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Business Processes
AUTOMATING

TRANSCRIPT
REQUEST

OPEN
RECORDS
REQUEST

Topics for today’s presentation:

DOCUMENT
UPLOAD

INVOICE
APPROVAL

TREX POTLUCK



TREx
A ut oma t io n Pro cess
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TREx Process
Understanding the

• Exchange of Student Records
• Mandated by Legislature
• Online process

WHAT IS IT?
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• Lookup Student
• Gather Documents
• Sort
• Scan
• Upload
• Hours

MANUAL

5



D O C U N A V  U S E R  G R O U P  2 0 2 4  

• Lookup Student
• Gather Documents
• Sort
• Scan
• Upload
• Hours

MANUAL
• Complete Form
• Upload
• Minutes

AUTOMATED
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Workflow Automation
TREx Process

APPROVALS

SEARCH

EXPORTS

CREATES PACKAGE



Questions?

T R E x  P R O C E S S



TRANSCRIPT REQUEST
A ut oma t io n Pro cess
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Transcript
Understanding the

• Permanent
• Schools
• Employers
• Grades and Credentials

WHAT IS IT?
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• Contact School
• Passed Around
• Fill out form
• Wait
• Return
• Days or Weeks

MANUAL
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• Contact School
• Passed Around
• Fill out form
• Wait
• Return
• Days or Weeks

MANUAL
• Complete Form
• Approval
• Receive
• Hours

AUTOMATED
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Process Automation
Transcript Request

APPROVALS

PROCESS

SAVE

EMAIL



Questions?

T R A N S C R I P T



DOCUMENT UPLOAD
P roc es s  A ut oma t ion
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Document
Upload

WHAT

Forms Process

WHY

Submit the Form

File for Retention 

Ease of Use
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Processing
DOCUMENT UPLOAD

APPROVAL

CORRECTION SAVE



Questions?

D O C U M E N T  U P L O A D



INVOICE APPROVAL
P roc es s  A ut oma t ion
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Invoice
Approval

WHAT

Forms Process

WHY

Submission

Staff Approval

Track & Report
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Processing
INVOICE APPROVAL - VENDOR

APPROVAL

EMAIL SAVESAVE
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Processing
INVOICE APPROVAL - STAFF

APPROVAL

CORRECTIONS SAVESAVE



Questions?

I N V O I C E  A P P R O V A L



OPEN RECORD REQUEST
P roc es s  A ut oma t ion
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Open
Records
Request

WHAT

Forms Process

WHY

Submission

Staff Approval

Documentation
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Processing
OPEN RECORDS REQUEST

VERIFICATION

APPROVALS

SAVE

EMAIL



Questions?

O P E N  R E C O R D S  R E Q U E S T



POTLUCK
P roc es s  A ut oma t ion
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Potluck
Submission

WHAT

Forms Process

WHY

Submission

Report

Fun & Easy
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Processing
POTLUCK FORM - CREATE

UPDATE SQL

CREATE LINK

WAIT

EMAIL
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Processing
POTLUCK FORM - SIGNUP

UPDATE SQL

EMAIL

WIT

EMAIL







Questions?

P O T L U C K  F O R M



Questions?

T H A N K  Y O U !
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