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Topics of Discussion

6 weeks Special Program Verification Reports
6 weeks Superintendent Verification Reports
PEIMS Change form
Proof of Residency
Course Request  for Skyward
PEIMS PRS 
TREx
Special Circumstance
Alternate Bell Schedule Request
DocAtttempts
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6 Weeks Special Program Verification

Registrar will run the Skyward 
reports and attach the 
documents to the form

Laserfiche will send an email 
notification 6 weeks Special 
Program Verification form has 
been submitted - Please review

Flows to all SPPG , SPED, 
Coordinators, Specialist to 
review and approve

Once everyone completes their 
portion then it goes to the 
campus Principal for review and 
approval

Registrar then makes final 
coding changes and files in the 
PEIMS audit box in Laserfiche





6 Weeks Special Program Verification

• The Registrar 
will upload 
each report for 
each Special 
Program



PEIMS Coordinator submits

Routes to the Directors of 
GT, SPED, EB, CT and CFO to 
approve

Files in the District PEIMS 
Audit box

6 Weeks 
Superintendent's Reports



PEIMS 
Change 
Form



PEIMS - Program Data Entry

 AT RISK

Special Programs



Laserfiche - PEIMS Program 
Change MASS ENTRY OPTIONS 



Proof of 
Residency

• Ways we send out the form to Parents:

• We send out this form during the summer to all parents to 
upload their Proof Of Residency documents

• Weekly emails until the deadline – missing Proof of 
Residency

• Send out to all students missing Proof of Residency using 
DocAttempts  LF form

• Individual send out by registrar on follow up for New 
Students

• Flow:

• Routes to campus registrar

• Registrar updates Skyward and marks  POR Obligations 
met then completes the form

• Files in student cumulative folder



Course Request

• Counselors submit a  NEW course to be 
created into the curriculum  master  and 
will be pushed  out to the campus 

• Routes to the Dean/Principal or Subject 
area for approval  with options for notes

• Director of Counseling to approve or 
reject

• Ex. Director of Instruction 

• PEIMS department to update Curriculum 
Master

• Email all with the new course 

• Hello,​

The following course has been created

• {/dataset/Add_Course_PEIMS/Course_Key

• {/dataset/Add_Course_PEIMS/Short_Description}​
• {/dataset/Add_Course_PEIMS/Long_Description}​

•

• {/dataset/notes_peims}​

•



Course Request form - Skyward





PRS – Laserfiche Process

Counselor submits 
the form

Sends an email to the 
nurse, Homebound 
teacher, registrar 

and  current 
teachers

The registrar will 
update Skyward

Routes back to the 
counselor to update 
the birth of the baby

Routes back to 
Counselor to add 

CEHI

Update CEHI and 
Return to school date 

Routes to Nurse to 
collect the Doctors 

note

Routes back to 
registrar –  to code in 

Skyward
Files in student folder



Pregnancy & Related Services



CEHI – Component 



TREx
• Registrar's complete student TREx Export
• All documents in student cumulative folder 

tagged for TREx in database are pulled into 
a pdf on our K drive

• They pull the pdf and split the file using 
ADOBE Professional if it is over 10kb 
because TREx will not accept files over 10kb

• Upload in TREx
• Done!



Database



• Based off the Student Program Identification 
registration  form  - any special programs selected a LF form 
is completed by the Registrar to notify all special program 
coordinators

• Registrar selects  - Enrollment, Yes on the Special Program 
selected then an email is sent with the Enrollment 
date, Previous district attended and Program

• Then the form routes back to the campus registrar to 
complete Part 2 – TREx

• Once the registrars receives the TREx documents from 
previous district, the registrar reviews and files the 
documents in LF.

• Another Email is sent to the coordinators to review the 
students records in LF

Special Circumstance



Business Process for Special 
Circumstance



Documentation of 
Attempts
• Registrar/Nurse – selects by grade, letter and doc description

• If the students are missing the documents in LF it will pull all students w/in 
that grade by document

• They have the option to create a doc attempt in the student's file

• Send LF email to all parents based off the email in Skyward of what 
documents are missing

• Also, with an attachment to send to the parent as well.

• We ask the registrars to attempt up until April of the school year. We 
are supposed to have all registration documents every year for every 
student

• We have had a few campuses reach 100% of all documentation 
received.



Alternate Bell 
Schedule
Request



Process Diagram 









Michelle Loth – mloth@newcaneyisd.org

Tammy Yarbrough –  tyarbrough@newcaneyisd.org
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