
In order for a School Counselor or other school official to send transcripts from 
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GAcollege411, he or she must have a counselor center account.  The counselor 
center can be accessed by the following steps:

1. Open GAcollege411.org

2. Select the “Login” clicking on “school counselors” on the left menu bar and 
then by clicking on “counselor center” under resources.



This is the counselor center homepage. Counselors may log in or create accounts on 
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this page.



Once in the counselor center, transcript information by selecting Counselor Tools 

3

and then selecting Transcript manager from the drop down menu. 



The modules available in the transcript manager will allow you to send transcript, 
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upload transcript, review the transcript upload history, or if needed download 
extract software.  Students for you school will be displayed upon entering the 
transcript manager. Your students will be listed alphabetically, or you can use the 
search function to find an individual student.  Once you make the selection of 
students, click next at the bottom of the screen. By clicking on the view, you will 
get 5 separate screens of information for the student including student info, term 
info, testing scores, immunization, and a “view all” composite screen.  The print 
option will give you a pdf of the students transcript.



The modules available in the transcript manager will allow you to send transcript, 
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upload transcript, review the transcript upload history, or if needed download 
extract software.  Students for you school will be displayed upon entering the 
transcript manager. Your students will be listed alphabetically, or you can use the 
search function to find an individual student.  Once you make the selection of 
students, click next at the bottom of the screen.



You must select the agreement box on the top of the screen, and then select the 
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destination for your transcript.  You will also need to select a destination.  This slide 
shows only GSFC, however on the live system, you will have several choices which 
will be either GSFC or one of the colleges and universities in the GAcollege411 
system.  There is a search feature here that will allow you to search for your 
destination by name rather than scrolling through the choices.  When you find your 
destination school, you will select it and click next.



You will receive this screen upon completion, confirming which transcripts were 
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sent and where they were sent.  Once you have confirmed the information, click 
finished at the bottom of the page.



The Transcript Upload History will give you a record of all upload requests.  The 
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following information will be given:

The unique report identifier; the status, whether the job is completed or not; date 
and time of upload; file name;
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