How to Run a Transcript
1. Login to Campus Connection and click the Student Records Tile, and then on the left click Request Transcript Report.
[image: Screenshot of button titled "Student Records" showing three stylized figures wearing graduation caps in gray and gold colors.]  [image: Screenshot of button titled "Request Transcript Report" showing stylized desktop icon.]
2. On the top right, click the Add a New Value button. 
[image: Screenshot of page titled "Request Transcript Report" showing various form fields with a button in the upper right titled "Add a New Value" highlighted in yellow.]
3. On the Transcript Request Header tab, you can choose your transcript type.
a. In the Transcript Type drop down
i. Choose ADVIX for an advising transcript
ii. Choose UNOFX for an unofficial transcript
iii. In the Future Release drop down, choose Immediate Processing. 

[image: Screenshot of page tab "Transcript Request Header " showing various form fields. The tab title, drop down field titled "Institution," drop down field titled "Transcript Type," and drop down field titled "Future Release" are all highlighted in yellow.]

4. On the Transcript Request Detail tab, you will put in the student’s details.
a. Type the student’s ID number in, or use lookup icon to search for the name. Then click Process Request button. 
b. TIP: You can click the Add a Row button on the right side to process multiple transcripts at a time. 
[image: Screenshot of page tab "Transcript Request Detail" showing various form fields. The tab title, an input box for the student ID, a button labeled "Process Request," and a button with a large plus sign in it are all highlighted in yellow.]
5. Once processed, click View Report link. The transcript will pop up in a new window or tab. You may need to turn your pop-up blocker off if you have one or the transcript will not appear.
[image: Cropped screenshot of the page tab "Transcript Request Detail" with a blue link titled "View Report" highlighted in yellow.]
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