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Viewing and Printing Unofficial Student Transcripts 
 
Navigate:  Home > UNO Student Records > UNO Student Records > Process > 
College Transcript Request 

 

 
 
 
 
Enter the student’s Empl ID and click OK. 
 

 
 
*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.   
 

 
In the Add a New Value screen, enter the student’s ID number and click on Add.  
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On the College Transcript Request page, click the Print Transcript button. 
 

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

 

Add New 
Row Button

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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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.   
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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. 
 

 
 
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. 
 

 

Print icon 
Arrow buttons 
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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. 
 

 
 
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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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 

New Row button to add a new ID row to enter the new 
student’s ID.  DO NOT type over an existing ID here. 
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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 number!! 
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.    
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To Remove a Permission 
 

 To remove 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): 

• Click the Delete Row icon, and delete the row.               

• Click Save.  

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

Permissions can: 

• Let a student into a full class 

• Let a student into a consent of department class 

• Let a freshman 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. 
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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 
 

 
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. 
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A page will open that allows you to add or remove service indicators. 
 

 

Delete 
Row 
Icon 

 
 
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 
first insert 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 Save.   
 
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. 
 

 
 
The Print Study List link will allow you to print. 
 
Click the magnifying glass next to a class to see more detail. 
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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.   
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The Addresses page will appear and display the addresses and phone numbers on file 
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. 
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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 
 

 

Enter the student’s ID 
here.  If you do not 
know it, enter 
information in the other 
fields to search for them 
by SSN or name. 

 
 
 
The Student Grade Inquiry page will open.   
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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. 
 

 
 

  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.   
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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.   
 

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

 
 

The printer icon  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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