PeopleSoft 8 Unofficial Transcript


How to Run a Transcript in PeopleSoft 8

Please Note:  The one column transcript is not available in PeopleSoft 8.  You will need to run a two column unofficial transcript.

1.  Log in as usual to PeopleSoft 8.

2.  Navigate to SLU SA Data -> Report -> Print Unofficial Transcripts.

3.  Enter a Run Control ID or click on the yellow ‘Search’ button to find a list of valid values.

4.  Enter an EMPLID.  You will not need to enter additional information.

5.  Run the transcript by clicking the yellow ‘Run’ button at the top right of the page.  The Process Scheduler Page will open.

6.  Enter the following data:


Server Name = PSUNX


*Type = Web


*Format = PDF

7.  Click the yellow ‘OK’ button on the left side of the page.  This will return you to the Transcript page.

8.  Click on ‘Report Manager’.  You will see a list of reports that you have generated.  The transcript process you just ran should be the first one under ‘Report List’ – notice the ‘Request/Date Time.’  Under the ‘Status’ column, you will see ‘Posted’ when the process is finished running.  However, to update the status, you must click on the yellow ‘Refresh’ button periodically.

9.  After the status is ‘Posted’, click on the ‘View’ link located to the far right of the report name.  This will open a new page called the Report/Log Viewer.

10.  On this page, click on the link that begins with ‘slusrtr3’ ands ends in ‘.PDF’. For example, you should see a link similar to ‘slusrtr3 123456.PDF’.  When you click this link, Acrobat Reader will open.

11.  You should be able to see the transcript in Acrobat Reader.  If you want to print the transcript, go to File then Print.  Select the appropriate printer and click ‘OK’.

12.  To run another transcript, return to the Report Distribution page. Notice the web page bars at the bottom of your computer screen on the Windows Taskbar.  Find the bar that has the ‘Report Distribution’ heading.  Click on this bar.  Scroll down to the ‘Go back to Print Unofficial Transcripts’ link found on the left side of the page.  Click this link.  Enter another EMPLID and begin the process again.
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