Unofficial Transcript Instructions

e Click on Campus Solutions
e Records and Enroliment

e Transcripts

e Request Transcript Report

e Click on Add a New Value (this will allow you to generate a single request or a batch of

unofficial transcripts to view or print)

¢ Fill in Report Request Nbr (if adding to an existing batch of requests that you have
already entered. You can use this to print requested transcripts or view transcripts
that were entered into this specific Report Request Nbr that was given at the time of

your original report)

Request Transcript Report

Enter any information you have and click Search. Leave fields blank for a list of all v

'.' -ind an Existing Vz 'i Add a New Value

Maximurn nurnber of rows to return (up to 200); (200

Report Request Nbr: | begins with s |

1D begins with | ')
Academic Institution: | begins with |» | QL
Transcript Type: hegins with |» | QL
User ID: begins with |
Request Date: = | El
Future Release: | = | | v|
Term: begins with » | &)
Requested Print Date: | El
First Hame: hegins with |» |
Last Hame: hegins with |» |
[ case sensitive

Search Clear |Basic Search Save Search Criteria

Find an Existing Value | Add a New Value
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UNIVERSITY

Favq'rites Mahvl'"'lenu > Records anq' Enrollment » Trans‘gripts > Reguest Transcript Report

Transcript Request Header ’TranscriptRequestgetail UFiepor‘[Messages )

Report Request Nbr: 000000000 Request Date:  05/18/2011 UserID: 2508F5
Request Attributes

*Institution: BLOONK s Bloomshurg University of PA

*Transcript Type: UMOFF % Unofficial Transcript F——

[Jfreeze Record
[ override Service Indicator

N

Humber of Copies:

Future Release: |Immediate Processing -

Academic Career:

Term: |:|
Print Date:
Request Reason; | i
[Jcancel Request
| save ] =0 wotity ] =8 Am] A U-p-d.ﬂtemisplay]

Transcript Request Header | Transcript Request Detail | Eeport Messages

e Click on the drop down arrow to fill in *Transcript Type to make it unofficial
o Then click on the Transcript Request Detail tab



UNIVERSITY
Favorites Mzin Menu > Records and Enrollment > Transcripts > Request Transcript Report

" Transcript Request Header | RIEUEEINGEEIEE AN Report Messages |

Report Request Nbr: 000000000 On Request | Process Request |

Transcript Type: UNOFF Unofficial Transcript | Bt |

Report Manager

Find [ view &1 [ B First E1 4 0714 TV Last

Humber of
= x| e =
Seq Nbr 1D Name Copies

B Ssave | [ Wotify |

Transcript Request Header | Transcript Request Detail | Report Messages

e Enter Student ID —Tab to Number of Copies
e You can produce a Batch of transcripts of up to 99 students at one time.

e Click the plus sign to add additional students if needed
e Save after each batch entry (this will allow you to retrieve your Information by using the
Report Request Nbr example: 00012345 as noted below)

1 Bloomsbure
Favo‘l"rtes Main‘[u'lenu » Records and Enrolment > Transcripts » Regquest Transcript Report

" Transcript Request Header | IELEEGE VEE#22 C1M © Report Messages |

Report Request Nbr: 000012345  On Request | Process Request |

Transcript Type: UNOFF Unofficial Transcript | it |

Repart Manager

™M
Find | View A1 1B First K1 44 or 4 I L ast

*Seq Nbr D Hame W

K e —— Q Joseph Kissell | 1 | SendTo | =l
2 Faa— Q Dawn Krum | 1 | SendTa | =l
E e Q Linda Schach | 1 . sendTo (=]
4 e aQ, Linda Hock | 1 . SendTo (=]
B save  [S] hotify | B Add | B UpdatsiDisplay |

Transcript Request Header | Transcript Request Detail | Eeport Messages




Click Process Request when you are finished entering all the students ID numbers.
@ ol

rocess Request |

| Erint |

Eeport Manager

1 . SendTo =]
| pmccadiom B
T | ZendTo | =]
= | et =]

Er Add | | B UpdateDisplay

Then Click Print

Process Request

Print

Report Manager

Find | View All| El First K 1-40f4 O ast
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e Then click Report Manager

[

| Process Request |

Heport Manager

A First B 4 g o074 D ast

1dTo.| |ViewReport (=l
diTio | View Report (=]
dTo.| |ViewReport =l
1dedia | View Report =l

=" Add] |A Upd-atetDisplay:

e Report List should reveal description (SSR-TSRPT-SSR-TSRPT-pdf)
(make sure you see the correct Request Date/Time, especially if you are doing
multiple batches)

e Click on Details (Refresh if you do not see it at first)

Fa\.fovr'rtes MainvMenu > Records and Enrollment > Transcripts » Request Transcript Report
e
" List |[ Explorer |ENGIGEEEUEN~ Archives |

View Reports For
User ID: 0 Type: ~ || Last v 1 Days v | Refresh |
Status: v| Folder:| V|Instance: | to: |

Report Prcs L .
Select D Instance Description - Format Status Details
05/18/2011  |Acrobat .
746359 751179 |SSR_TSRPT - SSR_TSRPT.pdf 900554 (*pdf) Posted | Details ﬁ
) ] 05/18/2011  |Acrobat .
ptieq ag-
746358 751179 |Transcript Request Print 909:47AM | (*pdf) Posted |Details
SeledAII IE‘Dzﬂ.szﬂ.lemﬁxll

| Del [ Glick the delste bution to delste the selected report(s)
Go backto Request Transcript Report
B zave |

List| Explorer | Administration | Archives




o NIVERSITY
Favc;r'rtes Mainvr'-'lenu > Records and Enrollment > Transcripts > Request Transcript Repaort

Report Detail

Report

ReportlD: 746359 Process Instance: 751179 lMessage Log
Hame: HMLP Process Type: #ML Publisher

Run Status: Success

SER_TSRPT - 35R_TSRPT.pdf

Distribution Details
Distribution Hode: Rep nrtpriranon Date: OE/M0E2011
Hame File Size 25 Datetime Created
SSR TSREPT.pdf 30,926 05M8/2011 9:29:57 4920004M EDT
Distribute To
Distribution ID Type *Distribution 1D
ser 250865
ser PS

e Click on (SSR TSRPT. Pdf)
e This will bring up a Pdf file of all the transcript requests you have just entered .
o Click on Print

/- https:{fsiscs.bloomu.edufpsreportsicsprod/746359/SSR_TSRPT. pdf - Windows Internet Explorer
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