Print Unofficial Transcripts

# ALWAYS click the Add a New Value link on the Find an Existing Value
page. DO NOT search for an existing transcript request.

# Click the Lookup button 3] on the Request Detail page if you do not
know the student’s ID

# Unofficial transcripts will be generated in pdf format so you will need
Adobe Acrobat to print them

# The Report Manager is a depository for all of your reports. Once you've
generated your transcript request you will go to the Report Manager to
retrieve and print your unofficial transcript.
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Navigation:

Records and Enrollment > Transcripts >Transcript Request

N

y N
|

/ Find an Existing Value (add a New Value '\

Report Request Nbr: | beginZ mwithast—"

First Name: [ begins with ¥ ||

Last Name: | begins with | |

Search |

ID: | begins with ¥ || Q
Academic Institution: | hegins with LI | Q
Transcript Type: [ begins with ¥ || Q
User ID: [begins withL”

Request Date: |= ~| | El
Future Release: |= = |

Term: | begins withL” Q.
Requested Print Date:|= ~| | E

Clear | Basic Search Save Search Criteria

Find an Existing Value | Add a New Value

Do not enter anything.

Just click the Add a New Value
tab to add a new transcript
request.

Reguest Header | Request Detail | Report Results | Report Errors

Reguest Header \( Request Detail ' ReportResults '~ ReportErrors
Report Request Nbr: 000000000 Request Date:  04/28/2004 User ID:  KMRANT
*Institution: |USBNY ¥ | SUNY at Stony Brook
*Transcript Type: |UNOFF v Unofficial
[ Freeze Record
[ override Service Indicator
*Output Destination: | Printer v
Number of Copies: 1
Future Release: ImedProc N
Academic Career:
Term:
Print Date:
Request Reason: b
[] cancel Request
& save

[EkAdd) | Update/Display.

Transcript Type:
Select UNOFF

Output Destination:
Select Printer
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Click the Request Detail tab to move to that page

W Report Results | ReportErors | ,
Process Reguest Enter the Student S ID
Report Request Nbr: 000000000 On Request
Transcript Type: UNOFF Unofficial

Report Manager

Find | view Al First (4 1011 ] Last ‘ Ql |f you dO nOt knOW
*Seq Nbr *ID Number of Copies EI the ID and Would
1) Loz (8 H oo | like to search for the
CEY) e @vaensn) | Student by name or SS#,
Request Header | Request Detail | Report Results | Report Error:

click the Lookup button
next to the ID field

It's possible to process multiple students on one request. To add
additional ID’s, click the Add a new row button

+

Process Request

When you are finished adding student IDs click the Process
Request button

You will see the word “Processing” blinking in the upper right corner of the

window. When it is done processing, the transcript will be displayed in the
Report Results page:

Ho

/ Request Header

Reguest Defail /" Report Results \_ ReporErrors |

Seq Nbr: 1
ID:

101878496 | |

Unofficial Transcript

State University of New York

Print Date ¢ 2004-05-19

Name
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To print the transcript:

Click the Request Detail tab to return to that page.

/ RequestHeader | RequestDetail \_ ReportResults  ReportErrars |

Report Request Nbr: 000000991 Completed Print PDF |

Report Manager

Transcript Type: UNOFF Unofficial

Find | View An of 1 as
+
*Seq Nbr *ID Number of Copies EI
B save Q Return to Search ErAdd) [

Reguest Header | Request Detail | Report Results | Report Errors

Print PDF
(using Adobe Acrobat to view/print it).

To retrieve the pdf file:

* Click the Report Manager link on the Request Detail page.

Click the Print PDF button to generate the transcript in .pdf format

This will bring you to the Report List page displaying all of the reports that you

have generated in the last day.

Your report will only be posted in the Report List if the process has run

successfully on the server.

Refresh

Keep clicking the button to refresh the page status.

[ Administration Y Archives

User ID: SIC Type: | v | Last: |_1|Davs vl Refresh |
Status: | -] Folder:| ~ | instance: | to: |

Report List Customize | Eind | View All | B8 First 504 of 1 [ Laet
Select Report Prcs Description Request Date/Time Format Status Details
ID Instance
) ) 10/26/2007 Acrobat )
Transcript Print All An- Details
- 4103 2522155 Transcript Print All 5001 6EM *pdh) Posted Details
MSelectAlI @DeselectAll

|_Delete |ciickthe delete button to delete the selected report(s)

Go backto Transcript Reguest

& save
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Report Detail

oK | Cancel |

Adobe Acrobat will open in a new browser window displaying the transcript.

ReportID: 405 Process Instance: 2518244 Message Log
Name: SR778M- Process Type: Crystal
Run Status: Success . . .
This will bring you
Transcript Print All tO the Report
Distribution Node: psnsrepos1 Expiration Date: Detall page
File List : .
Name File Size (bytes) Datetime Created CIICk the pdf flle
RN SRIZa 2518244 Joq 0 12/03/2007 4:13:38.000000PM EST
SR778M-- 2518244 PDF 80,933 12/03/2007 4:13:38.000000PM EST
T pp— 499 12/03/2007 4:13:38.000000PM EST
Distribute To
Distribution ID Type *Distribution ID
User SRSTAFF

File Edit View Favorites Tools Help

»

Links ? 63’ - & gﬂ Eé] vh /Vl«i? .!P Q?? v e Ei - J

1/
ll'

: Address @:l https:mnybrook.edu:l443IservletslpsreportslheBOtst3I367ISR7?8M--_?05524.PDF
Y 4 N\

v Go

}HSaveaCopW} Email ﬁSearch ”,",C v"Review&Commem - Z Sign v
) | Dl scecred~=1 | & - (] [|[H]|© 117% - @ |{0} (P

UNOFFICIAL TRANSCRIPT

Ires " Bookmarks

Click the Print button in the Adobe Acrobat window to print the transcript.
Click the Close button (X) in the upper right corner of this window.
Click Cancel at the Report Detail page.

Click the Go back to Transcript Request link to return to that page.
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To add another Transcript Request:

When you are at the Transcript Request component, click the Es A

button.

Home = Manage Student Records = Manage Academic Records = Inguire = Transcript Request

/ RequestHeader " Request Detail _Report Results " Report Effors |

Process Request
. 000000891 Completed
e . PritPDF | Print Crystal|
Transcript Type: UNOFF Unofficial

Report Manager

First [ 101 [®] Last
+
*Seq Nbr *ID Number of Copies E]
I

XXXXXXXXXXXX

E Save QReturn to Search

Reguest Header | Request Detail | Report Results | Report Errors
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