UNIVERSITY OF Transcript Request

CALGARY

SA - Transcripts

The following outlines the steps necessary to create an online transcript request, view previous transcript
requests and view historical transcript requests. The ability to generate "unofficial" (courses and credits) or

"official'

" transcripts is based on the access/provisioning assigned to the user.
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Process a New Transcript Request:

Click the Records and Enrollment link.
[l Records and Enroliment

Click the Transcripts link.
Transcripts

Click on Requests on/after Oct 29/09 to request a new transcript. Note: Transcripts on/prior to Oct
28/09 are view only. Click the Requests on/after Oct 29/09 link.

Main Menu = Records and Enroliment =

ﬁ Transcripts

Produce a small number of transcripts. Produce a small number of transcripts. Define transcript text for a student.

= Requests onlafter Oct 29/09 =] Requests onlprior to Oct 28/09 =] Transcript Text
= =

ﬁ Electronic Transcripts View Only

Produce transcripts as electronic
= Electronic Transcript Request

Click the Add a New Value tab.

Add a Mew Yalue

The Transcript Request Header displays information such as the Report Request Number, Request
Date, and your User ID (removed for FOIP reasons). Click the Transcript Type list.

Favorites . Main Menu > RecurdsangEnruHment > Tmnsvcﬂpts > Reguests on/after Oct 28/09

) Transcript Request Detail Report Messages
Report Request Nbr: Q00000000) Request Date: (2012/08/07 IJserm:O
[ Request Attributes . .

*Institution: B University of Calgary
*Transcript Type:

I Freeze Record
I™ override Service Indicator

Numper of Copies: [ 1
Future Release: Immediate Processing -
Academic Career:

Term:

Print Date: [2012/08/01
Request Reason: hd
I cancel Request
Courier: No = ™ Attachments
Processing

Comment:
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6. Select CRSEL (Courses and Credits) from the drop down menu. Tip: Set this as a default in Setup
SACR > USER DEFAULTS > User Defaults 4 (tab) > Change Transcript Type = CRSEL (Courses and
Credits). Click the CRSEL list item.

7. Select Freeze Record if you want to prevent this request from being purged during a subsequent
transcript purge process. Select Override Service Indicator when you want the system to ignore
student-specific service indicators otherwise service indicators are evaluated. For example, some
service indicators prevent a student from receiving a transcript. Click the Transcript Request Detail
tab.

Transcript Request Header [ Transcript Request Detail ] Report Messages

\R

Report Request Nbr: 000000000 RequestDate: 2012/08/01 User ID:

Request Attributes

*Institution: IUC.*\LG 'l University of Calgary
*Transcript Type: Lo Courses and Credits
@Freeze Record
@Override Service Indicator
Number of Copies: |_1
Future Release: IImmediate Processing j
Academic Career: I
Term: I

Print Date: IED 12/08/01

8. The Transcript Request Detail page allows you to specify a specific student or multiple students for
evaluation. Use the "+" plus or "-" minus buttons to add or remove students. Click the Look up ID
button.

Transcript Request Header NG GELESDEETNE Report Messages

Report Request Hbr: 000000000  On Request _Process Request

Transcript Type: CRSEL Courses and Credits | Frint

Eeport Manager

Find | View A1l | B First E1 4 o 4 IV gt

*Seq Nbr D Name

1 | Q  SendTo

B save | |[=] notify | Bk Add | |5 Update/Display |
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10.

11.

April 2020

Enter search criteria; Empl ID; Last Name and/or First Name and press Lookup. Click the Look Up

button.

The search results will appear below. Click the link.

Look Up

Look Up ID

Empl ID: | begins with = | [rre——
National ID: | begins with =] |
Campus ID:| heging with j |
Last Name: | begins with =] |
First Name:l heging with j|

j Look Up Clear Cancel ansichDkuE

Search Results

Wiew 100
Hational ,,\\, 5101t Hational Date of

Emplil 1D Descrintion ID Birth Gender Hame
COlIII‘l! Y deseription T —

Campu:

s T P11 Elank (0 a6 Fernale S o)

b

/] |

Before processing the transcript request, if applicable, click the Send To button to enter the

recipient information for each ID. The sequence number will increase for every Empl ID listed. Click

the Send To button.

*Seq Nbr 1D Name
P

@

Find | View A1 | B Frst 1 g 054 £ (oe

A

e = B
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12. On Send To Information, Selecting Specify External Org ID will trigger a Lookup Org ID drop down
box. Click the Specify External Org ID option. If you know the organizational id number, enter it or
you can use the Lookup Tool. Click the Look up Org ID button.

Send To Information

ID;

Send To: |

Specify External Org ID:
Org ID:
Location: a
Country: CAN QL canada
oK
Address: Edit Address
Cancel
13. Enter the External Org ID number; or enter the name of the organization in Search Name.

Organization type is optional (e.g. External Org ID for Mount Royal University 00103336). Click the
Look Up button. The External Org will display. Click on the External Org.

4| Page

Look Up Org ID

External OrgID: | hegins with | (00103336

|hegins with j| ’
Crganization Type:l hegins with j| ! &}

.

Cancel :Elasic Lookup *

.

1

First [4] 1 of 1 [3] Last

External Org 1D Search Hame Organization Type Description

Search Name:

: Look Up Clear

Search Results
Wiewy 100

DD‘]DSST MOUNTROYALUNMYERSITY SCHL Mount Royal University
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14. The Send To options populate with the corresponding Org ID and details. Click the OK button.
Send To
Send To: [Mount Royal University e
Specify External Org I0: I~ .
Org ID: 0103335 Q™ Mount Royal University
Location: Q
Country: CAN 2, Canada
Address: Edit Address E
Cancel
15. When you are ready to submit the request for processing click the Process Request button. Click
the Process Request button.
" Transcript Request Header " Report Messages |
Report Request Nbr: 000000000  OnRequest LEEEEEEEJEEEEEEL]
Transcript Type: CRSEL Courses and Credits Frint
Report Manager
Find | view Al | B First Bl 4 o 4 DN gt
*Seq Hbr =D Name
E | Q - . SendTo @ =
16. Once the process is complete, the View Report link displays next to the student's ID. If the View

Report link does not display, click the Report Messages tab to access the Report Errors page to

investigate the problem. Click the View Report link.

Report Request Nbr:
Transcript Type:

010702176
CRSEL

’ Transcript Request Header h Transcript Request Detail ( Report Messages

Completed

Courses and Credits

?

| Process Request |
| Print |

Report Manager

m ™
Find | View A1 B First K 1014 O Last

|- SendTo | 'I‘-IiewRegortl @ =

April 2020
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17. A new window will open where the transcript will be displayed in .pdf format. The .pdf can be saved
or printed. Note: For FOIP reasons, some information has been removed. Click the Next Page
button to view the second page of the transcript.

i

(G LR AR R R C—

e Yy Lt

Name:
Student ID-
Birthdate:
Print Date: 2012-08-01
Fall 2010
University of Calgary - Record of Course Work
Program Bachelor's Degree in the Faculty of Social Work
SENDTO:  Mount Royal University Bachelor of Social Work [Degres Stream)
Course Dezcripeion Btteoprad
HTST  ase The United States To 1877 EX
SOWK 351 CritThink ProfWrite&infoLit 3
----- Credential Awarded ----- SOWK 357 Critlssue:PractPerspeat&Thry a,
SOWK 289 Oppression & Social Justice 3
Credential: Bachelor of Social Work
GConferral: 2012-08-04 Term GPA: 2850 Term Totals: 1200
With Distinction
Winter 2011 l
----- Awards and Scholarships ----- Program: Bachelor's Degree in the Faculty of Social Werk ‘
Bachelor of Soial Work (Degres Stream)
2010 University of Calgary Transfer Scholarships
Lourgs Lzzcription Attcmprod

----- Beginning of Undergraduate Programs Record ----- CORE 573 Disability And The Law
DRAM 571 Directed Studies |
_____ Transfer Credits ----- Course Topic: Drama and Happiness
SOWK 353 Social Work Research
SOWK 385 Ethics In Social Work Practice

E
|
E
|
|
|

Transfer Credit from Mount Royal University
Evaluated based on the Program Term GPA: 2850 Term Totals:

Fall 2010
Spring 2011

T . LrreT o amn 200 . Program: Bachelor's Degree in the Faculty of Social Werk

.

.
\
!
\
)
,
\
|
Y
’,
&
\
5
x
:

Report Manager:

1. After you have successfully completed the transcript request process, the Print button on Transcript
Request Detail becomes available. The Print button can be used to view or print the transcript at a
later date. Click the Print button.

Frint

Transcript Request Header Report Messages

Report Request Nbr: 010702177 Completed Process Request

e
Transcript Type: CRESEL Courses and Credits

Report Manager k

6|Page
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UNIVERSITY OF Transcript Request
CALGARY SA - Transcripts

When you click the Print button, the screen the display does not change except for Printed will
appear beside the Report Request ID. The request "output” is then entered into Report Manager
and requires additional steps to access the report. Click the Report Manager link.

Feport Manage

| Transcript Request Header Transcript Request Detail Report Messages

Report Request Nbr: 010702177 ~ Process Request

Transcript Type: CRSEL Courses and Credits % | Frint

Report Manager

The report status displays in the Status column. The status can be Queued, Processing or Posted.
The process status will automatically update as the process progresses, however, you may click the
Refresh button to update the status until it is posted. To view the transcript report .pdf file click on
the .pdf link. Click the SSR_TSRPT - SSR_TSRPT.pdf link.

List Explorer Administration Archives

View Reports For
useri: | Type: | =] |Last = | 1 [Days 7| w
Status: I YI Foldenl "l Instance: | to: |

Customize | Find | View A1 B | 2 First Bl 42 0r2 T Last

Report Prcs L Request .
Select D Instance Description DatelTime Format  Status Details
2012/08/01  Acrobat :
Il 2422520 | 3706630 !SSR TSRPT-55R TSF{F'T.pcIfll_15:25:4B (* pdf) Posted ) Details
; - 2012/08/01  Acrobat :
aa-
il 2422519 |3706630 |Transcript Request Print 15:26:23 (* pdf) Posted |Details

The transcript report will appear in .pdf format. The request can be saved or printed.
Viewing Previous Transcript Requests:

Click the Records and Enrollment link.
[l Records and Enroliment

Click the Transcripts link.

Click the Requests on/after Oct 29/09 link.
Requests on/after Oct 29/09

Enter the EmplID and press Search or Enter. Click the Search button.

7|Page
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The Search Results grid will display any previous transcript requests. Use the User Id (individual who

originally requested the transcript) and the Request Date (date the transcript was requested) to

identify the report.

Note: When viewing previous transcript requests, requests viewed through the View Report link
display as Completed in the Request Completed column. Transcript requests that have been
accessed using the Print button at a later time, will display as Printed in the Request Completed
column. Printed and Completed are basically the same.

Click the Desired link.

Requests on/after Oct 29/09 (

Enter any information you have and click Search. Leave fields blank for a list of all values. :
Find an Existing Value Add a New Value ’

Maximum number of rows to return (up to 300). |300

Report Request Nor: [ begins with =] | ?

1D: |Deg|ns wnnj I Q

Academic Institution: Ibegins withj QL

Transcript Type: | begins witn =] Q

User ID: [begins with =] | ’

Request Date: [= = [&] ,

Future Release: |= =l =l

Term: |begins withj| QL J

Requested Print Date:| = = El

Request Reason: I: j | j :

Request Completed: |= =l =1 y

[ Case Sensitive 3
Search Clear :Elasm Search [B) Save Search Criteria )

Search Results

View All First [] 1-8cf9 3] La

Report Request Academic Transcript Regue_sl Future Reguested Print |Request First Last -

Nbr = Institution Type Date Release [ferm Date Reason Comp Name Hame

010702177 UCALG CRSEL 042777 201210801 ImedProc blank) 2012/08/01 blank) P

010702176 UCALG CRSEL 0427 2012/08/01 ImedProc blank) 2012/08/01 blank) 3y

010702175 UCALG CRSEL 0408 2012/08/01 ImedProc blank) 2012/08/01 blank) ¥

010679044 UCALG CRSEL 100% 2012/04/21 ImedProc blank) 2012/04/21 Completed

010624078 UCALG CRSEL 1008 20111210 |ImedProc (blank) 20111210 (Completed

' Transcript Request Detail

The Transcript Header page will display. Click the Transcript Request Detail tab. Click the Transcript

Report Messages

6.
Request Detail tab.
Transcript Request Header
Report Request Nbr: 010702177
*Institution: IUC."—'.LG YI
*Transcript Type: ICRSEL vI
8|Page

Request Date:

[ Freeze Record
™ Pepeaa Srruing

.

2012/08/01

University of Calgary

Courses and Credits

UserID:

Request Attributes
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Click the View Report link.
Wiew Report

Transcript Request Header Transcript Request Detail Report Messages

Report Request Nbr: 010702177 Printed  Process Request |
Transcript Type: CRSEL Courses and Credits | Print

Report Manager

Find | View A1 [ B First K1 4 oF 4 I3 g5t

*Seq Hbr *ID Hame
1 | sendTo | |ViewReport 2 =
B save | [{4 ReturntoSearch | [+E Previous in List | [+E] Nextinlist | [=] Notify | =y Add | [ Update/Display |

A new window will display the transcript in .pdf format that can be saved or printed.
View Historical Transcript Requests:

Click the Records and Enrollment link.
[l Records and Enroliment

Click the Transcripts link.

Click the Requests on/prior to Oct 28/09 link.
Requests on/prior to Oct 28/09

Enter the Empl ID (student ID) and press Enter or use the Search button. Click the Search button.

Search
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5. The grid below will display search results. Use the User ID and Request date to select the
appropriate transcript. Click the appropriate link.

Requests on/prior to Oct 28/09
Enter any information you have and click Search. Leave fields blank for a list of all values
Find an Existing Value

Maximum number of rows to return (up to 300). 300

Current User ID: = - ’7

Report Request Nbr: |hegms with ﬂ‘

ID: |hegins wnh;l\ 1
‘Academic Institution: |hegms W\Ihd‘ Q
Transcript Type: |hegms W\Ihﬂ‘ Q

User ID: |hegins wnhj\

Request Date: = = |

Future Release: = j | j
Term: begins wnhj\ Q,
Requested Print Date: | = = |

Request Reason: | = j | j
Request Completed: | = j | j

[” Case Sensitive

I Search l Clear | Basic Search [ Save Search Criteria

Search Rekults
Only the first 300 results of a possible 393812 can be displayed. Enter more search key information and search again to reduce the number of search results or adjust the maximum
number of rows to return and search again to see more rows

View All First [q] 1-1000f 300 [)] Last
Report Academic Requested  Request Request

Requesthbr 2 institution  Type T2 Brint Date Reason Completeg  FSthame  Lastleme
010274617 I UCALG CRSEL Aot 2009M0/29 ImedProc  |(blank) 2009/10/29 L Completed

010274616 UCALG CRSEL 00: 2009/10/29 ImedProc__Itblank) 2009/10/29 Comoleted

6. The Request Header will display. To view the transcript request, click the Report Results tab. Click
the Report Results tab.

Reguest Header Request Detail | Report Results \I Report Errors

Report Request Nbr: 010274617 Requestl& 2009110129 User ID:

Institution: UCALG University of Calgary

Transcript Type: CRSEL Courses and Credits
I~ Freeze Record
I~ Override Service Indicator

Qutput Destination: Page

Humber of Copies: 1

Future Release: Immediate Processing
Academic Career.

Term:

Print Date: 2009/10/29

Request Reason:

I” cancel Request

Courier: Mo I~ Attachments

Processing Comment:

|5 save | & ReturntoSearch | [+ revibusin List | [4E] NestinList | =] Notity |

10| Page
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7. The transcript request will appear. The top part of the transcript displays the following information:
ID, Name, Birthdate and a list of Transfer Credits. Note: For FOIP reasons some information has
been removed.

Request Header Request Detail Report Results Report Errors

Seq Nbr: 1 | Print

Find | View Al EN 4 of4 I3

Repaort Manager
e ———
University of Calgary - Record of Course Work

Hame : ' - i

Student ID:

Birthdate :

Reason : WEB
————— Beginning of Undergradnate Programs Record - - - = =

————— Transfer Credits - - - - -
Transfer Credit from Mount Royal University

Evaluated based on the Bachelor's Degree in the Facnlty of Social Work Program

Fall 2009
ANTH 203 IntroduoctionSocialAnthropology 3.00 3.00 C
CPSC 203 Intro Problem Solve Appl Soft 3.00 3.00 C
PSYC 93 PSYC 93X 3.00 3.00 C+
PSYC 93 PSYC 93X 3.00 3.00 B

For the corresponding online learning, consult the Student Administration (PeopleSoft Campus
Solutions) training website.
End of Procedure.
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