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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.

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

{ Find an Existing Value ({_Add & New valus

Report Request Nbr: | begins with j |

I |hegm5 W\thj|

Academic Institution: | begins with j | Q
Transcript Type: | begins with j | Q

User ID: |hegm5 W\thj|

Request Date: |: =l | &)

Future Release: |: j | j
Term: |begm5 wnhj| Q
Requested Print Date: |: =l |

First Name: | hegins with j |

Search | Clear |Eaa|n Search Save Search Criteria

Find an Existing Yal | Add a New Walue

2. Click on the 2ddabewValle i o the | AddaMewalue | b,
The Request Header page appears.
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Steps

[ Request Header '} RequestDetail | Report Results | Report Errors |

Report Request Nbr: 000000000  Request Date:  09/18/2008 User ID:  ACHZEPR

‘Institution:

‘Transcript Type:

Required fields are
indicated by an asterisk
before the field name.

[~ Freeze Record
[ override Service Indicator

*Output Destination: ‘ Printer

3

Number of Copies:

Future Release: |Immediate Processing j

Academic Career: I

Term:
Print Date: IUQH 2r2008
Request Reason: I Student's Request |

[~ Ccancel Request

& save | 4 Refresh | Es 2 | F| UpdateDisplay

Reguest Header | Request Detail | Repot Results | Report Errors

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 '_ReIUESLDEEIL | 1 qer tap,
The Request Detail page is displayed.

Ver. 2008.10.28 Page 2 pstrain@uakron.edu

©2008 These materials may not be reproduced in whole or in part without the express permission of
The University of Akron.




PeopleSoft V9 SA/HR The University of Akron

Steps

[ RequestHeader | Request Detail | Report Results | Report Errars |

( Frocess REC]LD
Report Request Nbr: nooooooon On Reguest

Frint

Transcript Type: OFF The University of Akran

Eeport Manager

¥
‘Seq Nbr 'ID Alt + 5 W|" bring Up a Number of Copies
I 1 I < 1 Send |
lookup box. [
B save | 4 Refresh | [Er 2dd | Update.l'DispIayl

Eequest Header | Request Detail | Eeport Results | Report Errors

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 | Lookup

Lookup ID

Empin:

Natonatio:[ |
CampusID.l—

LastName:l

FiratName‘I

| Logkup | | Clear | | Cancel | BasiclLookup

8. Enter the Number of Copies, if more than one for the same student.
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Steps
[ ReguestHeader | Request Detail | Report Results | ReportErrors |
Process Request
Report Request Nbr: gonoooonn On Reguest =
Transcript Type: QOFF The University of Akron

Eeport Manager

Find | view all  First 4 4 or 1 (] Last

‘Seq Nbr 'ID Number of Copies
|1 1279882 Joseph Studenta Kl
B Save | % Refresh | Er il | Update.l'DispIayl

Eequest Header | Request Detail | Eeport Results | Eeport Errars

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 L*_ 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 _Frocess Request 1y ,pron,

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

e~
| Request Header(' Reguest Detail)|” Report Results ' Report Errors |

the correct
Print
button.

Seq Nbr: 1

D: 12295982 P Report Manager

The University of Akron 0fficial Transcript

This page, Report
Results, is for
viewing.

The Uniwversity of ALkron

302 Buchtel Cormmon

Akron, OH 44325

The Request Detail
page is for printing.

United 3tates

Identifyving Code: 003123

Harme :  3tudento Esg, Joseph Quincy

Student ID: 12299582

Address : 0Office of the University Registrar

SJimmwons Hall h

Akron, OH 44325-6203

11.Click on the [_ReauestDetail | 15,
The Request Detail page is displayed.

fRequestHeader i Request Detail Report Besults Repoart Errors .
y ! A Use this

Process Request

Report Request Nbr: 000326384  Completed m Print
: =] button.
Transcript Type: OFF The University of Akron Report Managet
FHEt[]1d1[:]Laﬂ
‘Seq MNbr 'ID Humber of Copies - EI
I 1 |1229982 Joseph Studento l_1 ﬂl
B save | LLReturn to Search | 4 Refresh | Es Acdd | UpdateDizplay

Eeguest Header | Request Detail | Report Results | Repart Errors

12.Click on the Print button.

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

13.Click on the EeportManader |ink,
The Administration page of the Report Manager is displayed.

Steps
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Steps

[ List Y Explorer ) Administration Y Archives

User I . 2BPR Type: | ~liast: [ 1|Days (| Retresh
Status: j Fol(ler:l j Instance: I to:
Report List Custornize | Eind [ view Al | 38 First [0 4 o 1 [ Last
Report Pres . . .
aelect Fe— I Request Date Time status  Letails
Select iD Instance Description Request Date Time Status  Details
r az08 3715 Transcript Print Al g%{ggg'ﬁf Fosted Details
.
Select All Deselect All
%Icnckthe delete button to delete the selected report(s)
Go backto Transcript Reguest
Bl Save |
List | Explorer | Administration | Archives
14.1f the report’s status is not Posted, click on the __®&™esh | hytton.

If you do not see your report or the status is not Posted, click __Fe™&sh | yntil 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 TENSEABLPALAN jiny for the report.

The Transcript is displayed in an Adobe Reader window.
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Steps

£ http://gecko.uakron.edu:12200/psreports/hebps2 /2808 /SR778M--_3715.PDF - Microsoftl - IEllﬂ

| Fle Edit GoTo Favorkes  Help "l“:
[0 © - 1) (&) G P szroene B (313 L il 1 B

| adress € B« || & -
GBED & e+ N Rleelwm - £ i d B

Ham= :  Studento Esq,Joseph Cuincy
Student ID: 1229982

Fage 1 of 1

Print Dase :  Z008-0&-18 Pzc
200

————— Degrees Awardsd - - - - - Fre

Degrees B Juris Doctoz 20g
Confer Date . Z007-05-20 Prc
Flan : Law—3pecial Progzam 200
------------------------------------------- Pro
Degree : Master of Business Admin. 201
Confer Date . Z00g-12-13 Pzc
Plan : Management 20g
Pra

----- Transfer Credits --= ==

Transfer Credit from ZSchool of Hard Knocks 1 201
Ipplied Toward Businsss Undergraduates Frogram
Cour=e Trans GFA: 0.000 Transfexr Totals : g.oo 10.00 g.ooo
----- Test Credits - === - Cou
Te=t Credits Rpplied Toeward Eusiness Undsrgraduate=s Preogram "_QL
Eypas== credit Bypass test o '
Tranzferzed to Tezm Z00% 3pring as
7400 258 Fatherheood: Farent Role 3.00 2.00T
1.00x850m 4] B | : C
|@ Done l_ l_ l_ l_ l_ |Unknown Zone o
16. Click the printer button =) .
The transcript is printed.
17.Click on the window’s close button X! .
The report window is closed
18.Click on the Z2hkackto Transcript Request |iqk.
The Transcript Request page is displayed.
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