University of Delaware - Office of the Registrar

Producing an Electronic file of Transcripts

UD staff with the required UDSIS access permission may create a file of student transcripts.

Goto: Records and Enrollment > Transcripts > Batch Transcripts > Process Transcripts
1) Create a Run Control ID and click Add a New Value.
2) Inthe Academic Institution dropdown box, choose University of Delaware.
3) Inthe Transcript Type dropdown box, choose Unofficial Transcript.
4) In the Process Action dropdown box, choose Request, Generate and Print.
5) Check the Override Service Indicator box.
6) The Population Selection box should NOT be checked.

7) Check Use Student Select.

You will be presented with an EmplID line, where you can enter a Student ID.

*Seq Nbr *ID
1 Q

If you don’t know the Student ID, click the magnifying glass next to the ID box, and click on

Advanced Lookup.

Look Up

Look Up EmpIID

1D+ begins with -
Campus ID: beqgins with -
Mational ID: begins with -
Last Name: hegins with -

First Name: begins with -

LookUp| Clear | Cancel |EIasicLonkug

8) Use the “+ “on the right to add another row and specify an additional Student ID.

9) Click the Save button periodically if entering many Student ID numbers, and when finished entering IDs.
10) In the Additional Options box, in the Print Sort Option area, choose the desired sort option. The other
Additional Options should be left as is.
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Home | Worklist | Add to Favorites |

SIS

Favorites Main Menu > Records andv Enrolment > Transvcripts » Batch T@nscripts > Process Transcripts
Mew Window | Help | Customize Page

Process Transcripts

Run Control ID:  test16 Report Manager Process Monitor Run
*Academic Institution: University of Delaware -
*Transcript Type: Unofficial Transcript -

Process Action Request, Generate and Print -

Request Options

[ override Service Indicator

Number of Copies |_1

Population Selection

[T Population Selection

Student Select List

Use Student Select Clear List |

1(uDID 1 Q, Student Name 1 =
=

2/UDID2 Q Student Name 2

Additional Options

Print Sort Option Studentld -

Report Name Q

Template ID | Q
Output XML File No hd

Output File Path |

B Add Update/Dis play

ES&vel Elhlnt'rfyl

11) Hit the Run button at the top of the page and you will receive a screen similar to this:
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Home | Worklist | AddtoFavorites | Signout

SIS

Favarites Main Menu > Records and Enrollment > Transcripts > Batch Transcripts » Process Transcripts

Mew Window | Help | Customize Page |

Process Scheduler Request

User ID: 45728 Run Control  test1127
1D:
Server Name: * Run Date: |11/27/2011 [
Recurrence: *  Run Time: |10:00:52FM Reset to Current Date/Time |

Time Zone: Q

Process List
Select |Description Process Name Process Type *Type *Format Distribution

Process transcripts SSR_TSRPT XML Publisher Web ~ PDF « Distribution

OK | Cancell

12) Hit the OK button at the bottom of the screen to return to the Process Transcripts screen.

Search:

LEbSIS Home | Worklist | Addto Favorites

Favorites Main Menu > Records and Enrollment > Transcripts »  Batch Transcripts * Process Transcripts
Mew Window | Help | Custom

List Explorer | Administration Archives

Folder: h Instance: to:

Name: | Created On: | 7 Last

View Reports For
Refresh |

Reports Customize | Find |

Report Report Description Folder Name

1 Report

Go back to Process Transcripts

&gave |

List | Explorer | Administration | Archives
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13) Go to the Administration tab and hit the Refresh button until you see that SSR_TSRPT — SSR_TSRPT.pdf

is posted.
l}é S S Search: ____F»]
I Home | Worklist | AddtoFavorites |  Sign out

Favarites Main Menu > Records and Enrollment > Transcripts > Batch Transcripts * Process Transcripts

Mew Window | Help | Customize Page |

http

List Explorer | Administration Archives

View Reports For

User ID: 45728 TYPE: ot ™| LS - 1 Days - Refresh
Status: * Folder: A Instance:| to:|

Report List Customize | Find | View All | IEI ] First Bl 1011 B Last

Report |Prcs o Reguest .
Select ID Instance Description DatelTime Format |Status |Details

11/27/2011  Acrobat .
491723 691282 SSR_TSRPT - SSR_TSRPT. pdf 10:03:35PM (*.pd) Posted Details

Select All DDeselect All
Delete |Clickthe delete button to delete the selected

report(s)
Go back to Process Transcripts

Fsave |

List | Explorer | Administration | Archives

14) Click the .pdf link in the Description column.
15) If you receive a pop-up window, allow pop-ups for the server listed, and then click the .pdf link again.
A) A single pdf with all the requested transcripts will load in a separate tab or window, depending upon

your browser setup. Cursor over the bottom of the page in the pdf window to display a menu bar.

Save a copy (Shift+Ctrl+5)

B) Click the desired button to print or save the file to a secure site.

C) If you have any questions, please contact the Office of the Registrar at 302-831-2131.
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