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Viewing and Printing Unofficial Student Transcripts

Navigate: Home > UNO Student Records > UNO Student Records > Process >
College Transcript Request

Horme = UMO Student Records = UNO Student Becords = Process

—
[OUNO Sl EEEts o Uze rstudentGroups Load Processes
'[d E— Add Students to a Graup
UMD Transf Credits Conversion
&2 Inguire )
UMO Enrallment Conversion
2 Report

Autarnate Post Batch Process

Post Course Transfer Credits

Set Owerride Flags
Senvice Indicators far ADM

Celete Term Activation
Celete Term Act Cverride
Academic Standing

Transcript Reguest
YiewiPrint Legacy Transcripts

College Transcript Reguest

Web Security Update

Enter the student’s Empl ID and click OK.

Home = UMNO Student Records = UNO Student Records = Process = College Transcript Request

College Transcript Request

Find an Existing Value

Search By:| EmpliD w
EmpliD;  |2193521
Advanced Search

Add a Mew Yalue

*If you do not know the student’s Empl ID, click Advanced Search. This will open a
window that will allow you to search for the student using SSN (National ID), last and
first name.
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If this is the FIRST time you are printing a student’s transcript, click on Add a New
Value.

Home = UNO Student Records = UNO Student Records = Process = College Transcript Request Il e Wi cf e

College Transcript Request

Find an Existing Value

EmpliD: =Y
Matianal 1D
Mame;

[ Case Sensitive

Add a Mewy Walue

In the Add a New Value screen, enter the student’s ID number and click on Add.

Home = UNQ Student Records = UMD Student Records = Process = College Transcript Request Pl esw WTnd o

College Transcript Request

Add a New Value

EmpliD; | 2130663 Q
Add

Find an Existing Yalue
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On the College Transcript Request page, click the Print Transcript button.

Home = UMD Student Records = UNO Student Records = Process = College Transcript Request

J( College Transcript Reguest \I_

Susan Anthony
Transcript Requested For

ID: 2075461

+
Issued Date: Sequence: 4 EI

Pay Method: Req by:

Amaount:

Currently Enrolled

Print Transcript

a Save QRetum 1o Search

If the Print Transcript button is grayed out you must first click the Add New Row
button and then click the Print Transcript button.

Haome = UMO Student Records = UNO Student Records = Process = College Transcript Request

| College Transcript Request

Susan Anthony

ID: 2075561 4
Transcript Requested For Wi All First [ 1012 Last

Issued Date: Sequence: s - Add NeW

Pay Method: Reqby: 2074435 ROW Button

Amount: Moran,Barhara A
Currently Enrolled
Doove) (Qustunto semen) Print Transcript
Button grayed
out

After you've clicked on the Print Transcript button, the student’s transcript should print
on the printer that is named at the bottom of the Transcript Request screen.
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Horme = UNO Student Records = URO Student Records = Process = College Transcript Request I Wi d o
J.f Caollege Transcript Request \L
Jason Jennings ID: 2133521 *
Transcript Requested For A
+
Issued Date: Sequence: EI
Pay Method: Req by:
Amount:
Frint Transcript
UserID: PS Printer PSFT-002 nspool-02psf-pr-002 [ print to PDF?
Name:
B save L Return to Search [ Add

If you click in the check box next to Print to PDF?, you must navigate to the Report List.
This will open the student’s transcript in Acrobat Reader and allow you to print the

transcript from there.
Navigate: Home > PeopleTools > Report Manager > Inquire > Report List

In the Report List window, your document should be listed. You can only view the
transcript once the status says Posted. Click on the Refresh button to periodically
refresh the window.

Home = PeopleTools = Report Manadger = Inguire = Report List My Wifir

{ReponList | Archived Reports |

UserlD: Process Type: A
Status: b Last: |1 Days v
e A First (40 1 0f 1 [ Last
Select REROUEBIES Report Description Request Date Time Format Status Details
D Instance
540 458888 Transcript 11M8i2004 3:20:54PM  Acrobat (. pdf) Processing Details

Clickthe delete button to delete the selected reportis)

ﬁ Save,

Report List | Archived Repoarts
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Once the status is Posted, click View. This is going to open up the Report/Log Viewer and your

report will be listed as a PDF file.

% Report/Log Viewer

Instance: 458888 Type: SQR Eeport

Name: Z3FRRO10 Run Cntl ID: 21935212004-11-182C
Status: Success Submitted By: P3

Server: PEMT Recwrence:

Transcript

Messadge Log 1473 bytes  ThuNowv 18 15:21:04 2004

Trace File 0 bytes Thu Nov 18 15:21:04 2004
ZSRRRO10 458888.PDF 5862 bytes  Thu Nov 18 15:30:57 2004
&] Done ® Internet

Click the PDF link. The student’s transcript will appear in the Acrobat Reader window. Use the
arrow buttons to navigate through the pages of the transcript, and use the print icon to

print the transcript.

B-E -8 g RORE| N « » ¥ P |[efw - @ DOEE =W
T-% | |B-7 -&L-B& LD

\ Arrow buttons R
@ . . Ta
E Print icon m
E University of New Orleans College Advising Transcript
o
- -
= Student Name: Jason Mark Jennings Student Number: 2193521
7 Birth Date: 26-SEP-1984 Student ID: 111-22-3333
L Date Created: 11/18/2004 16:30:57
= 1 1 T
£ IS S S S S S S S S S S S S S S S S S S SE S FOR CAMPUS USE ONLY---------------"-"=-"-"—-"-"-~-~-"-~—-~——~ e
Othar Work
-
% Articulation Term Other Cradit Type Desecr Grade Heurs Earned
2 2003 Fall BYPASS CREDIT FREN 1001 Basic French | P 3.00
& TOTAL 300
e | | I i FOR CAMPUS USE ONLY----------------"—--—-—-~—--————-
7 UNO Work
L]
§ Undergraduate Career (UEDUC PRSEC) (Freshman) 2003 Fall
E Course Subject Cat No Grade HC HE QP Course Codes Grading Basis
& English Compasition ENGL 1157 [ 30 30 6.0
L Basic French [l FREN 1002 A 30 30 120
History Western Civilization HIST 1001 B 30 3.0 a.0
Human Sexual Behavior PSYC 1620 B 30 30 90
For GPA No GPA Earn Qty Pts GPA For GPA Mo GPA  Earn Oty Pts GPA For GPA MNo GPA Earn Oty Pts GPA
Semester 12.00 000 1200 3600 3000 UNOTotals 1200 000 14200 3600 3000 Overall 1200 000 1500 3600 3.000
————————————————————————— FOR CAMPUS USE ONLY----------------"—--—-—-~—-—-———-
UNO Work
Undergraduate Career (ULART FREMN) (Freshman) 2004 Spring
Course Subject Cat Ne Grade HC HE QP Course Codes Grading Basis
Human Crigins ANTH 2051 c 30 3.0 6.0
English Composition ENGL 1158 [ 30 30 6.0
1ot dinto © o | I=iul= N} healatl =] 20 2N an h
APl MoA] 1of1 r M B5x11in O = AR
@hl Done # Internet
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Permissions (Blue Slip Functions)

UNO uses student-specific permissions. That means that a student’s ID is added to a
class (preventing a student from sharing a permission “number”). This function will be
done in the colleges.

Also, assigning a permission to a student does just that — assigns the
permission. It does NOT add the class to their schedule. Once you have
assigned a student permission to add a class, they still must add the class to
their schedule.

Navigate: Home > Manage Student Records > Establish Courses > Use > Class
Permission Numbers

This opens up a window so you can search for the course.

Home = manage Student Records = Establish Courses = Lse = Class Permission Numbers ey Window

Class Permission Numbers

Find an Existing Value

Academic Institution: | UNOLAQ

Term: 0790 Q)

Subject Area: ACCT Q)

Catalog Mbr 2100

Academic Career: v
Campus: Q)

Description:

Course ID: Q)

Course Offering Nhr: =y
[case Sensitive

Basic Search

Academic Institution: will default to UNOLA.

Term: Enter the 4-digit semester for the course, or select it from the lookup list.
Subject Area: Enter the abbreviation for the subject area of the course (e.g. ENGL,
CHEM) or select it from the lookup list.

Catalog Nbr: Enter the four-digit catalog number for the course. (If you know you are
looking for “Intro to Entrepreneurship” but do not know the catalog number for that
course, you may simply enter BA as the subject area, and then click Search on the
right. All available courses for that semester and that subject will appear, and you can
simply find the course that goes along with the description “Intro to Entrepreneurship”)
Click Search.
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Home = Manage Student Records = Establish Courses = Use = Class Permission Numbers

e Wi o

Class Permission Numbers

Course ID:

Academic Institution:

Term:

Subject Area:
Catalog Nbr:

Class Permissions

nooozs

University of Mew Orleans
2004 Summer

ACCT

2100

If there is already one or more student ID’s that have been
given a permission for this section, you must click the Add a

I New Row button to add a new ID row to enter the new
Undergrad student's ID. DO NOT type over an existing ID here.
Accounting

Principles of AveogmTg

First (4] 1 o7 4

Class Section:

omponent:
Class Type:
Default Date:

Seq# Number
1

2

ﬁ Save

Regular Academic Session

om

re
Enrollment Section
071222004 (]

Use Dt

Used 04262004

Used 05052004

Q Return to Search

View All

Class No: 40003 Class Status: Active

Student Specific Permissions

Assign More Permission:

Perm
Expire Dt Type ID
oasz7rzons [H o Q) Q4 LeMeunier,Kathlyn Kelly =]
05062004 (B |a Q] 2158290 Q| Jatala,Aneela Rehman [+]1[=]

|

—»>Use the next row and previous row buttons to see the section of the course for
which you are assigning this student permission.
In the bottom portion of this page, you will see all the students who have been assigned

permission to enroll in this class, as well as whether or not they have used this
permission and actually added the class.

*If there are already one or more students that appear for this section, you

must click the Add New Row button to insert a new row to add additional

students. Do NOT type over an existing ID nhumber!!

Default Date: will default to today’s date

ID:  This is where you will enter the student’s ID.

If you must search for the student’s ID, click the lookup button and search using

SSN (National ID), and/or first and last name. For more information, look in the
“Finding an ID” section.

Expire Dt: This is when this permission expires. It defaults to tomorrow’s date, and

generally this should be left alone. However, in special circumstances, this date may be

changed. Clicking the calendar icon for this field will allow you to move the expiration

date.

Click Save, 2=

[+]
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To Remove a Permission

= Toremove a permission, navigate to the Class Permissions Page for that course
and scroll to the correct section.

= Locate the student’s ID and name in the bottom portion of the page.

= Check next to the Seq # column to see whether or not the student has already
added the class.

= To remove their permission before they've used it (to keep them from enrolling in the
class):

e Click the Delete Row icon, and delete the row. =1

e Click Save, 2=

Keep in mind that permissions can be quite powerful, so use them carefully.

Permissions can:

e Let a student into a full class
e Let a student into a consent of department class
e Let afreshman into a graduate course (or sophomore into a senior

course, etc.)

Permissions will not, however, allow a student to take more classes than their unit load
dictates. For most students the maximum unit load is 19 credit hours, and a permission

will not allow them to take any classes over that limit.

PeopleSoft Training Group © 2006 University Of New Orleans Page 8
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Service Indicators: Including Holds & Flags

Service indicators are used to provide further information on a student. Often, they are

used to stop the student from doing something (registering, for example).

Navigate: Home > Manage Student Records > Manage Academic Records > Use >
Service Indicator Data

Horme = Manage Student Records = Manage Acadermnic Records = Use = Service Indicator Data Mew Window

Service Indicator Data

Find an Existing Value

ID: |
Campus 1D
Mational ID:
Last Mame:
First Mame:

[ case Sensitive

Basic Search

Enter the student’s ID or use the fields below to search for them by SSN (National ID),
and/or first and last name.

Click Search.

PeopleSoft Training Group © 2006 University Of New Orleans Page 9
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A page will open that allows you to add or remove service indicators.

Home = Manage Student Records = Manadge Atadernic Records = Use = Service Indicator Data IMews Window

Service Indicators

Jasan Jennings ID: 2193521 b3
Service Indicator Data D I
elete
DateTime: 1140172004 11:20:094M ‘nstitution: | UNOLA/Q]  UNO
Service Ind Active Term: 00oo Q Begin Terrm - Snic Indicatr Use *Active Dt: 11/01/2004 ﬂ ROW
*Senvice Indicator Cd: ADV Q) advising Required ICOn
‘Senvice Ind Reason Cd: ADY Q) advising Reguired
Reference:
Amount: 0.000 currency: YSDQ  Dollar
Contact ID: A contact Person:
Placed Person ID: 2130662 Rl placedpy:
*Department: 3200600000 |Q]  Enroliment Management
Comments:
Placed Method: Manual Placed Prcs: Release Pres:
User ID F3

ﬁ Save QReturn to Search

Note: You can only add or remove those service indicators & / or reasons for which you
have security permission levels.

To Add a Service Indicator

When you get to this page, if there is already a service indicator here, you must
firstinsert a new row to add another one. Do NOT type over an existing service
indicator code!!

Service Ind Active Term: The term will default to 0000, which means start now, but you can
enter or select a specific starting term for this indicator.

Service Indicator Cd: Click the lookup button by the Service Indicator Cd and select the
service indicator you wish to add. (Notice that some fields fill in, such as User ID and name,
and Service Ind Reason Cd may fill in, depending on the Service Indicator Code entered.)
Contact ID/Name: If you would like to indicate a particular person that the student must see,

enter that ID here. If you must search for the ID, click the lookup button. When you find the
person, click on their name.

Click Esave] sSgve.

To Delete a Service Indicator

- If there is more than one Service indicator for this student, use the next and previous buttons
to find the one you wish to delete.

- For the Service Ind Active Term field click on the delete row icon. It will ask you “Are

you sure you want to delete the selected row?” and click on OK.
- Click Save.
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Enrollment Summary

Navigate: Home > Manage Student Records > Manage Academic Records >
Inquire > Enrollment Summary

Enter your student’s ID into the search window and click Search.
Select the term you want to see.

Haorme = Manage Student Records = Manage Academnic Recards = [nguire = Enrollment Summary

fEnronemSummant | Term Statistics |

Jennings,Jason Mark ID: 2193521 :'*\

Term: 2004 Fall Career: Undergrad University of Wew Orleans

Print Study List  Report Manader

y | First (4] 1305 I Last
Class Nbr Subject Catalog Session Sect Status Status/Reason Grading Basis Units Taken
g 13171 FREM 2002 Regular ao1 Enralled Enraolled Graded 3.00
Intermediate French Il Lecture
g 11860 GER 1001 Regular ooz Enrolled Enralled Graded 3.00
Basic German | Lecture
g 12101 MATH 1031 Regular ooz Enrolled Enrolled Graded 3.00
Survey Mathematical Thought Lecture
B s=ve) (L Retum to Search (=B Next tab

Enroliment Summary | Term Statistics

The Print Study List link will allow you to print.

Click the magnifying glass next to a class to see more detail.

Home = Manade Student Records = Manaoe Academic Records = [noguire = Enrellment Summary

Enrollment Summary

Class Detail

Academic Institution: UMOLA - University of Mew Orleans 77 Indicates an enroliment section

Term: nso0 2004 Fall (3 indicates class not printed in Schedule of Classes

Status: & class may be closed if students are on the wat list
Enroliment restrictions may apply to open classes.

Course Catalog Detail Return to Enrallment Surmmary
. Class Nbr  Subject Catlg Nbr  Sect Description Units Comp Status Avail Wait
= 1317 FREM 2002 oo Intermediate French I 3 LEC  (pen 18 a
Session; Regular
Time: 11:00AM 11:50AM  MWF Room:  Bus Admin 364 Dates: 08/2172004 - 12/03/2004

Instructor: CranmerJean R

Class Type: Enrollment Section Class Status: Active
Auto Enroll Section 1: Auto Enroll Section 2;

Maode of Instruction: Wait List Capacity:
Enrollment Capacity: 35 Min Enrollment Req: 0

Class Associations

PeopleSoft Training Group © 2006 University Of New Orleans Page 11
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Viewing Student Addresses
To check a student’s address or phone number:

Navigate: Home > Build Community > Bio/Demographic Data > Use > Bio / Demo
Data

A window will appear where you can either enter the student’s ID or use the fields below
to search for their ID. Once you have found the student, click on the link.

Horne = Build Somrmunite = BislDermographic Data = Use = Bio Demo Data [lewy Wyinde

Bio Demo Data

Find an Existing Value

I Y
Carnpus 1D

Mational 1D

Last Name: |JEMMNINGS

First Mame:

[ case sensitive
Oinclude History DCnrreanlsmw

Add a New Value

Search Results

190 of 90

Gender Date of Bith Campus ID National ID National ID Country NID Short Description Last Name

HB0E970 Jennings Jarel Tramal Ferale 08271883 (blank) 434858225 USA SSN JEMMINGS  JAREL
1208321 Jennings.Jesse C Male 12081983 (blank 249574337 UBA 88N JEMMINGS  JESSE
18088932 Jenninus.Kurtd Male 121131883 (blankd 436546788 USA 35N JEMMINGS  KURT

Horne = Build Community = Bio/Demograshic Data = Use = Bio Deme Data

Bio/ Demo Data Addresses

Jason Jennings ID: 2193331 W

Address Type

First [4] 1072z I L=t

iey
‘Address Type: | Home he [N
\Address History A

Effective Date: — country: UsA Q) United States [+]=]
010062003 |
Address 1: 443 5. Charles Ave
Address 2:
Address 3:
Linkage Type
b City: Mew Orleans
County: Orleans Postal: 707 26

Maintain Manuall
¥ star LA QJ Louisiana

The Addresses page will appear and display the addresses and phone numbers onffile
for that student. Please note that it is possible for a student to have several
different types of addresses: mailing, home, cell, so click the Next Row button to
ensure you are viewing the desired address type.

PeopleSoft Training Group © 2006 University Of New Orleans Page 12
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Student Grade Inquiry

This is one of the ways to view student grades and courses from prior terms. It will
display the grades POSTED for the term. You can also view and print a student’s
current schedule from this page.

Navigate: Home > Manage Student Records > Manage Academic Records >
Inquire > Student Grades

Home = Manage Student Records = Manage Academic Recaords = [nguire = Student Grades

Student Grades

Find an Existing Value Enter the student’s ID
< here. If you do not

v l know it, enter

Academic Career. Undergraduate v . . -

Academic Institution:[UNOLA|Q information in the other

Term: Q fields to search for them

Carpus ID: by SSN or name.

Mational 1D

Last Mame:

First Mame:

Term Alternate Key: g

Ccase sensitive

Basic Search

The Student Grade Inquiry page will open.

Home = Manade Student Records = Manace Academic Records = Inguire = Student Grades Mew Win dow

Student Grade Inguiry Term Statistics

Susan Anthany D: 2075581 @ * Print

Report Manager

Term: 2002 Fall Career: Undergrad Institution:  Wniversity of Mew Qrleans
Deta\l 18182 MANG 3080 Intemship L04 Graded 3.00 Regular |Internship in Management
Detall 18217 MANG 4452 |Leciure wi e ] Graded 3.00 Regular |Management Business
Databases
Detail |18239 MANG 4480 Lecture Lot A A Graded 3.00 Regular |Business Policies & Problems
Detail 19832 WMATH 1114 Lecture Lot B B Graded 3.00 Regular |Algebra
Q) Return to Search ) |45 Next in List |
Student Grade Inguiry | Term Statistics
PeopleSoft Training Group © 2006 University Of New Orleans Page 13
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For more information about a course. click the Detail hyperlink.

A small window will open, displaying additional information about the class.

Home = Manage Student Recards = Manage Academic Recards = [nguire = Student Grades

Student Grade Inquiry

Class Detail

Academic Institution: UMOLA  University of Mew Qrleans Tr indicates an enrollment section.
Term: 0740 2002 Fall

Status: A class may be closed if students are on the wait list.
Entolment restrictions may apply to open classes.

Course Catalog Detail Eeturn to Student Grade Inguiry
Class Sections

Class Nbr  Subject CatlgNbr Sect Description Units Comp Status Avail Wait
T 18182 MANG 3090 Lo1 Internship in Management 3 INT Open 9983 0O

Session: Regular

Time: TBA Room: TBA Dates: TBA
Instructor:  Staff

Class Type: Enrallment Section Class Status: Active
Auto Enroll Section 1: Auto Enroll Section 2:

Mode of Instruction: Wait List Capacity: 9998
Enrollment Capacity: 9994 Min Enrollment Req: a

Class Associations

Print
w Click the print icon on the right to begin the process of printing a copy of the
grades > Click Report Manager.

Your report should be in the Report List. Click Refresh to update the information, then
click View.

Home » Manane Student Records = Manage Academic Recaords = [nguire = Student Grades Mew Window

[ Student Grade Inquiry "\ Teffn Stafisfics |
Jason Jennings ID: 2193521 ¥ Print

Report Manager

Term:: 2004 Fall Career: Undergrad Institution:  University of bew Qrleans

Detal 13171 FREM 2002 Lecture Graded 3.00 Regular |Intermediate French Il

Detall 11860 GER 1001 Lecture ooz Graded 3.00 Regular |Basic German |

Detail 12101 MATH 103 Lecture oo3 Graded 3.00 Regular | Survey Mathematical Thought

Detall 12652 FoLI 2700 Lecture oo1 Graded 3.00 Regular |Introduction to YWorld Politics

Detall 12780 j={alsd 2708 Lecture oo1 Graded 3.00 Regular |Methods in Social Research
L Retumn to Search

Student Grade Inguiry | Term Statistics

PeopleSoft Training Group © 2006 University Of New Orleans Page 14
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The Report/Log Viewer window will open. There will be a link to a PDF file; the PDF file
is the grade report. Click the PDF file link.

% Report/Log Viewer

Instance: 458844 Type: Crystal
Name: SETT6P-- Run Cntl ID: b3
Status: Success Submitted By: p3
Server: PESWT Recwrence:

(Grade Report

Message Log 0 bytes Mon Nov 15 11:00:37 2004
SR776P-- 458844.PDF 10110 bytes Mon Nov 15 11:00:41 2004

This will open Acrobat Reader and the Grade Report should appear.

E@Evnvmﬁo M4 b ban|om -eaOFeE=s-wQ
MmE- TR B-F -8 T EE D

IS

Report 1D: 8R776P University of New Orleans Page 1 of |
Grade Report RunDate  11/15/2004
Run Time 11:00:41 AM
Name:  Anthony.Susan B Career: Graduate
1D 2075561 Program: Business Admin Masters

Term: 2004 Fall

[ Signatures \{ Commernts \{ Thumbnails \{ Bookmarks

Units  Gmading Official Grade

‘ﬂii hlp 5 ).g‘[ !'ﬂ'] g Sessio Sg;[.;\] 'kg] B'&i "]dg !ﬂ‘]j&

10038 ACCT 6130 | 001 .00 Graded 0000
Adv Acet Analy Decision Making Lecture

11662 FIN 4308G 001 3.00  Graded W 0,000
Speculative Markets Lecture

11670 FIN 6302 601 300 Graded 0.000
Investments Seminar

11673 FIN 6318 001 300 Audit 0,000
Derivative Securities Lecture

@] 4 4] 1oi1 P M 8Sxiin | O = 8 4|

The printer icon ﬁl will send this document to the printer. When you click the printer
button, a printer window will open for you to choose to which printer you want this
document to print.

Once you've chosen a printer, click OK.
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