
How to Print Unofficial Transcript from Student Administration 8.0 System 
 
Navigation:  Home—Manage Student Records, Manage Academic Records, Inquire, Transcript 
Request 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Scroll to the bottom and click “Add a New Value” 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



For Transcript Type, select “UTALL” (transcripts for all careers) or “UTGR” (transcripts for 
Graduate career only 
Make sure for Output Destination, select “Printer” 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Go to next tab, Request Detail and put in the student ID 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
NOTE:  It is to your advantage to have the student ID handy before you request transcripts, if not, 
you can click on the Lookup ID button and put in a last name, or social security number. 
 



Once you have the student ID inputted, hit your tab key on your keyboard to verify the name with 
the student ID.  This is helpful so that you have the right student.  The name should appear on the 
right hand side of the student ID . 
Next, click on the Process Request button on the top of this screen.    This will automatically pop 
you into the third tab, where you will see the unofficial transcript. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



This is the unofficial transcript located on the Report Results panel.  To begin the printing process 
at your workstation, click on the Print Button in the upper right hand corner of this page.  This 
sends the file to the Report Manager. 
Then, click on the Report Manager link (below “Print Button”) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



This will bring you to a new tab “Report List”.  If the file is not showing, click on the refresh 
button periodical until the file pops in. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Click on the View Icon 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



This will bring up the Report Manager log in screen  (This step may not be necessary if you have 
already logged in to Report Manager earlier). 
NOTE:  Make sure you log in with your user ID and password in ALL CAPS. 
 

 
 
 
 



Once you log into to Report Manager, it will print up this screen.  Click on the PDF file link and it 
will put the transcript into a PDF file. 
 
NOTE:  In order for this file to load, you must have Acrobat Reader loaded onto your computer 
workstation.  If you do not currently have that software, you can find it in your NAL under the 
Utilities & Plug-in Folder. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Your Transcript will display on your screen in a PDF file.  You can now print it to any printer 
using the Print icon on your browser or use the File, Print menu items.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
NOTE:  With this new upgrade, you do not need Oracles or any other special software to print 
unofficial transcripts.  This can be printed from any accessible printer from your workstation.  
Since it is in a PDF file, Acrobat Reader and a browser is all you need. 


