Transcripts

Generate Transcripts (trnscrpt.rpt)
A transcript displaying demographic, course, credit, GPA, and rank information

for the student for current and past year’s information can be generated for
students.

Prerequisites
1 Atranscript configuration must exist for the building.
A transcript setup must be defined for the building.
All report card setups must be complete for the building.
Student course work and grades must be entered.
Rank windows must exist to store credit, GPA, and rank information.
GPA/Credit/Rank must be run to calculate credit, GPA, and rank information.
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Menu Access:
Reports > Transcripts > Generate Transcript (Custom).
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Generate Transcripts — Field Descriptions

¢ BUILDING — The default building is the user’s primary building. A new value
for this field can be selected the drop-down menu located in the field.

¢ COURSE ORDER TYPE - In this field, specify which transcript setup will be
used to produce the transcript. Courses are typically grouped by Year. Valid
responses are:
O Order and group by marking period
0 Semester
O Year
O Subject Area

¢ TITLE — This 70 character free text field is used to type a title for the
transcript. The text in this field will appear at the top of each transcript
generated when the process is run.

¢ PRINT RANK INFORMATION — This option is not available at this time. The
check must remain in the checkbox for a transcript to be generated.

¢ RANK TYPE TO REPLACE and REPLACEMENT RANK — These fields are
used in conjunction with the College Tracking option which is not available
in Arkansas at this time. Leave these fields at their default value.

¢ PRINT TEST SCORE INFO, TEST SCORE OVERRIDE, NUMBER PRINTED
— These options are not used at this time.

¢ PRINT TODAY'’S DATE — If this box checked, the date the transcript is
generated will appear with the heading of DATE PRINTED at the top of the
transcript. If the check is removed from the checkbox, no date will appear at
the top of the transcript.

¢ PRINT SOCIAL SECURITY NUMBER — This field is used to determine if the
student’s social security number should appear on the transcript. If the box
is checked, the student’s social security number will be printed on the
transcript.
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Note: Arkansas colleges require the student’s social security number be
included on official transcripts.

¢ NUMBER OF COPIES/STUDENT — The default for this field is 1. If multiple
copies of a student’s transcript are needed, enter the number to print in this
field.

¢ ALIGNMENT FORMS - If transcripts are to be printed on a pre-printed form,
the Alignment Forms that are generated can be used to align the forms in
the printer. If Alignment Forms are used, it is recommended to enter a 2 or
greater in this field to determine if the page break is set correctly.

Procedure

1 Enter information in all prompts.

2 Set criteria for students and/or courses by clicking the Select Students

button.

If transcripts are needed for multiple students, the Select Individuals button
allows for entry of students by ID or name, as well as the number of copies
needed for each student.
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If the name field is used to identify the student in the Identify Students
window, table help is available in the field. If nothing is entered in the field and
the table help icon is clicked, a list of all students in the database will be
displayed. The student’s current building, grade, gender, and ethnicity will
also be displayed to help identify the student.

If a name is partially entered with an asterisk next to the name and the tab key
is used, a listing of students that match what is entered in the name field will
display in the table help window.

In the Number of Copies column, enter the desired number of copies of the

transcript to be printed.

NOTE: The number of copies listed in this field will override the number of
copies entered on the Generate Transcripts window.

1 Once all names or ID’s are entered, click OK to accept the entries. To
cancel this option, click the # Back button. There are also options to
Insert Row or to Delete Row.

2 Click on the Select Courses button to limit which course records will be
printed on the transcript. The tables that can be searched on in this
section are the course and course narrative tables.

3 Click on the Sort Students button to change the default sort order from
student name and student ID to the desired sort of your choice.

4 Click on the Sort Courses button in order to change the course sort order.
Below is the default sort order for the courses.

5 Click OK and the changes are saved and the sort window closes. To

cancel changes to the sort order, click the  Back button, which closes
the sort order window and returns the focus to the main window of
Generate Transcripts.

Click OK to run the process.

The Print window will open. Select the Destination and Printer options.
A processing box will appear showing the progress of the procedure.
When the process has finished, a dialog box will appear showing the
results. If the ® Back button is selected prior to running the procedure,
the window closes without generating transcripts.
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Note: The GPA that prints at the bottom of the transcript pulls from the student’s
last existing rank window. For current school year, the GPA is pulled from
the record that matches the Current Semester field listed on the

building’s Report Card Configuration window.
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Sample Student Transcript /Print Preview Window
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Note: The class size for Rank In Class is determined by the number of students
who have a Rank Type flag set to Y on the Miscellaneous window in
Demographics and have a rank record for the semester being calculated.
Students who are inactive and meet these criteria WILL be included in the
class size. APSCN recommends setting the Rank Type flags to N when
students withdraw from the district.
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