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.

#e

# Click the Lookup button g 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 4 N
[ Find an Existing \J’alue(ﬁdd a hewr value 1)

Report Request Nbr: | beqinZ mithesdl—""

ID: | begins with x| | Q
Academic Institution: | biegins with j | o)
Transcript Type: | hegins with j | o)
User ID: |begins wiith j|
Request Date: |: | | &)
Future Release: |= j |
Term: [ begins with j| Q
Requested Print Date: |= =l i
First Name: | beains with | |
Last Name: |begins withj|
gearch | Clear | Basic Search Save Search Criteriz

Find an Existing Yalue | Add a Mew Value

Request Header | Reguest Detall

Repord Besults

Report Errors

Future Release;
Academic Career:
Term:

Print Date:

Request Reason:

B save

Report Request Nbr: 000000000 Request Date:  04/28/2004
*Institution: USBMNY ™| SUNY at Stony Brook
*Transcript Type: UNOFF | Unafiicial

] Freeze Record

[ override Service Indicator
*Output Destination: | Printer 4
Number of Copies: 1

ImedProc £

[ cancel Request

Request Header | Bequest Detail | Report Results | Report Errars

[Eradd ) (Z UpdaterDisplay,
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Do not enter anything.

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

Transcript Type:
Select UNOFF

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

RequestHeader " Request Detail Y_ReportResulls  ReportErrors |

e Procsss Requsst Enter the student’s ID.
Report Reguest Nbr: n Regues
Tr:nscriquype: UNOFF Unofficial W 4
Fing |View Al First (4] 1ot 1 [ Last ﬂ If you do not know
“Sotir D Mamber of Copios EE the ID and would
1] loveooons ) ] ] like to search for the
(S

Bk Add ) (] UpdatesDisplay

Request Header | Request Detail | Report Results | Report Errars

student by name or SS#,
click the Lookup button
next to the ID field

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

Frocess Reguest

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

j/ RequestHeader " ReguestDetail | Report Results \ ReportErrors |

Seq Nbr: 1

1D: 101872496 | |

Unofficial Transcript

Ftate University of New York

Frint Date 2004-05-19

Name
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To print the transcript:

Click the Request Detail tab to return to that page.

Reqguest Header § Request Detail \ Report Results Report Errors

: DO0DDDSBY  Completed
Report Request Nbor: el PrintFDF | Wi

Eenort Manader

Transcript Type: LINOFF Unofficial

Find | Wiew A oo Sl qoi 1 (B Last
+
*Seq Nbr *ID Humber of Copies EI
B save Q3 Return to Search ErAdd

Eeguest Headet | Request Detail | Repod Results | Report Errors

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

(using Adobe Acrobat to view/print it).

To retrieve the pdf file:

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

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 ' Archives |

When the
User ID: ISREIASIC Type: I vlLast: |_1|Days "l Refresh | transcri t iS
Status: | ~| Folder:| ~| nstance: | to: | P

ready you will

Report List Customize | Find | view All | H First 5 4 o 4 [l Laat
Pa— L] ! see “Posted”
Select Zeport vics Description Request Date/Time  Format Status  Details H
ID Instance in the Status
. : 1062652007 Acrohbat .
Jranscrpt Prnt Al T LDetails
= 4103 2522155 Transcript Print All 001 6PM = pdn Posted Details Co|umn
Click the
Details link.
SelectAII IE‘DESEIECTAII

%Clickthe delete buttan to delete the selected report(s)

Go backto Transcript Request

B save |

Prepared by Kim Rant, Client Support 632-9800 Page 4 5/1/2008
For PS 8.9




Report Detail

Report ID: 405 Process Instance: 2515244 Message Log
Name: SRT7EM— Process Type: Crystal

Run Status: Success

Transcript Print All

Distribution Node: psnsreposi Expiration Date:
Hame File Size (bytes) Datetime Created
R SR a8 8244 00 0 12/03/2007 4:13:38.000000PM EST
SR778M— 2518244 FDF 80,933 12/03/2007 4:13:38.000000PM EST
T 499 12/03/2007 4:13:38.000000PM EST
Distribution 1D Type *Distribution ID
User SRSTAFF

oK | Cancel |

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

This will bring you

to the Report
Detail page

Click the pdf file

File Edit View Favorites Tools  Help

» -

éun“ Q-0 HNRG L@@ T i i

¢ Address :El] httns:mybmok.edu:1443)’servlets)’psreportsJ‘he8Dtst3;’86?.|’5R7?BM~jUSSZQ.PDF
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v | & Go

lE Save a Cop’ = Prirt Email ﬁ Search “’,f 1 Review & Comment - Z Sign -

)T seec =g : @ - (3 [)[[] © 117% - @103 DO

UNOFFICIAL TRANSCRIFT

dres ‘{ Bookimarks

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:

B 2acld

When you are at the Transcript Request component, click the button.
Home = Manage Student Records = Manage Academic Records = [nguire = Transcript Request s
j ReguestHeader " Request Detail "\ ReportResults . ReportErrars
Process Reguest
Report Request Nbr: 000000881 Completed PrintPDF | Print Crystal
Transcript Type: UNOFF Unafficial Eeport Manager
First [ 4 .of 1 [M] Last
+
*Seq Hbr *ID Humber of Copies EI
XXXXXXXXXXXX
E Save QReturn to Search
Request Header | Request Detail | Eeport Besults | Repart Errors
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