SYRACUSE UNIVERSITY ; ; ; :
OFFICE OF THE REGISTRAR " Home Logout - Help -

Student Records
Reference

—== SYR Advising Transcript Rqst
=R Advising Transcript Rost

€ Advising Transcripts

¢ RUN
¢ PRINT

Susan Wright € Business Process Manager for Student Records 4 sewright@syr.edu € 315-443-2986

Printing Advising Transcripts 9.0 9/29/2008



Printing Advising Transcript:

Path: Records and Enroliment>Transcript>SYR Advising Transcript Rgst

Main Menu = Records and Enrollment =

Transcripts

Produce tranzcripts for students.

E" SYR Advising Transcript Rost
SYR Advising Transcript Rgst

Select the Add a New Value tab or link:

SYR Advising Transcript Rqst
Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

[ Find an Existing Value {_Add a New Value | ~-Gem—

Search by: |Run Control ID =] begins with |

Search |Advanced Search

-

Find an Existing Yalue | Add a Mew Yalue

Enter the SUID for the student in the Emplid field. If you are printing transcripts for more
than one student add a new row using the Add (+) button and enter all the SUIDs.

Press the Produce Transcripts link to start the process. The transcript will run in a new
window (pop-up). Make sure your browser does not block pop-ups from HRSA. Print

from that new window when it appears.

Advising Transcript Request Batch ID 00000047 6396
Use this link to
Enter ID number here Produce Transcript: launch the
Update Request Detail Statuses transcript
Find | viewal  First 41 o 1 D Last
Empl SS# Copies Name Request Status El
Q I |_1 Mot Pracessed
Use this button to add
row for additional
students.
Do Not use Save. Each request
is new. None are saved.
B save 4E‘+Add| | UpdateDisplay
Use this button to
start a new request.
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Once the process has run the transcript will appear in an Adobe Acrobat window.

Use the print button in Acrobat to print the transcript(s).

Transcrpt[]pf . Reader
File Edit “iew Document Toolz ‘Window  Help

& e eef= & d

SYR gsremtglispﬁ;igricon to print to your |-Y Ad?iSDT{S): =
Ofﬁ TUT UTs TS dal K
Advising Transcript

Close the Adobe page when printing is complete. You will also need to close the
processing window which contains the Success message.

To print new advising transcripts or reprint the ones that just ran you must use the add
button at the bottom of the page to begin a new transcript print request. The page you
just used is cannot be used again.

Transcript Request Detail Find |viewall  First [ 1 o 1 [ Last
Emplid S8 Copies Name Request Status =
Q I I_1 Mot Processed
CE —— (Evae|
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Once you have closed your pop-up windows you can still access the transcripts you ran
for the next 24 hours. The path is Main Menu>Reporting Tools>Report Manager

hgin henu =

@ Reporting Tools

Fun, create, and manage queries and nYision repors.

E" Report Manager
Feview repott lizt.

This will show everything you have run:

[ Administration __Archives |

User ID: l:l_ Type: | jLast: |_1|Davs "I Refresh |

Status: I 'I FoI{Ier:l j Instance: | to: |

Report List Custarnize | Find |view AL 88 First (4 12002 [ Last
Selet ~ heport  Prcs Description Requ{ Selectthis. | Status  Details
(1] Instance
. 091282008 Acrobat , .
SU Transcript ot
- 6120 1954544549 S Transcript 110831 AM o pelh FPaosted etails
. 09/28/2008 Acrohat .
SU Transcript e Details
r 5779 1955104  SU Transcript o 5 BaAll o Posted  Details

Select Details and then Transcripts.pdf which will open the transcript for you to print as
above.

Report Detail

Report ID: 6120 Process Instance: 1955459 Message Log
Name: SUSRO01 Process Type: SR Report

Run Status: Success

SU Transcript

Distribution Node: HTTP_PSMNT Expiration Date: |1IZ|IIZ|EI2IZ|E|8 [#]

Then this.

Name File Size {bytes) Datetime Created

SOR SUSREO0T 1 1,633 Q82872008 11:08:46.0000004M EDT
Transcrigts.F’DF/ 208,870 Q92872008 11:08:46.0000004M EDT
susriod 1955459 out 325 Q92872008 11:08:46.0000004M EDT
Distribwution 1D Type ‘Distribution ID
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