GAcollege411

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 ©




GAcollege411

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

C 011 eg € Professional Center [ 8 '

Expand Your Opportunities

Transcripts
View New Requests Send/Release Transcripts
Fulfill Student Transcript Requests Release Transcripts
View outstanding student transcript requests and transcripts that Display the list of students with uploaded transcripts and release
may fulfill them uploaded transcripts to colleges
» Fulfdl Student Transcript Requests » Reloase Transcripts
Upload Transcripts Extras
Upload Transcripts Preferences
Upload a file of student transcripts to the Transcript eXchange Set preferences for the Transcripts tools for your account
» Upload Transcrip ts » Account Preferences
Upload History Log Download Extract Software
Display the history log of previous transcript file uploads Download the extract software used with your Student Information
» View History Log System
» Download Extract




GAcollege411

Fulfill Transcript Requests

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

« Congratulations, no work!!!

GA COllege' 38 Professional Center [‘

Expand Your Opportunities

Fulfill Student Transcript Requests

No students have outstanding transcript requests




GAcollege411

Fulfill Transcript Requests

 If requests have been
made, you might see

t h i S :::Iel rse:'::l\fee:‘r:::z:z:tri'::anR:c::tea:sdate uploaded. For each transcript that is valid te send, check the box next to the student's name. Click
e Checkboxes mean a 73
. . . £ E»
transcript is available, :
= L
and if all looks good, :
you can select the :
checkbox and “Send” " : )
L
« The names with no : %i
available checkbox i E°
indicate an issue T ——

— First Name, Last Name,
SSN match

— Transcript not uploaded



GAcollege411

Transcript Release

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

. COIlege . Professional Center L

Expand Your Opportunities

Administration

Communication Transcripts

Students & Groups

Reports

Transcripts

[ <

View New Requests Send/Re se Transcripts
Fulfill Student Transcript Requests Release Transcripts
View outstanding student transcript requests and transcripts that Display the list of students with uploaded transcripts and release
may fulfill them. uploaded transcripts to colleges
» Fulfll Student Transcript Requests » » Reloase Transcriots
— /
Upload Transcripts Extras
Upload Transcripts Preferences
Upload 3 file of student transcripts to the Transcript eXchange. Set preferences for the Transcripts tools for your account
» Upload Transcripts » Account Preferences
Upload History Log D d Extract S e
Display the history log of previous transcript file uploads Download the extract software used with your Student Information
» View History Log System

» Download Extract




GAcollege411

Transcript Release

* First, select the date

ran g e fo r W h i C h Uploaded Transcripts: Select Students ‘!

t r an S C r I p tS W e r e I aSt Show transcripts un\nadedfmmlﬂh’;mﬂ m ﬁ::;:r:;::e remms eeeeeeeeeeeee Jao =]
uploaded - E—

- Once you have the R e
transcripts, you can . e
select the students . e
Wh Ose transcri ptS r 112812010 10:34 AN j

- (| 1/28/2010 10:34 AW
are going to the - >
. . r [F»
S am e d eS t I n at I O n - 1128/2010 10:34 AW @ }g
r 112612010 10:34 Al »
- 1/28/2010 10:34 AW @ ﬂ
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View Transcript




Transcript Release

* Now that you have
your students, select
where the transcripts

.
W I I I g O Send Uploaded Transcripts: Select Destination Schools
o S

- The drop down box ?:;ff;a:',ff:*w
will indicate your T et
choices:

- G S FC (fo r H O P E : Athens Technical College
p u rp OS eS O n |y) ||: Atlanta Christian College

Altamaha Technical College
Andrew College

Armstrong Atlantic State University

Atlanta Technical College

Augusta State University

GAcollege411

— NCAA Clearinghouse
— Choose from the list

Augusta Technical College
Bainbridge College

Berry College

below (Colleges)



GAcollege411

Transcript Release

 Once you select

(1 H
oose from the lis T
(| Savannah State University
below”
e ow ro m e ro p [ Savannan Technical Collags
[T Shorter College
d O W n m e n u t h e [T Shorter College Professianal Studies
1 ™ soun Georsis Calegs
checkboxes become P —
[T Southeastern Technical College
- I b I - Southern Palytechnic State University
aV al a e r South west Georgia Technical College
| University s of Georgia
| University s of West Georgia
« Remember you Ccan
] | ‘aldosta State GO UL Graduate Programs
. | aldosta State Uni versity 1
send multi P le g ee———
| Waycross College
students to the same T s

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



GAcollege411

Transcript Release

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

G ~C0“ege' : Professional Center 3

Expand Your Opportunities

Release Transcripts

—

Send Uploaded Transcripts: Confirmation

These transcripts will be sent:

First Name Last Name Dos
[ |

to the foll




GAcollege411

Transcript View

 To view what is on the GAcollege4ll transcript (see
what the college sees), select “Release Transcripts”
from the Transcript Menu

| 3

COllege : Professional Center
Expand Your Opportunities ®
Students & Groups Reports Resources Communication Transcripts Administration
Transcripts
View New Requests | Send/Release Transcripts
Fultill Student Transcript Requests Release Transcripts
View outstanding student transcript requests and transcripts that Display the list of students with uploaded transcripts and release
may fulfill them uploaded transcripts to colleges
> Fulfil Student Transcript Requests > Reloase Transcripls

Upload Transcripts Extras
Upload Transcripts Preferences
Upload a file of student transcripts to the Transcript eXchange Set preferences for the Transcripts tools for your account
» Upload Transcripts » Account Preferences
Upload History Log Download Extract Software
Display the history log of previous transcript file uploads. Download the extract software used with your Student Information
» View History Log System

» Download Extract




GAcollege411

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

Uploaded Transcripts: Select Students

Select the student transcripts you wish ta release, then click ‘Next to select the recipients.

1
ShuwIranscnplsupluadedIruml1.’1.’2010 through |3/31/2010 « stperuage. 20 =

Search: {optional}
Firstname, last name or birth date

Viewing 1 through 20 of 139 transcripts which match the chosen criteria
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ranscript View

« The GAcollege4ll

Official Transcript: 6/7/2010

transcript organizes
each core subject = R

Stadent 53N las
Stadent Status: G ‘Enury Date: 02104/2006
Graduation Dare: 05/20/2010 Transcript Type: Final

area, making it easy =
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