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Faculty: Requesting and Printing Unofficial 
Transcripts 

 
 
Navigation: UD Home Page > My UD > UDSIS-Staff > 
authenticate > Self Service > Advisor Center > My Advisees 
 
 
 
 
 

 
• Go to UD Home page and highlight “My UD” in the upper right 

hand corner.  Then click on “UDSIS-Staff.” 

 
• Input UDel Net ID and password 
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• Select  Self Service, Advisor Center, and then My Advisees (menus 

may vary) 

 
• Click on View Student Details next to the name and ID of the 

student for whom you want to see a transcript. 

Student Name 700xxxxxx 
700xxxxxx Student Name 
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• Select Transcript: View Unofficial and click the button to the right. 

 
1. Choose Unofficial Transcript from the report type drop-down menu  
2. Click on View Report to go to transcript OR 

Advisor Name 

Student Name 

 
Student Name 

Advisor’s Name 

Student’s Name 
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3. To request previously run reports, click View All Requested Reports 
4. Click on Cancel to go back to advisee’s (student) list 

 
Note: most faculty advisors will not be able to access New 
Drop-In Advisees 
 

• The unofficial transcript will appear in a separate pop-up window 
as a PDF.  If you are having trouble viewing the transcript, check 
your pop-up blocker settings and be sure you have Adobe 
Reader or a similar program to read PDF files.  See 
http://www.udel.edu/it/help/popups.html for more info. 
 

 
Sample transcript (top of document) 

 

 
Sample transcript (bottom of document) 

Sample Student  - 700000000 

http://www.udel.edu/it/help/popups.html
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Indicates that you ordered the transcript (and it will be stored in 
requested reports for future access)  
 
To request an unofficial transcript for another student, close or 
minimize the PDF and go back to the UDSIS window from which you 
requested the first transcript: 

 
It will now display any reports stored for the first student.  Click My 
Advisees to return to the list of students.  
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Printing the Transcript (PDF view) 

 
To print the transcript from the PDF view, just point your cursor at 
the bottom middle of the screen.  A box should appear with options.  
Click the icon that looks like a printer and the Print Options screen 
should appear.  Alternately, you can click the File button on your 
Internet Browser and select Print. 
 

 
 
See Reading  Unofficial Transcripts for additional information. 
 

 
 

 
 

 
 
 

Student Name  -  700XXXXXX 


