@ Job Aid — Requesting an Unofficial Cumulative Grade Report
University of
Northernlowa

Requesting an Unofficial Cumulative Grade Report
(Formerly known as Internal Transcripts)

Purpose: Use the Transcript Request page to create an unofficial cumulative grade report
(Internal Transcript) request for an individual student or a small group of students.
e Select the transcript type and enter other general parameters on the Transcript Request
Header page.
e Enter IDs for student(s) requesting transcripts, as well as recipient information, on the
Transcript Request Detail page.
e Submit your request by clicking the Process Request button on the Request Detail page.
e View results in .PDF format by clicking the View Report link that appears for each
student. If no link appears, view any process errors on the Report Errors page.
e Print all results by clicking the Print button.

Step Action

1. Navigate to the Transcript Request Report page: Select Main Menu > Records
and Enrollment > Transcripts » Transcript Request
2. Click the Add a New Value tab.

Favorites | Main Menu > Recordsand Enrollment > Transcripts > Transcript Request

Transcript Request

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

f‘: Add a New Value | >

Maximum number of rows to return (up to 300} (300

Current User ID: = - Eapp

Report Request Nbr:  begins with -

ID: begins with Q
Academic Institution: pegins with Q
Transcript Type: begins with Q
User ID: begins with -

Request Date: = - 5
Future Release: = - -
Term: begins with - Q
Requested Print Date: = - 5
First Name: begins with -

Last Name: begins with

[l case Sensitive

Search Clear | Basic Zearch Save Search Criteria
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Step Action
3. Use the Request Header tab to select the type of transcript you want to process.
Request Header Request Detail Report Results Report Errors
Report Request Hbr: 000000000 Request Date: 02/24/2012 UserlD: rajones
|*Inﬁtitu1i0n: UNICS = University of Northern Inwal
|*TranscriptT1.rpe: GRORF = UnI Internal Transcript |
[l Freeze Record
[C| override Service Indicator
*Output Destination:  Page -
Humber of Copies: [ 1]
Future Release: Immediate Processing -
Academic Career;
Term:
Print Date: 0212442012
Request Reason: -
[ cancel Request
B save =] Motify
Complete the following:
e Institution — Defaults to UNICS
e Transcript Type — Select GRDRP — UNI Internal Transcript
e Freeze Record & Override Service Indicator checkboxes — N/A
e Output Destination — Select Page
e Number of Copies — N/A, may be updated later
e Future Release — Defaults to Immediate Processing, leave as is
e Academic Career — N/A
e Term-N/A
e Print Date — Defaults to today’s date, leave as is
e Request Reason — N/A
e Cancel Request checkbox — N/A
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Step Action

4, Click the Request Detail tab. Enter the IDs that you wish to process (not to exceed
98). Press the TAB key after you enter an ID to display the student name.

Riport Resulls Repon Emors
Process Requesl
Report Requéest Hbr: 000000000 On Regues! Y
Hnhn
Transcript Typa: GROAF LIME Imternal Transcript Report Wanager
Find | LIEP L
"SeqHbr "D :
#nb @ Panther. Pam 1 [ Send |
b Save  [= peaty “sand & UpdsieDapiy

Note: Use the Add Row button ! to add more student IDs.

5. If you wish to send the student's unofficial cumulative grade report, click the Send
button to specify an address. If not sending, do not click the Send button.

o smnana I Panther, Pam
Send To
Send To: |

Specily External Org 1Dz

Country: USA Q, uUnited States
OK
Address: m
Cancel
Reeturm

Complete the Send To box:
e Send To - Enter name. If using an External Org, this field will populate.
e Specify External Org ID checkbox — Can be used along with location to
another University
e Country — Defaults to USA, may be changed
e Edit Address link — Use to enter a full address, if desired
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Step Action

6. Click the OK button. Click the Return button once you have entered the address.

This returns you to the Request Detail tab.

Click the Process Request button.

Results tab.

Process Request

Result: The student’s unofficial cumulative grade report displays on the Report

Regquest Header

Request Detall Repor Emors

Seq Mbr: 1

Panther, Pam
i

UHI Internal Transcript/Grade Report

Hame Panther, Pam
Scudent ID: F0HOHHE

Birchdace : Wy MM-DD

Print Dace 2012-02-2%

Frogram

Business Admin-Undergraduate

2010-10-25 :

2011 FALL
BUSINESS 1000 All About Businsss
ECON 1041 Princ Of Macroesconomics

ENGLISH 1005

College Writing & Ressarch

————— Academic Program History

Baginning of Undergradoate Record

Find | 4 4 of 1 [¥]
Frint
Repon Manager

Business - Fotencial Major

o.00 P

3.00 3.00 C+ 6,990

3.00 3.00 B 2.000
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Step Action
8. To print all of the reports, return to the Request Detail tab. Select View All and
then click the Print button.
Note: For a single report, click the Print button on the Report Results tab.
Reaquest Headear quﬂ!ﬂﬂm Repod Besults Repord Ermars
Process Request
Report Request Nbr; goooozTaa Printed
Tramscriph Type: GRORP UM Intemnal Transcript Report Manager
Fimd | By ore [
"Seq Nor "ID E]
BAARRY | Panther, Pam Sand
& save LA Returnio Search | [=] Hetty [ g UpdaleDagpiay
9. Click the Report Manager link.
Request Headar Rlu:ln'tl.'l!ﬂli Repord Rasuits Report Emors
Process Request
Report Reguest N Doooozrao Prinled Print
Transcripl Type: GRORP UM Intemal Transcript
Fimd | ."_.__"]3] 1of1 ..’..l
*Seqibr "ID BHE
mney | Panther, Pam Send
& save L Returnto Search | [=] Nty (L4 aa UpsdnleDapiny
Result: The Report Manager displays.
List Explorer Administration Archives
| View Reports For _ _
User ID: rajones Type: - Last - 1 Days - . Refresh |
Status: * Folder: * Instance: | to: |
| Report List Customize | Find | e {12012 [
mmce Description %:ﬁ:m Format Status Details
I 02/24/2012 | Acrobat : . '
182034 409680  Transcript Print Al Y (pan  Fosted  Details -— E;;n'uﬂngrﬁ-r:ﬂpugtrlgle
122033 409689  Transcript ot 'Eicr‘:j?}at Posted  Details #—— Example: Single
e P student report
#selectan  Dlpesetect Al
: Delete :Clickthe delete button to delete the selected report(s)
Go back to Transcript Request
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Step

Action

10.

Click the Refresh button until the status reflects “Posted”.

11.

Once the job has posted, click the Transcript or Transcript Print All link

| Report List

[ 4 20r2 ]

Status

(&)

Customize | Find |

Report Prcs
D Instance

. . 0212412012 Acrobat ’

182034 409690 Transcript Print All 318-11PM (*.pdf) Posted Details
0212412012 Acrobat :

182033 409589 600 (o [Posted  Defails

Result: The report(s) open in a PDF and can be printed.

Details

UNI Internal Transcript/Grade Report Page 1 of 2
Name :  Pam Panther
Student ID: s
Birthdate : ane
Trine Dize
1553 s
Atteprod  Farnod Grad
Program
E0o & caz z 400 5008
2rogram TERM PR a.oon TERY TOTALS s.00 4.00 12000
Program 1953 FALL
Atteprod  areed Griss
=00 2 .00 2.00 2
2rogram : Buss: Adimin-Underg: oo 4 .00 400 B-
1985-08-28 : Management: Fimancial Majaz elo 130 3.00 3.00 &
o . 2
&0 15 1.00 .00 2
""" Begioning of Uadergraduate Record - - - - - TERM GFA : 2.620 TERY TOTALS .00 26.00
1982 FALL
Attempted  Sarned Grade
1934 sPRE
22 s.00 4.00 &
N ‘e o a PO o Atteprod  armed Griss
&0 s.00 4.00 & 12.650 1o 2 200 200 A
0 a.00 2.00 - 11.010 120 ace 1oo 100 oae
TERM o2 1600 16.00 £0.370 1o 110 oo a0
E10 120 Lang Progzaming 1.00 .00 2
e70 10 g 1.00 .00 2
1982 sPRG 520 22 Srin Of Micrs Ecemomics .00 2.00 2
Course artemsrad oines TERM GFA : 3.520 TERY TOTALS .00 26.00
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