Batch Transcripts

It is a multi-step process to create and then retrieve and print batch transcripts.
If you are required to do this process and you do not have access to the pages listed below please contact your supervisor to request security permission for you.

List of Pages Associated with Processing Groups of ID Numbers

· Records and Enrollment > Transcripts > Batch Transcript Request

· Records and Enrollment > Batch Transcripts > Batch Transcript Print

Records & Enrollment->Transcripts->Transcript Request  ->  Add New Value
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Records & Enrollment->Transcripts->Batch Transcripts->Batch Transcript Print

Search for an existing value; if you do not have a Run Control ID then Click Add a New Value and create one for yourself using your username; Click Enter
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1-Choose Transcript Type: UNOFF


2-Click Reqest Detail tab at top of page








1-Type in ID numbers (Add rows by clicking + sign)





2-Click Process Request button





3- Click Request Detail tab








Copy Report Request Nbr (i.e. 000002242)








1- Choose Transcript Type: UNOFF





2- Paste Report Request Nbr in FROM and TO boxes





3- Click Run








1- Choose Server Name: PSNT


2- Click OK








Click Report Manager








Click Administration Tab


Click Details hyperlink on same line that reads “Transcript-Batch Print”; Make sure Status is POSTED.  If not click Refresh button until it shows “Posted.”








Click on hyperlink that ends in “.PDF”











