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Purpose

Replace ScribOrder

Fee-based, 3-5 day processing

Limited records available
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Phase | Requirements

Options & fees differ by requester

Collect requester and student information
Require ID and/or authorization document
Process credit card payments or coupons
Generate coupon codes

Retain a record of the request

Generate reports
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Order Form

PUBLIC SCHOOLS

%‘5 jEFFCO Records Request

Requestor Information Acceptance

Type of Requestor *

Current Student/Parent or Guardian
Former Student/Alumni
Verification Company/Employer

3rd Party/Higher Education
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https://jeffcopublicschools.docunavservices.com/Forms/Records-Request

Students/Families Verification/3rd Party

Minimal fees Max fees
IEP Education Verification
Immunization Jeffco Transcript - HS

Requesters

Jeffco PK-8 Enrollment Hi...
Jeffco Report Card K-5
Jeffco Transcript - HS
Jeffco Transcript - MS
Student Profile SAP
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Phase |l Updates

e |Increased role of SPED team
e Order routing
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My Tasks  Team Tasks

1 Showing38  1selected Clear m
E] Open Tasks () Process V¥ Task V¥ Instance ¥ Date assigned ¥ I Team ¥V Due
Drafts v Today (11/3/2026) (3) a
Unassigned Tasks O Records Request ID Verification (SRC) 44157 - 3rd Party - Marlen Esquivel 9:18 AM SRC Central M... p
Comipletad Tasks [ Records Request ID Verification (SRC) 44155 - Current - Sophia Nevadomski 9:14 AM SRC Central M... p
O Records Request ID Verification (SRC) 44149 - 3rd Party - BORIS KAHONO 8:14 AM SRC Central M... p

v Yesterday (34)

Records Request ID Verification (SRC) 44148 - Former - Logan Hatfield Nov 2 SRC Central M... p
O Records Request ID Verification (SRC) 44147 - Former - Alexandra Orr Nov 2 SRC Central M... p
O Records Request ID Verification (SRC) 44146 - Former - Nathan Rodriguez Nov 2 SRC Central M... p
O Records Request ID Verification (SRC) 44145 - Former - Trenton Dixson Nov 2 SRC Central M... p
O Records Request ID Verification (SRC) 44142 - Verification - Vincent Cushnie Nov 2 SRC Central M... p
O Records Request ID Verification (SRC) 44140 - Former - Amanda Ehrlich Nov 2 SRC Central M... »
[ Records Request ID Verification (SRC) 44128 - Verification - austin porter Nov 2 SRC Central M... p
O Records Request ID Verification (SRC) 44120 - Former - Savannah Barnes Nov 2 SRC Central M... I\
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Proceds Diagram
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Document Collection

Laserfiche Repository Search \ Saved Searches “\Stud&etiRécBiftars Sandra.DiazDeLeon_jeffco.k12.co.us v
<4 SRCCentral+ ~ > zzIncoming Forms > Records Request Documents 3063 entries & v N g o <
& - —

v [ SRC Central (] |Name ¥ ~ | zzOracle STUDENTNAME ¥ Cre fif = <«
> [ I1AError (] [ 29465 6/18/2026 8:48 AN
A S R oy e T EE 6/15/2026 7:21 AN
> [J zzImported Student Doc

O [3J 32114 6/15/2026 7:35 AN
> [3J zzIncoming Barcodes
(] 3 3218 6/15/2026 8:03 AN
v [3 zzincoming Forms
> [J OOD Records Requests O [3 32119 6/15/2026 8:08 AN
> [ Records Amendment R O [ 32120 6/15/2026 8:34 AN
> [J Records Request O 3 32121 6/15/2026 8:38 AN
Records Request Docul
>0 4 O O 32122 6/15/2026 8:48 AN
> [J Records Review Reque
0 [ 32123 6/15/2026 9:04 AN

= JEFFCO

PUBLIC SCHOOLS



Coupon Management

.:¥‘.]EFFCO Coupon Management
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{  Add/Remove Coupon

O Add @ Update O Remove

Coupon Code* Coupon Status Activation Date Expiration Date
\ SRC0807 v Active 08/07/2026 08/07/2027
Created By Department:

Nima.Bagavathinathan_jeffco.k12.co.us SRC

New Expiration Date *

‘ MM/DD/YYYY (]
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Reporting

Laserfiche Forms Inbox  StartProcess = Reports  Design Manage Monitor

Reports by Process:  Records Request v

Insights ~ Custom Reports  Saved Snapshots  Report Schedules

Q Create Report

O Name Process Type Created by Last modified
O {R Orders (07/23/2025 forward) Records Request @ Sandra jun5

O ﬁ Transaction Report - Weekly Records Request @ Sandra Mar 23

O i} Orders (07/23/2025 forward) - Summarized Records Request Sandra Mar 23

O i} Transaction Report - Daily Records Request @ Sandra 9/23/2025
D ﬁ Trs famD: AL Ll o " /B o P .
) ¢ ons Reports

O Yy or

Insights  Custom Reports  Saved Snapshots I Report Schedules ]

QQ Create Schedule

O Name (igy Originated from Created by Creation date Frequency Last Deliver
O ﬁr Monthly Transaction Report Transaction Report - ... Sandra 10/17/2025 Monthly Nov 1
OJ ﬁ Weekly Transaction Report Transaction Report - ... Sandra 8/18/2025 Weekly Nov 1
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Future
Development

Single location for requests

Direct requests to schools or central
staff

Limit records by retention

Integrate Direct Share
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