figure 20- Correct way to choose the date

e.g: To choose August 31, 2004, first select the year "2004", then choose month "August" and, the
day "31". Finally, press Close.

Puerto Rico Department of Education — Student Record Exchange System (SRX) Page 16 of 33
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e SIS PR Student ID: enter the student’s Puerto Rico Department Education id number (SIE number).

You can use button to find SIS PR Student ID, first and last name are required for the
search, as well as the date of birth, following the order explained above (first year, then month
and day).

If any of the required fields are missing, the following error message is show.

Please enter the date of birth to start the search

Figure 21- Error - required fields are missing

The following error message will show if the input data does not match or if a match is not found

on our records (SRX).
Student not found.

Figure 22- Error — student not found

L
e Request Type: use the list of values indicator to choose the type of request: IEP
(Individualized Educational Plan) or Transcript.
L4
e Reason: use the list of values indicator to locate the reason for the request. If you choose

the reason "Other", the system will ask for description.
Once you have completed all the fields, press the "SUBMIT" button.

The system will indicate that your request was successfully saved:

Figure 23- Successfully saved

Then, the system will redirect to the Request Status screen:

Puerto Rico Department of Education — Student Record Exchange System (SRX) Page 17 of 33
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Eucacon Student Record Exchange System (SRX) B HOME  Requests ~  Resources  Logout

Requests Status

STATUS STUDENT ID STUDENT NAME REQUEST DATE DESTINATION SCHOOL DOCUMENT

19913155 Lionel Deida 02/09/2018 ALACHUA VIRTUAL INSTRUCTION PROGRAM (DISTRICT PROVIDED)
24583644 Karina Méndez 02/07/2018 ALACHUA VIRTUAL INSTRUCTION PROGRAM (DISTRICT PROVIDED)

24397851 Sofia Prieto Rodriguez 02/07/2018 ALACHUA WIRTUAL INSTRUCTION PROGRAM (DISTRICT PROVIDED) @

Figure 24- Request Status Screen

SRX will also send the user an e-mail confirming receipt of the request for the student and the destination
institution.

SRX Request Submitted Inbox  x &
info@de.pr.gov Apr 10 (1 day ago) - v
to bkane |+

We received a new request for a document in the name of Gabriela Pinott Martinez for the Institution NIAGARA FALLS HIGH SCHOOL, as soon as it is processed you will be notified via email.
Cordially,

SRX Support

Puerto Rico Department of Education

info@de.pr.gov

'NOTA DE CONFIDENCIALIDAD: El texto y los documentos que acomparian este correo electronico estan destinados solo para el uso de la persona, personas o entidades mencionadas
anteriormente. Si usted no es uno de los destinatarios se le notifica que cualquier divulgacion, copia, distribucion o si se lleva a cabo cualquier accion en relacion con el contenido de este
correo electronico es estrictamente prohibido. Si usted ha recibido este correo electrénico por error, favor notificar inmediatamente y devolver el correo electrénico original a la persona que lo
envio. CONFIDENTIALITY NOTE: The text and documents accompanying this electronic mail are intended only for the use of the individuals or entities named above. If you are not one of the
intended recipients, you are hereby notified that any disclosure, copying, distribution or the taking of any action in reliance of the contents of this electronic information is strictly prohibited. If you
have received this electronic mail by error, please immediately notify and return the original electronic mail to the sender.".

Figure 25- Email Confirming Request Reception

As soon as the request is processed by the PRDE, you will receive another notification by email, indicating
the student transcript is ready to be downloaded. The following image shows the message received by
the institution when the request has been processed; it indicates that the document is available for
download. If the user is logged in to the application, it can access the document directly from the email
through the link; otherwise, it takes you to the log in page.

SRX Request Approved Inbox  x =
info@de.pr.gov Apr 10 (1 day ago) - v
to bkane '~

Your request in the name of Gabriela Pinott Martinez has been processed successfully and the document is now available for download

Cordially,

SRX Support

Puerto Rico Department of Education
info@de.pr.gov

'NOTA DE CONFIDENCIALIDAD: El texto y los documentos que acompafian este correo electrénico estan destinados solo para el uso de la persona, personas o entidades mencionadas
anteriormente. Si usted no es uno de los destinatarios se le notifica que cualquier divulgacién, copia, distribucion o si se lleva a cabo cualquier accién en relacion con el contenido de este
correo electrénico es estrictamente prohibido. Si usted ha recibido este correo electronico por error, favor notificar inmediatamente y devolver el correo electronico original a la persona que lo
envio. CONFIDENTIALITY NOTE: The text and documents accompanying this electronic mail are intended only for the use of the individuals or entities named above. If you are not one of the
intended recipients, you are hereby notified that any disclosure, copying, distribution or the taking of any action in reliance of the contents of this electronic information is strictly prohibited. If you
have received this electronic mail by error, please immediately notify and return the original electronic mail to the sender.".

Figure 26 - Email Notifying Approved Request

Puerto Rico Department of Education — Student Record Exchange System (SRX) Page 18 of 33
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3.1.3 View Request Status

In this section, SRX shows results through tables for ease of access to the information. The columns are
arranged alphabetically displaying 10 results per page (by default). Besides the name of each column, the
icon shows whether the column is ordered ascending or descending. By click on the icon, the order
reverses.

The user can change the number of records that can be viewed per page. The available values are 10, 25,
50 and 100.

Figure 27- Results per Page

The result table always shows the total of records and the number of records displayed per page. The
buttons to move through the results pages will be displayed at the end of the table. The user can move to
a specific page number by click on the desired number or click "Next" or "Previous" to move forward or
backwards respectively.

PREVIOUS 1 2 3 L NEXT

Figure 28 - Paging Bar

Institutions may review the requests’ status, through the following options:

1. Click on the Request Status icon in the home page

Request Status
Figure 29- Request Status Icon

2. Through the menu bar, click Request -> then click Request List

DE=== swdent Record Exchange System (SRX) B o .'!

Figure 30- Request List
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By selecting either of these two options, the system will redirect you to the following page to review the
request status.

= Requests Status

10 v

STATUS SIS PR STUDENT ID STUDENT NAME REQUEST TYPE REQUEST DATE l DESTINATION INSTITUTION DOCUMENT ACTIONS
19364956 Tanayri Velazquez Lopez Appeal 03/28/2018 Watertown High School @

19364956 Tanayri Velazquez Lopez Transcript 03/28/2018 Watertown High School @ 00@
17761499 Luis Medina Retum 03/28/2018 Watertown High Schoo

|
H

19913155 Lionel Deida Camacho Return 03/28/2018 Watertown High School

17761499 Luis Medina Appeal 03/28/2018 Watertown High School @

19913155 Lionel Deida Camacho Appeal 03/28/2018 Watertown High School
19913155 Lionel Deida Camacho Transcript 03/28/2018 Watertown High Schoaol @ oo@
21468381 Kareliz Ruiz Return 03/26/2018 Watertown High School @

17761499 Luis Medina Appeal 03/15/2018 Watertown High School

17761499 Luis Medina Transcript 03/14/2018 Watertown High School @ Oo@

el NEXT

pogoao

Figure 31- Example Requests Status

This option contains a results list with the following fields: Status, Student Identification, Student Name,
Request Type, Request Date, Destination School, Document and Actions.

The status of the request can be Requested, Submitted, Approved, Resolved, Completed, Closed and
Declined. The status varies by request type.

e Transcript/PEl : Requested, Approved, Declined
e Appeal: Requested, Resolved, Closed
e Return: Submitted, Completed

In the Document column, you can see the PDF icon to download transcripts that have been approved
by PRDE or when the appeal have been closed.

Puerto Rico Department of Education — Student Record Exchange System (SRX) Page 20 of 33
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DE®<&% student Record Exchange System (SRX) In W% feqwes  Resowos:  logout

()
() 4

Figure 32- Document PDF

Click on the PDF icon @ , the system will open the document for review. The document can be printed
or downloaded to your computer.

DEPARTAMENTG DE Fu’ldem CredltTranscrlpt
[ SULALION School Year. 2017-2018

Del Pueblo, Juan Student ID: 12345678 XXX-XX-1234
| 12345 - NOMBRE DE ESCUELA Level: TODOS LOS NIVELES Grade: 12|
School Information Address

Region: SAM JULRN District: S4M JULM T Urk Country Prueha Calle 0

Frincipal: Sr. Drirector de Escuela Fhone: (7571123-4567 San Juan PR, 00924
Demographic Data Parent or Guardian/ Contact Information

Gender: M Ethnicity: P uertariguefio Father: Juan Padre

Birth Date: 2000-01-25 00:00:00.000 Current Age: 17 Madre: Juana Madre Address: Jardines De Casza Club, Edf0

Birth Place: Puerto Rico Gradustion Date: 9/25/2015 Phone: (7871 23-1234 At 123, San Juan 00924

Homeless Student: Mo Jardines De Casa Club, Edf0

At 123, San Juan 00924

Enroliment History Grade Enrollment Date E xit Date
2002-2009 54346 - RAMON PEREZ PURCELL 3 95,2002 5/20/2008
2008-2040 54346 - RAMON PEREZ PURCELL 4 2M2008 S/27/2010
2010-2041 51346 - RAMON PEREZ PURCELL 5 242010 S272011
2011-2012 51346 - RAMON PEREZ PURCELL [ /82011 5i31/2012
2012-2013 51370 - RAFAEL IRIZARRY RIVERA 7 ig2012 5i31/2013
2013-2014 51870 - RAFAEL IRIZARRY RIVERA g SEEZ01E /302014
20142015 51570 - RAFAEL IRIZARRY RIVERA a 1102014 SIZHZ015
2015-206 57818 - JOSEFA VELEZ BAUZACSUPERIOR URBANA) 10 SHM¥2015 S/3102016
2016-2047 57819 - JOSEFA VELEZ BAUZACSUPERIOR URBANA) 11 52016 S312017
2017-2018 57819 - JOSEFA VELEZ BAUZACSUPERIOR URBANA) 12 SHFZ017 InProgress

Figure 33- Student Credit Transcript Example
In the Action column, you can see the following icons:

0 To create areview, available in case an appeal of the transcript is needed. For detail, see the appeal
process.

©

: To create a return, available to submit student’s documents when the student return to Puerto Rico.
For detail, see the return process.

To view the details
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Finally, on this screen, the user has the option to change the number of records shown per page, as well
as to search for a specific request.

= Requests Status

Figure 34- Records per page and Search

3.1.4 Appeal Process

[ usnsmmsmgnz
= EDI N
- oo —

O Files appeal for PRDE School Director School Director
O . student transcript; Receives notification updates student
Login includes and documentation records on SIE
SRX Portal

I I I I " documentation included. _

School/District o [ ] Eﬂ; zO:J'hl
i = = 0 e @ B

il
| & |
Qg o= = Appecls
(0 End User
LT Requester is notified Reporting
Requester via email that the
School/District downloads from appeals process has e
“Requester® - SRX Portal new completed A new transcript is generated
transcript

Figure 35- Appeal Process - Overview

After reviewing the transcript, if the institution or the recipient understands that there is an error in the
document, they can request a revision of it. The user has two (2) options in the SRX portal to request a
review.

1. Click on the review icon 0 in the request list, for the request that you want to review.

= Requests Status

©
m 20860563 Paula Gomez 02/22/2018 Aerospace/Hydrospace, Engineering Physical @ o -
24199322 Alondra Robles Marrero Transeript 02/28/2018 rospace/t ace, Engi g Physical Sciences HS

Figure 36- Review Icon — Institution
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2. Through the menu bar, click on Request -> then click New Appeal

By vome™ Requests  Resources  Logout

Request List

New Request

Home

Figure 37- Menu “New Appeal” — Institution
Any of these two options chosen, the SRX will open the page to create a new appeal.

New Appeal Form

The form contains three sections: Destination Institution Information and Student Information and
Documents.

As shown below:

DE=icicdn Student Record Exchange System (SRX) B HOME  Requests  Resources  Logout

Request new appeal

New appeal

Destination Institution Information

9 Q
CONNECTICUT % v Bridgeport v
B

Aerospace/Hydrospace, Engineering,Physical Sciences HS

Figure 38- New Appeal — Destination Institution

By default, SRX will show the destination institution information registered on the user account. If the
user wants to make a request and send the reviewed transcript to a different institution, other than his
own, please complete the following steps. Otherwise, proceed to complete the Student Information

Section

L

e State Name: use the list of values indicator to locate the name of the state. The system will

ask you to type two or more characters and then it will show you the suggested ones

L

e City Name: use the list of values indicator to locate the name of the city. The system will ask

you to type two or more characters and then it will show you the suggested ones.

L

e Institution Name: use the list of values indicator to locate the name of the institution. The

system will ask you to type five or more characters and then it will show you the suggested ones.
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Continue entering the student's information:

Student Information

irst Nam. M Last Narm

Figure 39- New Appeal Request — Student Information

If the appeal is created from the original request, through the review icon, the student information will
be displayed. Otherwise, complete the following:

First Name: enter the student's first name.

MI: enter the initial of the student's middle name.

Last Name: enter the student's last name.

SIS PR Student ID: enter the student’s Puerto Rico Department Education id number (SIE number).
(This information can be found in the transcript)

e SS(Last 4): enter the last four digits of the student's social security number.

e Date of Birth: enter the student’s date of birth, choosing it through the calendar.

To choose the date, follow these steps:

Select year
Select month
Select day
Press Close

PWNPE

24 28 26 27 2B

3

TODAY CLEAR CLOSE

Figure 40- Correct way to choose the date

e.g: To choose August 31, 2004, first select the year "2004", then choose month "August" and,
the day "31". Finally, press CLOSE.
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e Review Type: use the list of values indicator to choose the type of review needed:
Demographic Data, Enrollment Data, Graduation Requirements, GPA, Credits, Wrong Grade,
Missing.

e Situation: describe the situation that requires review.

Continue with the Documents section: in this section, the user can add any document as evidence to the
appeal process.

Documents

+ ADD

FILE ACTIONS

SUBMIT

Figure 41- New Appeal Request — Documents section

Click on button to browse for the file, then click the button to attach the document
to the request. The file will be displayed at the bottom.
FILE ACTIONS

Birth Certificate.pdf e

Click ° to delete the file added.
Once you have completed all the fields, press the "SUBMIT" button.

The system will indicate that your request was successfully saved:

Request successfully saved.

Figure 42- Successfully saved

Then, the system will redirect to the Request Status screen:
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mgmig'rﬁ Student Record Exchange System (SRX) B HOME  Requests Resources  Logout

= Requests Status

eep track of all of the institution document requests. °

10 v
STATUS S ST STUDENT NAME ST ECQUESH DESTINATION SCHOOL DOCUMENT  ACTIONS
ID TYPE DATE 1
23023337 Yeian Rivera Appeal 03/10/2018 Aerospace/Hydrospace, Engineering,Physical Sciences HS
Resolved 23692151 Zuleyka Avila Appeal 03/09/2018 Aerospace/Hydrospace, Engineering,Physical Sciences HS
23023337 Yeian Rivera Transcript 03/05/2018 Aerospace/Hydrospace, Engineering,Physical Sciences HS o

Figure 43- Request Status Screen

SRX will also send the user an e-mail confirming receipt of the request for the student and the destination
institution.

SRX Appeal Submitted Inbox  x F
info@de.pr.gov 5:11 PM (18 hours ago) - -
to school |~

We received a request for a document in favor of kevin cruz for the Institution Aerospace/Hydrospace, Engineering,Physical Sciences HS, as soon as it is processed you will receive an email
notification

Cordially,

SRX Support

Puerto Rico Department of Education

info@de.pr.gov

'NOTA DE CONFIDENCIALIDAD: El texto y los documentos que acompafian este correo electronico estan destinados solo para el uso de la persona, personas o entidades mencionadas
anteriormente. Si usted no es uno de los destinatarios se le notifica que cualquier divulgacion, copia, distribucién o si se lleva a cabo cualquier accién en relacion con el contenido de este
correo electronico es estrictamente prohibido. Si usted ha recibido este correo electronico por error, favor nofificar inmediatamente y devolver el correo electronico original a la persona que lo
envio. CONFIDENTIALITY NOTE: The text and documents accompanying this electronic mail are intended only for the use of the individuals or entities named above. If you are not one of the
intended recipients, you are hereby notified that any disclosure, copying, distribution or the taking of any action in reliance of the contents of this electronic information is strictly prohibited. If you
have received this electronic mail by error, please immediately notify and return the original electronic mail to the sender.".

Figure 44- Email Confirming Request Reception

As soon as the request is processed by the PRDE, you will receive another notification by email, indicating
the student transcript is ready to be downloaded. The following image shows the message received by
the Institution when the request has been processed. It indicates that the document is available for
download.

SRX Appeal Closed Inbox  x &
info@de.pr.gov 1:16 AM (9 hours ago) LY -
to school |~

The appeal process is closed in favor of kevin cruz for the Institution Aerospace/Hydrospace, Engineering, Physical Sciences HS, and the new transcript document can be downloaded.

Cordially,

SRX Support

Puerto Rico Department of Education
info@de.pr.gov

'NOTA DE CONFIDENCIALIDAD: El texto y los documentos que acompafian este correo electronico estan destinados solo para el uso de la persona, personas o entidades mencionadas
anteriormente. Si usted no es uno de los destinatarios se le notifica que cualquier divulgacion, copia, distribucién o si se lleva a cabo cualquier accion en relacion con el contenido de este
correo electronico es estrictamente prohibido. Si usted ha recibido este correo electronico por error, favor nofificar inmediatamente y devolver el correo electronico original a la persona que lo
envio. CONFIDENTIALITY NOTE: The text and documents accompanying this electronic mail are intended only for the use of the individuals or entities named above. If you are not one of the
intended recipients, you are hereby notified that any disclosure, copying, distribution or the taking of any action in reliance of the contents of this electronic information is strictly prohibited. If you
have received this electronic mail by error, please immediately notify and return the original electronic mail to the sender.".

Figure 45 - Email Notifying Appeal Closed

When the appeal have been closed, the institution can download the new transcript click on the PDF
icon in the request status list.
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Requests Status

mei|

STATUS SI5 PR STUDENT 1D STUDENT MAME FEQUEST TVFE RECUEST DATE l DESTIRATION INSTITUTION
m AR Rocko del bar Abceg Foripnes Igpea myaa AsrcapacesHpdospace, Ergarmering Prygic ol Sciences W5
@ JA4URASD Rocio e Mar Alcea Fomtanes Traracogm 1 e RIDGE COMBMMITY HIGH SCHOOL
Figure 46 — Request Status List
3.1.5 Return Process
DE %5
PRDE Admln Persgnnel, PRDE School Director
Enters new request receives email
! e updates (SIE)
Login and uploads notification and Student Information
: SRX Portal updated download student System
" " " student records documents ‘ﬂy.
_— - ] - O me .l'_l
District ' ~

Figure 47 — Return Process - Overview

]

;

Returning Students
End User Reporting

SRX allows the institution to submit documents, like transcripts, when the student return to PR or wants
to graduate with PR diploma. The user has three (3) options in the SRX portal to submit documents.

1. Click on the New Return icon in the home page

New Return
Figure 48- New Return Icon

Puerto Rico Department of Education — Student Record Exchange System (SRX)
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2. Click on the returnicon 0 in the request list, for the request that you want to return.

STATUS SIS PRSTUDENT ID STUDENT NAME REQUEST TYPE REQUEST DATE | DESTINATION INSTITUTION DOCUMENT ACTIONS
19364956 Tanayr Velazquez Lopez Appeal 03/28/2018 Watertown High Schoo! e ‘

19364956 Tanayr Velazquez Lopez Transcript 03/28/2018 Watertown High Schoo! @ 0 0 e
17761499 Luls Medina Returm 03/28/2018 Watertown High Schoo! @

17761499 Luis Medina Appeal 03/28/2018 Watertown High Schoo @

Figure 49- Return Icon — Institution

3. Through the menu bar, click on Request -> then click New Return

&

DE-iciciss Student Record Exchange System (SRX) By HOME  Requests Resources  Logouw

Request List
B Home MNew Request

New Appeal

Figure 50- Menu “New Return” — Institution
Any of these three options chosen, the SRX will open the page to create a new return.
New Return Form

The form contains three sections: Destination Institution Information and Student Information and
Documents.

As shown below:
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oemamTaM

DE®%:5% Student Record Exchange System (SRX)

Request new return

New return

Destination Institution Information

0

CONNECTICUT

iz}

Aerospace/Hydrospace, Engineering,Physical Sciences HS
Contact Information

Fake School

school@demaincom  [FE HOME

Q

x v  Bridgeport

school@domain.com

Figure 51- New Return — Destination Institution

Requests

Resources

Log out

By default, SRX will show the destination institution information registered on the user account and use
the personal information as contact information. If the user wants to submit a return in favor of a different
institution or use other contact information other than his own, can change it following these steps.

e State Name: use the list of values indicator
ask you to type two or more characters and then it will show you the suggested ones

e City Name: use the list of values indicator

v

you to type two or more characters and then it will show you the suggested ones.

e Institution Name: use the list of values indicator

L4

to locate the name of the state. The system will

to locate the name of the city. The system will ask

to locate the name of the institution. The

system will ask you to type five or more characters and then it will show you the suggested ones.

Then select,

If it is necessary, update the institution contact information: First Name, Last Name, Email,

Phone Number.

Continue entering the student's information:

Puerto Rico Department of Education — Student Record Exchange System (SRX)

Page 29 of 33



=3

Student Information

a o = o |

Return to continue studies in PR v -

Figure 52- New Return Request — Student Information

If the return is created from the original request, through the return icon, the student information will
be displayed. Otherwise, complete the following:

First Name: enter the student's first name.

MI: enter the initial of the student's middle name.

Last Name: enter the student's last name.

SS (Last 4): enter the last four digits of the student's social security number.
Date of Birth: enter the student’s date of birth, choosing it through the calendar.

To choose the date, follow these steps:

Select year
Select month
Select day
Press Close

PWNPE

24 25 26 27 28

TODAY CLEAR CLOSE

Figure 53- Correct way to choose the date

e.g: To choose August 31, 2004, first select the year "2004", then choose month "August" and,
the day "31". Finally, press CLOSE.

e SIS PR Student ID: enter the student’s Puerto Rico Department Education id number (SIE number).
(This information can be found in the transcript)
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e You can use button to find SIS PR Student ID, first and last name are required for the
search, as well as the date of birth, following the order explained above (first year, then month
and day).

e Reason: use the list of values indicator ' to choose the reason to submit a returning
document. The values are Return to continue studies in PR, Request PR Diploma, and Pre-
Evaluation.

e Current Grade Level: use the list of values indicator ' to choose the student current grade

e Comments: to detail any relevant information.

Continue with the Documents section: in this section, the user must add the document with the return
information.

Documents

+ ADD
BROWSE Student Transcript_pdf

FILE ACTIONS

Student Transcript.pdf °

SUBMIT

Figure 54- New Return Request — Documents section
Click on button to browse for the file, then click the button to attach the document

to the request. The file will be displayed at the bottom.

FILE ACTIONS

Student Transcript.pdf e

Click ° to delete the file added.
Once you have completed all the fields, press the "SUBMIT" button.

The system will indicate that your request was successfully saved:
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Request successfully saved.

Figure 55- Successfully saved

Then, the system will redirect to the Request Status screen:

= Requests Status
Keep track of all of the institution t rac °
=
ar

10 v
SIS PR STUDENT REQUEST REQUEST

STATUS STUDENT NAME DESTINATION INSTITUTION DOCUMENT  ACTIONS
D TYPE DATE i
24275180 Hoshud Tsang Torres Return 03/29/2018 Aerospace/Hydrospace, Engineering,Physical Sciences HS e
24388686 james femandez Transcript 03/28/2018 Aerospace/Hydrospace, Engineering,Physical Sciences HS

24418450 Rocio del Mar Alicea Fontanez Appeal 03/27/2018 Aerospace/Hydrospace, Engineering,Physical Sciences HS @ @
23562832 Noel Santana Appeal 03/27/2018 UNIVERSITY HIGH @
13714071 Jose Seda Return 03/26/2018 Aerospace/Hydrospace, Engineering,Physical Sciences HS @

Figure 56- Request Status Screen

SRX will also send the user an e-mail confirming receipt of the request for the student and the destination
institution.

SRX Return Submitted Inbox X =
info@de.pr.gov 5:13 PM (18 hours ago) - v
to school |+

We received (1) document(s) in favor of Noel Santana for the Institution Aerospace/Hydrospace, Engineering,Physical Sciences HS, as soon as it is processed you will receive an email
notification

Cordially,

SRX Support

Puerto Rico Department of Education

info@de.pr.gov

‘NOTA DE CONFIDENCIALIDAD: El texto y los documentos que acompafian este correo electronico estan destinados sélo para el uso de la persona, personas o entidades mencionadas
anteriormente. Si usted no es uno de los destinatarios se le notifica que cualquier divulgacion, copia, distribucion o si se lleva a cabo cualquier accion en relacion con el contenido de este
correo electrénico es estrictamente prohibido. Si usted ha recibido este correo electronico por error, favor notificar inmediatamente y devolver el correo electrénico original a la persona que lo
envio. CONFIDENTIALITY NOTE: The text and documents accompanying this electronic mail are intended only for the use of the individuals or entities named above. If you are not one of the
intended recipients, you are hereby notified that any disclosure, copying, distribution or the taking of any action in reliance of the contents of this electronic information is strictly prohibited. If you
have received this electronic mail by error, please immediately notify and return the original electronic mail to the sender.".

Figure 57- Email Confirming Return Reception

As soon as the return is processed by the PRDE, you will receive another notification by email, indicating
the student record update is completed. The following image shows the message received by the
Institution when the return has been completed.
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SRX Return Completed Inbox x = B
info@de.pr.gov 10:34 PM (47 minutes ago) - -
to school |«

The return process is completed in favor of Jose Seda for the Institution Aerospace/Hydrospace, Engineering,Physical Sciences HS.

Cordially,

SRX Support

Puerto Rico Department of Education

info@de.pr.gov

'NOTA DE CONFIDENCIALIDAD: El texto y los documentos que acompafian este correo electronico estan destinados solo para el uso de la persona, personas o entidades mencionadas
anteriormente. Si usted no es uno de los destinatarios se le notifica que cualquier divulgacion, copia, distribucion o si se lleva a cabo cualquier accion en relacion con el contenido de este
correo electronico es estrictamente prohibido. Si usted ha recibido este correo electronico por error, favor notificar inmediatamente y devolver el correo electrénico original a la persona que lo
envi6. CONFIDENTIALITY NOTE: The text and documents accompanying this electronic mail are intended only for the use of the individuals or entities named above. If you are not one of the
intended recipients, you are hereby notified that any disclosure, copying, distribution or the taking of any action in reliance of the contents of this electronic information is strictly prohibited. If you
have received this electronic mail by error, please immediately notify and retumn the original electronic mail to the sender.".

Figura 58 — Email Notifying Return Completed

3.1.6 Access Resources Catalog

The Resources catalog option is available for the institution role, so the user can review and download the
content related to the SRX that the Department of Education has published, such as User Guides, Course
Catalogue, Graduation requirements, etc.

DE®3E Student Record Exchange System (SRX) admin@domaincom B HOME  Manage =  Resources  Lagout

Resource Catalog

RESOURCE NAME | ACTIONS

ST OF PRE-APPROVED USERS - PRDE SRX.XLSX "

JE- SRX - BROCHURE.PDI |

DE - SRX WEBEX INTRO SLIDES.PDF [ ]

DE - SRX - INSTITUTION USER GUIDE.PDF [
E CATALOG.X 5

Figure 59- Resource Catalog

3.1.7 Contact Us

If you have any questions about the SRX, visit our website https://srx.dde.pr/Home/ContactUs or

contact us at info@de.gov.gr
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	1 INTRODUCTION 
	The following document details the functionality of the Puerto Rico Student Record Exchange System (SRX).  
	After Hurricanes Irma and Maria, a significant number of primary and secondary students from Puerto Rico Department of Education temporarily relocated to the United States.  Most of these students did not have available to them the appropriate student records to complete a typical enrollment process, putting a substantial load on school district’s admissions and student allocation processes.  
	Student Records Exchange (SRX) is a platform developed by the Puerto Rico Department of Education to facilitate the exchange of the student records with other districts to expedite their enrollment process at their schools.  
	The information available through the SRX allows school staff, such as guidance counselors and registrars, to make time-sensitive placement decisions more effectively. School staff can quickly access students’ previous enrollment records, course history to determine the appropriate placement within the new school.  
	Objectives of the SRX 
	 Provide support to displaced students from Hurricane Irma/Maria in Puerto Rico, that have transferred or in the process of doing so to schools in the US.  
	 Provide support to displaced students from Hurricane Irma/Maria in Puerto Rico, that have transferred or in the process of doing so to schools in the US.  
	 Provide support to displaced students from Hurricane Irma/Maria in Puerto Rico, that have transferred or in the process of doing so to schools in the US.  

	 Expeditiously provide the student transcript information that schools and US districts need to admit those students into their school system. 
	 Expeditiously provide the student transcript information that schools and US districts need to admit those students into their school system. 

	 Have an effective mechanism to track and monitor those PRDE students, including their return to Puerto Rico (with the additional academic information from the schools) to continue their academic studies and complete their graduation requirements  
	 Have an effective mechanism to track and monitor those PRDE students, including their return to Puerto Rico (with the additional academic information from the schools) to continue their academic studies and complete their graduation requirements  


	 
	When the students decide to return to Puerto Rico, the SRX will also enable the exchange student records and documents from US Districts and schools back to the Puerto Rico Department of Education with the additional academic information to continue their academic studies and eventually graduate. 
	The following table describes terms used throughout the document, as well as icons and buttons used in the application screens: 
	1.1 Terms, icons and buttons 
	Table
	TBody
	TR
	Span
	TH
	Span
	Name 

	TH
	Span
	Description 


	TR
	Span
	“Menu” 
	“Menu” 

	List of available options and functions that appear when you login to the system. 
	List of available options and functions that appear when you login to the system. 


	TR
	Span
	“default” 
	“default” 

	Default selection that will always be used, unless another is explicitly specified. 
	Default selection that will always be used, unless another is explicitly specified. 


	TR
	Span
	 
	 

	Validate input information and save data. 
	Validate input information and save data. 




	Table
	TBody
	TR
	Span
	TH
	Span
	Name 

	TH
	Span
	Description 
	Figure


	TR
	Span
	 
	 
	Figure

	Cancel the operation and return to the previous page. 
	Cancel the operation and return to the previous page. 


	TR
	Span
	 
	 
	Figure

	Shows number of records to show per page. 
	Shows number of records to show per page. 


	TR
	Span
	 
	 
	Figure

	Use the data captured as a parameter for the corresponding search. 
	Use the data captured as a parameter for the corresponding search. 


	TR
	Span
	 
	 
	Figure

	Shows that there is a list of predefined values for this field. 
	Shows that there is a list of predefined values for this field. 


	TR
	Span
	 
	 
	Figure

	Calendar button. It shows a screen with a calendar to choose the desired date. 
	Calendar button. It shows a screen with a calendar to choose the desired date. 


	TR
	Span
	 
	 
	Figure

	Clears the values of the fields to add a new request. 
	Clears the values of the fields to add a new request. 


	TR
	Span
	 
	 
	Figure

	Shows that the field be displayed in an orderly manner, either ascending or descending.   
	Shows that the field be displayed in an orderly manner, either ascending or descending.   


	TR
	Span
	  
	  
	Figure

	Shows that the results are displayed in ascending order. 
	Shows that the results are displayed in ascending order. 


	TR
	Span
	 
	 
	Figure

	Shows that the results are displayed in descending order. 
	Shows that the results are displayed in descending order. 


	TR
	Span
	 
	 
	Figure

	Advances to the next page within a results table. 
	Advances to the next page within a results table. 


	TR
	Span
	 
	 
	Figure

	Returns to the previous page within a results table. 
	Returns to the previous page within a results table. 


	TR
	Span
	 
	 
	Figure

	Save changes. 
	Save changes. 


	TR
	Span
	 
	 
	Figure

	Allows modification of fields within the component where it is located. Example: Institution data. 
	Allows modification of fields within the component where it is located. Example: Institution data. 


	TR
	Span
	 
	 
	Figure

	Downloads and opens the requested student record.  
	Downloads and opens the requested student record.  


	TR
	Span
	 
	 
	Figure

	Create an appeal for the transcript 
	Create an appeal for the transcript 


	TR
	Span
	 
	 
	Figure

	Delete the file selected 
	Delete the file selected 


	TR
	Span
	 
	 
	Figure

	Create a return  
	Create a return  




	 
	 
	 
	 

	2 ACCESS TO SRX 
	2.1 Access to SRX 
	The Student Record Exchange System (SRX) can be accessed through the application portal of the Department of Education or through the following link: 
	 
	https://srx.dde.pr/ 
	 
	When accessing the application, the home screen will show a brief explanation of the process functionality. 
	 
	 
	Figure
	Figure 1 - Home SRX 
	 
	2.2 Login to SRX 
	By entering to the application, all users will see the following screen: 
	 
	 
	Figure
	Figure 2- Locate Login 
	 
	 
	 
	Login Screen: 
	 
	 
	Figure
	Figure 3 - Login Screen 
	 
	The "Email" and "Password" fields will serve to authenticate the SRX credentials.  If you are already a registered user, enter these two fields and press “LOG IN”.  SRX will validate the input information and show the home page according to the user's role. If the credentials are not valid, the system will show the following message. 
	 
	Figure
	Figure 4 - Invalid Login Attempt 
	 
	The "Login" screen also has the option to remember the credentials for the next time you connect from the same computer. By check or uncheck the option, you can enable this functionality. 
	 
	  
	Figure
	Figure
	 
	Reset Password 
	 
	If you forget your password, you can use the option: 
	 
	 
	Figure
	 
	SRX will show the following screen to enter your email address. Then you will have to follow instructions to create a new password. 
	 
	 
	Figure
	Figure 5 - Reset Password 
	 
	  
	3 INSTITUTION ROLE - DESCRIPTION 
	Active institution accounts can enter new student record requests and verify the status of requests in the SRX. When a new request is entered and approved, the document will be available for download to the destination institution’s contact person.  
	3.1.1 Register New User
	3.1.1 Register New User
	 

	The first step will be the registration in SRX as user from an institution account.  Once you enter the application, you must go to the "LOG IN" option and then to "REGISTER". 
	 
	Figure
	 
	Figure
	Figure 6- Locate Register Option 
	 
	The system will show the register account screen, to enter the required fields for creating an account as an institution in SRX.  
	 
	 
	Figure
	Figure 7 - Register Account  
	The "ALREADY HAVE ACCOUNT" option indicates that you already have a registered account; click on it, the system will take you to the "Login" screen. 
	Complete the registration form. You start the registration process by selecting type of account access, by the default; the value is “School / Participating Institution”. 
	Next, complete the fields related to the registration of your account:  
	 Institution: use the list of values indicator to search the name of the institution.  The system will ask you to type five or more characters of the name of institution, and then it will show you the suggested ones.  Select your institution from list. 
	 Institution: use the list of values indicator to search the name of the institution.  The system will ask you to type five or more characters of the name of institution, and then it will show you the suggested ones.  Select your institution from list. 
	 Institution: use the list of values indicator to search the name of the institution.  The system will ask you to type five or more characters of the name of institution, and then it will show you the suggested ones.  Select your institution from list. 

	 First Name: enter your name. 
	 First Name: enter your name. 

	 Last Name: enter your last name. 
	 Last Name: enter your last name. 

	 Phone Number: enter your phone number. 
	 Phone Number: enter your phone number. 

	 Email: enter your institution email. 
	 Email: enter your institution email. 

	 Password: enter your password; be sure to remember it, you will need it to access SRX next time. 
	 Password: enter your password; be sure to remember it, you will need it to access SRX next time. 

	 Confirm Password: re-enter the password entered in the previous field. 
	 Confirm Password: re-enter the password entered in the previous field. 


	Figure
	Once all the fields are completed, press the REGISTER button. 
	 
	 
	Figure
	Figure 8- Locate Register 
	 
	The system will show the following message, indicating that the user will receive an email to validate the entered account registration information. Please check your email address inbox to complete the process. 
	 
	 
	Figure
	Figure 9 - Registration Confirmation Message - Institution 
	 
	If you try to enter the system without validating your account, the system will present the following message: 
	 
	 
	Figure
	Figure 10 - Message: Account Institution not activated 
	 
	When you check your email, you will find a new message as shown below. The message will have the following information: "Please confirm your account by click on here". Click on the link "here". 
	 
	 
	Figure
	Figure 11- Email Validation - Institution 
	 
	The system will open a new window on your browser with a message indicating that your email account was validated.  
	 
	Figure
	Figure 12- Validated Account 
	 
	 
	 
	Once your account is active, go to the home page to sign in. Enter the credentials. The home page as an Institution role is shown as follows: 
	 
	 
	Figure
	Figure 13- Home Page - Institution 
	 
	The options available with this role are described below: 
	3.1.2 Entering New Request 
	3.1.2 Entering New Request 
	 

	Requests created in SRX are sent directly to the selected destination Institution. Once the request is approved the document will be made available to the destination institution contact for download. The user has three (3) options in the SRX portal to enter a new request. 
	Figure 14 - Document Request Process - Overview 
	Figure 14 - Document Request Process - Overview 
	Figure

	Figure
	1. Click on the New Request icon in home page  
	1. Click on the New Request icon in home page  
	1. Click on the New Request icon in home page  


	 
	Figure
	Figure 15- New Request Icon – Institution 
	 
	 
	2. Through the menu bar, click on Request -> then click New Request 
	2. Through the menu bar, click on Request -> then click New Request 
	2. Through the menu bar, click on Request -> then click New Request 


	 
	Figure
	Figure 16- Menu “New Request” – Institution 
	3. Once on the request list: click the + button 
	3. Once on the request list: click the + button 
	3. Once on the request list: click the + button 


	 
	Figure
	Figure 17- Button Add New Request- Institution 
	 
	Any of these three options chosen, the SRX will open the page to create a new request. 
	New Request Form 
	The form contains two sections: Destination Institution Information and Student Information.   As shown below: 
	 
	Figure
	Figure 18- New Request – Destination Institution 
	 
	By default, SRX will show the destination institution information registered on the user account.  If the user wants to make a request and send the transcript to a different institution, other than his own, please complete the following steps, and otherwise proceed to complete the Student Information Section 
	 State Name: use the list of values indicator to locate the name of the state. The system will ask you to type two or more characters and then it will show you the suggested ones  
	 State Name: use the list of values indicator to locate the name of the state. The system will ask you to type two or more characters and then it will show you the suggested ones  
	 State Name: use the list of values indicator to locate the name of the state. The system will ask you to type two or more characters and then it will show you the suggested ones  

	 City Name: use the list of values indicator to locate the name of the city. The system will ask you to type two or more characters and then it will show you the suggested ones. 
	 City Name: use the list of values indicator to locate the name of the city. The system will ask you to type two or more characters and then it will show you the suggested ones. 


	Figure
	Figure
	 Institution Name: use the list of values indicator to locate the name of the institution. The system will ask you to type five or more characters and then it will show you the suggested ones. 
	 Institution Name: use the list of values indicator to locate the name of the institution. The system will ask you to type five or more characters and then it will show you the suggested ones. 
	 Institution Name: use the list of values indicator to locate the name of the institution. The system will ask you to type five or more characters and then it will show you the suggested ones. 


	Figure
	Continue entering the student's information: 
	 
	 
	Figure
	Figure 19- New Request – Student Information 
	 
	 First Name: enter the student's first name. 
	 First Name: enter the student's first name. 
	 First Name: enter the student's first name. 

	 MI: enter the initial of the student's middle name. 
	 MI: enter the initial of the student's middle name. 

	 Last Name: enter the student's last name. 
	 Last Name: enter the student's last name. 

	 SS (Last 4): enter the last four digits of the student's social security number. 
	 SS (Last 4): enter the last four digits of the student's social security number. 

	 Date of Birth: enter the student’s date of birth, choosing it through the calendar.   
	 Date of Birth: enter the student’s date of birth, choosing it through the calendar.   


	To choose the date, follow these steps: 
	1. Select year 
	1. Select year 
	1. Select year 

	2. Select month 
	2. Select month 

	3. Select day 
	3. Select day 

	4. Press Close 
	4. Press Close 


	Figure
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	Figure 20- Correct way to choose the date 
	e.g: To choose August 31, 2004, first select the year "2004", then choose month "August" and, the day "31". Finally, press Close. 
	 SIS PR Student ID: enter the student’s Puerto Rico Department Education id number (SIE number).  You can use button to find SIS PR Student ID, first and last name are required for the search, as well as the date of birth, following the order explained above (first year, then month and day). 
	 SIS PR Student ID: enter the student’s Puerto Rico Department Education id number (SIE number).  You can use button to find SIS PR Student ID, first and last name are required for the search, as well as the date of birth, following the order explained above (first year, then month and day). 
	 SIS PR Student ID: enter the student’s Puerto Rico Department Education id number (SIE number).  You can use button to find SIS PR Student ID, first and last name are required for the search, as well as the date of birth, following the order explained above (first year, then month and day). 


	Figure
	 
	If any of the required fields are missing, the following error message is show. 
	 
	Figure
	Figure 21- Error - required fields are missing 
	 
	The following error message will show if the input data does not match or if a match is not found on our records (SRX). 
	 
	Figure
	Figure 22- Error – student not found 
	 
	 Request Type: use the list of values indicator to choose the type of request: IEP (Individualized Educational Plan) or Transcript. 
	 Request Type: use the list of values indicator to choose the type of request: IEP (Individualized Educational Plan) or Transcript. 
	 Request Type: use the list of values indicator to choose the type of request: IEP (Individualized Educational Plan) or Transcript. 

	 Reason: use the list of values indicator  to locate the reason for the request. If you choose the reason "Other", the system will ask for description. 
	 Reason: use the list of values indicator  to locate the reason for the request. If you choose the reason "Other", the system will ask for description. 


	Figure
	Figure
	Once you have completed all the fields, press the "SUBMIT" button. 
	The system will indicate that your request was successfully saved: 
	 
	Figure
	Figure 23- Successfully saved 
	 
	Then, the system will redirect to the Request Status screen: 
	 
	Figure
	Figure 24- Request Status Screen 
	 
	SRX will also send the user an e-mail confirming receipt of the request for the student and the destination institution.  
	  
	Figure
	Figure 25- Email Confirming Request Reception 
	 
	As soon as the request is processed by the PRDE, you will receive another notification by email, indicating the student transcript is ready to be downloaded.   The following image shows the message received by the institution when the request has been processed; it indicates that the document is available for download.  If the user is logged in to the application, it can access the document directly from the email through the link; otherwise, it takes you to the log in page. 
	 
	  
	Figure
	Figure 26 - Email Notifying Approved Request 
	 
	3.1.3 View Request Status 
	In this section, SRX shows results through tables for ease of access to the information. The columns are arranged alphabetically displaying 10 results per page (by default). Besides the name of each column, the icon shows whether the column is ordered ascending or descending. By click on the icon, the order reverses. 
	The user can change the number of records that can be viewed per page. The available values are 10, 25, 50 and 100. 
	 
	Figure
	Figure 27- Results per Page 
	The result table always shows the total of records and the number of records displayed per page. The buttons to move through the results pages will be displayed at the end of the table. The user can move to a specific page number by click on the desired number or click "Next" or "Previous" to move forward or backwards respectively. 
	 
	 
	Figure
	Figure 28 - Paging Bar 
	 
	Institutions may review the requests’ status, through the following options: 
	1. Click on the Request Status icon in the home page  
	1. Click on the Request Status icon in the home page  
	1. Click on the Request Status icon in the home page  


	 
	Figure
	Figure 29- Request Status Icon 
	 
	 
	2. Through the menu bar, click Request -> then click Request List 
	2. Through the menu bar, click Request -> then click Request List 
	2. Through the menu bar, click Request -> then click Request List 


	 
	Figure
	Figure 30- Request List 
	By selecting either of these two options, the system will redirect you to the following page to review the request status.   
	 
	Figure
	Figure 31- Example Requests Status 
	This option contains a results list with the following fields: Status, Student Identification, Student Name, Request Type, Request Date, Destination School, Document and Actions. 
	The status of the request can be Requested, Submitted, Approved, Resolved, Completed, Closed and Declined.  The status varies by request type. 
	 Transcript/PEI : Requested, Approved, Declined 
	 Transcript/PEI : Requested, Approved, Declined 
	 Transcript/PEI : Requested, Approved, Declined 

	 Appeal: Requested, Resolved, Closed 
	 Appeal: Requested, Resolved, Closed 

	 Return: Submitted, Completed 
	 Return: Submitted, Completed 


	In the Document column, you can see the PDF icon to download transcripts that have been approved by PRDE or when the appeal have been closed.  
	Figure
	  
	Figure
	Figure 32- Document PDF 
	Click on the PDF icon , the system will open the document for review. The document can be printed or downloaded to your computer. 
	Figure
	 
	 
	Figure
	Figure 33- Student Credit Transcript Example  
	In the Action column, you can see the following icons: 
	Figure
	            To create a review, available in case an appeal of the transcript is needed.  For detail, see the appeal process.     
	 To view the details   
	Figure
	To create a return, available to submit student’s documents when the student return to Puerto Rico.  For detail, see the return process.  
	Figure
	Finally, on this screen, the user has the option to change the number of records shown per page, as well as to search for a specific request. 
	 
	Figure
	Figure 34- Records per page and Search 
	 
	3.1.4 Appeal Process 
	Figure
	Figure 35- Appeal Process - Overview 
	Figure 35- Appeal Process - Overview 
	Figure

	  
	After reviewing the transcript, if the institution or the recipient understands that there is an error in the document, they can request a revision of it. The user has two (2) options in the SRX portal to request a review. 
	Figure
	1. Click on the review icon             in the request list, for the request that you want to review.  
	1. Click on the review icon             in the request list, for the request that you want to review.  
	1. Click on the review icon             in the request list, for the request that you want to review.  


	 
	 
	Figure
	Figure 36- Review Icon – Institution 
	 
	2. Through the menu bar, click on Request -> then click New Appeal 
	2. Through the menu bar, click on Request -> then click New Appeal 
	2. Through the menu bar, click on Request -> then click New Appeal 


	 
	Figure
	Figure 37- Menu “New Appeal” – Institution 
	 
	Any of these two options chosen, the SRX will open the page to create a new  appeal. 
	New Appeal Form 
	The form contains three sections: Destination Institution Information and Student Information and Documents.   
	As shown below: 
	 
	Figure
	Figure 38- New Appeal – Destination Institution 
	By default, SRX will show the destination institution information registered on the user account.  If the user wants to make a request and send the reviewed transcript to a different institution, other than his own, please complete the following steps. Otherwise, proceed to complete the Student Information Section 
	 State Name: use the list of values indicator to locate the name of the state. The system will ask you to type two or more characters and then it will show you the suggested ones  
	 State Name: use the list of values indicator to locate the name of the state. The system will ask you to type two or more characters and then it will show you the suggested ones  
	 State Name: use the list of values indicator to locate the name of the state. The system will ask you to type two or more characters and then it will show you the suggested ones  

	 City Name: use the list of values indicator to locate the name of the city. The system will ask you to type two or more characters and then it will show you the suggested ones. 
	 City Name: use the list of values indicator to locate the name of the city. The system will ask you to type two or more characters and then it will show you the suggested ones. 

	 Institution Name: use the list of values indicator to locate the name of the institution. The system will ask you to type five or more characters and then it will show you the suggested ones. 
	 Institution Name: use the list of values indicator to locate the name of the institution. The system will ask you to type five or more characters and then it will show you the suggested ones. 


	Figure
	Figure
	Figure
	Continue entering the student's information:    
	 
	Figure
	Figure 39- New Appeal Request – Student Information 
	 
	If the appeal is created from the original request, through the review icon, the student information will be displayed. Otherwise, complete the following: 
	 First Name: enter the student's first name. 
	 First Name: enter the student's first name. 
	 First Name: enter the student's first name. 

	 MI: enter the initial of the student's middle name. 
	 MI: enter the initial of the student's middle name. 

	 Last Name: enter the student's last name. 
	 Last Name: enter the student's last name. 

	 SIS PR Student ID: enter the student’s Puerto Rico Department Education id number (SIE number).  (This information can be found in the transcript)  
	 SIS PR Student ID: enter the student’s Puerto Rico Department Education id number (SIE number).  (This information can be found in the transcript)  

	 SS (Last 4): enter the last four digits of the student's social security number.  
	 SS (Last 4): enter the last four digits of the student's social security number.  

	 Date of Birth: enter the student’s date of birth, choosing it through the calendar.   
	 Date of Birth: enter the student’s date of birth, choosing it through the calendar.   


	To choose the date, follow these steps: 
	1. Select year 
	1. Select year 
	1. Select year 

	2. Select month 
	2. Select month 

	3. Select day 
	3. Select day 

	4. Press Close 
	4. Press Close 


	Figure
	 
	 
	 
	 
	 
	 
	 
	 
	 
	                          
	Figure 40- Correct way to choose the date 
	e.g: To choose August 31, 2004, first select the year "2004", then choose month "August" and, the day "31". Finally, press CLOSE. 
	 Review Type: use the list of values indicator to choose the type of review needed: Demographic Data, Enrollment Data, Graduation Requirements, GPA, Credits, Wrong Grade, Missing. 
	 Review Type: use the list of values indicator to choose the type of review needed: Demographic Data, Enrollment Data, Graduation Requirements, GPA, Credits, Wrong Grade, Missing. 
	 Review Type: use the list of values indicator to choose the type of review needed: Demographic Data, Enrollment Data, Graduation Requirements, GPA, Credits, Wrong Grade, Missing. 

	 Situation: describe the situation that requires review. 
	 Situation: describe the situation that requires review. 


	Figure
	Continue with the Documents section: in this section, the user can add any document as evidence to the appeal process. 
	 
	Figure
	Figure 41- New Appeal Request – Documents section 
	 
	 
	Click on  button to browse for the file,  then click the  button to attach the document to the request.  The file will be displayed at the bottom. 
	Figure
	Figure
	 
	Figure
	Click    to delete the file added. 
	Figure
	Once you have completed all the fields, press the "SUBMIT" button. 
	The system will indicate that your request was successfully saved: 
	 
	Figure
	Figure 42- Successfully saved 
	Then, the system will redirect to the Request Status screen: 
	 
	Figure
	Figure 43- Request Status Screen 
	SRX will also send the user an e-mail confirming receipt of the request for the student and the destination institution.  
	 
	Figure
	Figure 44- Email Confirming Request Reception 
	As soon as the request is processed by the PRDE, you will receive another notification by email, indicating the student transcript is ready to be downloaded.   The following image shows the message received by the Institution when the request has been processed. It indicates that the document is available for download. 
	 
	Figure
	Figure 45 - Email Notifying Appeal Closed 
	When the appeal have been closed, the institution can download the new transcript click on the PDF icon in the request status list. 
	 
	Figure
	Figure 46 – Request Status List 
	3.1.5 Return Process 
	 
	Figure
	Figure 47 – Return Process - Overview 
	 
	SRX allows the institution to submit documents, like transcripts, when the student return to PR or wants to graduate with PR diploma. The user has three (3) options in the SRX portal to submit documents. 
	1. Click on the New Return icon in the home page  
	1. Click on the New Return icon in the home page  
	1. Click on the New Return icon in the home page  


	  
	Figure
	Figure 48- New Return Icon 
	 
	 
	 
	2. Click on the return icon             in the request list, for the request that you want to return.  
	2. Click on the return icon             in the request list, for the request that you want to return.  
	2. Click on the return icon             in the request list, for the request that you want to return.  


	Figure
	 
	 
	Figure
	Figure 49- Return Icon – Institution 
	 
	 
	3. Through the menu bar, click on Request -> then click New Return 
	3. Through the menu bar, click on Request -> then click New Return 
	3. Through the menu bar, click on Request -> then click New Return 


	 
	Figure
	Figure 50- Menu “New Return” – Institution 
	 
	Any of these three options chosen, the SRX will open the page to create a new return. 
	New Return Form 
	The form contains three sections: Destination Institution Information and Student Information and Documents.   
	As shown below: 
	 
	Figure
	Figure 51- New Return – Destination Institution 
	 
	By default, SRX will show the destination institution information registered on the user account and use the personal information as contact information.  If the user wants to submit a return in favor of a different institution or use other contact information other than his own, can change it following these steps. 
	 State Name: use the list of values indicator to locate the name of the state. The system will ask you to type two or more characters and then it will show you the suggested ones  
	 State Name: use the list of values indicator to locate the name of the state. The system will ask you to type two or more characters and then it will show you the suggested ones  
	 State Name: use the list of values indicator to locate the name of the state. The system will ask you to type two or more characters and then it will show you the suggested ones  

	 City Name: use the list of values indicator to locate the name of the city. The system will ask you to type two or more characters and then it will show you the suggested ones. 
	 City Name: use the list of values indicator to locate the name of the city. The system will ask you to type two or more characters and then it will show you the suggested ones. 

	 Institution Name: use the list of values indicator to locate the name of the institution. The system will ask you to type five or more characters and then it will show you the suggested ones. 
	 Institution Name: use the list of values indicator to locate the name of the institution. The system will ask you to type five or more characters and then it will show you the suggested ones. 


	Figure
	Figure
	Figure
	 
	Then select, 
	If it is necessary, update the institution contact information: First Name, Last Name, Email, Phone Number. 
	Continue entering the student's information:    
	 
	 
	Figure
	Figure 52- New Return Request – Student Information 
	 
	If the return is created from the original request, through the return icon, the student information will be displayed. Otherwise, complete the following: 
	 First Name: enter the student's first name. 
	 First Name: enter the student's first name. 
	 First Name: enter the student's first name. 

	 MI: enter the initial of the student's middle name. 
	 MI: enter the initial of the student's middle name. 

	 Last Name: enter the student's last name. 
	 Last Name: enter the student's last name. 

	 SS (Last 4): enter the last four digits of the student's social security number.  
	 SS (Last 4): enter the last four digits of the student's social security number.  

	 Date of Birth: enter the student’s date of birth, choosing it through the calendar.   
	 Date of Birth: enter the student’s date of birth, choosing it through the calendar.   


	To choose the date, follow these steps: 
	1. Select year 
	1. Select year 
	1. Select year 

	2. Select month 
	2. Select month 

	3. Select day 
	3. Select day 

	4. Press Close 
	4. Press Close 
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	Figure 53- Correct way to choose the date 
	e.g: To choose August 31, 2004, first select the year "2004", then choose month "August" and, the day "31". Finally, press CLOSE. 
	 SIS PR Student ID: enter the student’s Puerto Rico Department Education id number (SIE number).  (This information can be found in the transcript)  
	 SIS PR Student ID: enter the student’s Puerto Rico Department Education id number (SIE number).  (This information can be found in the transcript)  
	 SIS PR Student ID: enter the student’s Puerto Rico Department Education id number (SIE number).  (This information can be found in the transcript)  


	 You can use button to find SIS PR Student ID, first and last name are required for the search, as well as the date of birth, following the order explained above (first year, then month and day). 
	 You can use button to find SIS PR Student ID, first and last name are required for the search, as well as the date of birth, following the order explained above (first year, then month and day). 
	 You can use button to find SIS PR Student ID, first and last name are required for the search, as well as the date of birth, following the order explained above (first year, then month and day). 

	 Reason: use the list of values indicator to choose the reason to submit a returning document. The values are Return to continue studies in PR, Request PR Diploma, and Pre-Evaluation. 
	 Reason: use the list of values indicator to choose the reason to submit a returning document. The values are Return to continue studies in PR, Request PR Diploma, and Pre-Evaluation. 

	 Current Grade Level: use the list of values indicator to choose the student current grade  
	 Current Grade Level: use the list of values indicator to choose the student current grade  

	 Comments: to detail any relevant information. 
	 Comments: to detail any relevant information. 
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	Continue with the Documents section: in this section, the user must add the document with the return information. 
	 
	Figure
	Figure 54- New Return Request – Documents section 
	 
	 
	Click on   button to browse for the file, then click the  button to attach the document to the request.  The file will be displayed at the bottom. 
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	Click    to delete the file added. 
	Figure
	Once you have completed all the fields, press the "SUBMIT" button. 
	The system will indicate that your request was successfully saved: 
	 
	Figure
	Figure 55- Successfully saved 
	 
	Then, the system will redirect to the Request Status screen: 
	 
	Figure
	Figure 56- Request Status Screen 
	 
	SRX will also send the user an e-mail confirming receipt of the request for the student and the destination institution.  
	  
	 
	Figure
	Figure 57- Email Confirming Return Reception 
	As soon as the return is processed by the PRDE, you will receive another notification by email, indicating the student record update is completed.   The following image shows the message received by the Institution when the return has been completed.  
	  
	Figure
	Figura 58 – Email Notifying Return Completed 
	  
	3.1.6 Access Resources Catalog 
	The Resources catalog option is available for the institution role, so the user can review and download the content related to the SRX that the Department of Education has published, such as User Guides, Course Catalogue, Graduation requirements, etc. 
	 
	Figure
	Figure 59- Resource Catalog 
	 
	 
	3.1.7 Contact Us
	3.1.7 Contact Us
	 

	If you have any questions about the SRX, visit our website 
	If you have any questions about the SRX, visit our website 
	https://srx.dde.pr/Home/ContactUs
	https://srx.dde.pr/Home/ContactUs

	 or contact us at 
	info@de.gov.pr
	info@de.gov.pr

	  

	 
	  
	 



