
Sending Transcripts

• If you do not see the 
Transcripts Tab, you do 
not have the appropriate 
permissions to send 
transcripts and should 
see the Professional 
Center Administrator for 
your school 

• First step to sending 
Transcripts is to select 
the Transcripts Tab 



Fulfill Transcript Requests

• There are two different ways to send transcripts

– “Fulfill Student Transcript Requests” sends 
transcripts a student has requested electronically 
through GAcollege411

– “Release Transcripts” manually selects the student 
and destination of transcript



Fulfill Transcript Requests

• If you have no requests from students, this is 
the message you will see

• Congratulations, no work!!!



Fulfill Transcript Requests

• If requests have been 
made, you might see 
this

• Checkboxes mean a 
transcript is available, 
and if all looks good, 
you can select the 
checkbox and “Send”

• The names with no 
available checkbox 
indicate an issue

– First Name, Last Name, 
SSN match

– Transcript not uploaded



Transcript Release

• The “Release Transcripts” feature allows you to 
select students whose transcripts have been 
uploaded and then release them to colleges in 
Georgia  



Transcript Release

• First, select the date 
range for which 
transcripts were last 
uploaded

• Once you have the 
transcripts, you can 
select the students 
whose transcripts 
are going to the 
same destination  



Transcript Release

• Now that you have 
your students, select 
where the transcripts 
will go

• The drop down box 
will indicate your 
choices:

– GSFC (for HOPE 
purposes only)

– NCAA Clearinghouse

– Choose from the list 
below (Colleges)



Transcript Release

• Once you select 
“Choose from the list 
below” from the drop 
down menu, the 
checkboxes become 
available

• Remember, you can 
send multiple 
students to the same 
destination school

• After you select your 
destination school, 
click “Next”  



Transcript Release

• The confirmation screen allows you to confirm that  
you have selected the correct student and the correct 
school   



Transcript View

• To view what is on the GAcollege411 transcript (see 
what the college sees), select “Release Transcripts” 
from the Transcript Menu  



Transcript View

• As before, verify the 
upload date range to 
ensure you have the 
most recent 
transcript

• Finally, select the 
icon for the pdf file 
under the “View 
Transcript” column  



Transcript View

• The GAcollege411 
transcript organizes 
each core subject 
area, making it easy 
for the 
postsecondary 
institution to review

• There are also many 
important identifiers  
used in the college 
admissions process 
which are readily 
available to 
admissions officers 
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