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Appendix C: Unofficial Transcripts 

This procedure is used to view and print Unofficial (UNOFF) transcripts 

When accessing the Transcript Request component, click the Add a New Value link to 

create a new request. If you search for the transcript using the Transcript Request – 

Find an Existing Value page, you will be viewing a dated transcript. 

Path: Records and Enrollment > Transcripts > Transcript Request 

View a Transcript 

Steps 

1. Select the path as shown above. 
 
The Transcript Request –Find an Existing Value page is displayed. Enter criteria to 
access a previously run transcript for a student. To run an up-to-date transcript, 
continue to step 2. 

 

2. Click on the link or the  tab. 

The Request Header page appears.  
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Steps 

 

3. For Institution, select or type AKRON.  
 

4. Click on the down arrow at Transcript Type to view and select UNOFF.  
 

5. Select*Output Destination:  

Select Page or Printer. 

Note: Selecting Printer will give you the option of indicating the number of copies 

you need on the Request Header page. This will produce the copies within Adobe 

Acrobat.  

6. Click on the  folder tab. 

The Request Detail page is displayed. 

 

  

Required fields are 

indicated by an asterisk 

before the field name. 
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Steps 

 

 

7. Enter the appropriate *ID:  

Type an ID or select an ID from the Lookup List by pressing Alt + 5 (five). On the 

Lookup ID page, type your criteria and then click .  

 
8. Enter the Number of Copies, if more than one for the same student. 

 

  

Alt + 5 will bring up a 

lookup box. 
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Steps 

 

9. (Optional)  

Optional: To run more than one transcript at a time, click the Add a Row button 

 and repeat step 7.  

Note: If you continue to use the  on the last row added, the transcripts will be 

printed in alphabetical order from the Request Detail page.  

 
To delete a row, place the cursor in that row and click on that row’s Delete a Row 
button  . At the prompt, confirm the deletion by clicking on OK. 
 

10. Click on the  button. 

The system processes the transcript request, and moves you to the Report Results 

page where you can view the transcript(s).  
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Print a Transcript 

What you do  What happens/Notes 

  

11. Click on the  tab. 
The Request Detail page is displayed. 

 

12. Click on the  button. 
Click the Print button on the Report Results page to send the transcript report to the 
Report Manager.  

13. Click on the  link. 
The Administration page of the Report Manager is displayed.  

 

Steps 

This page, Report 

Results, is for 

viewing.  

The Request Detail 

page is for printing.  

X 
This is not 

the correct 

Print 

button. 

Use this 

Print 

button. 
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Steps 

  

14. If the report’s status is not Posted, click on the  button. 

If you do not see your report or the status is not Posted, click  until the 
report status is Posted, and the View link appears.  

Note: The statuses you may see are:  

Scheduled The process was just added to the 

report request. 

Processing Process Scheduler has initiated the 

program and is running the process 

at that time. 

Generated The report has finished processing 

and all files are available for 

transferring. 

Posting The report is in the process of being 

transferred to the Report Repository. 

Posted The report has finished posting and 

is ready to be viewed. 
 

15. Click on the  link for the report.  
The Transcript is displayed in an Adobe Reader window.  
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Steps 

  
 

16. Click the printer button .  
The transcript is printed. 

17. Click on the window’s close button  .  
The report window is closed 

18. Click on the  link.  
The Transcript Request page is displayed.  

 

 

 


