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Overview
• High School Profile
• Downloading Extract / Report Software
• Uploading Transcripts

– Data Extraction
– Data Reporting

• Student Transcript Delivery 
• Transcript Upload / Delivery Reports



High School Profile



Xap Counselor Center



High School Profile

• Provide Contact & Technical 
Information

• Enter Term Names and 
Codes

• Define Grade & Credit Keys
• Define Weighting Indicators 

and Specify Weighted 
Courses

• Enter Grading Scales and 
Grade Point Values

• Used by GSFC for HOPE 
Calculations and Colleges for 
Admissions Decisions



Downloading Extract /
Report Software



Downloading Extract / Report Software



Extracts vs. Reports

• Why use Extraction Software?
• Simple Interface
• Filter Students by Grade, Search by Name
• Direct Access to SIS Database

• Why use Reports?
• No Direct Access to SIS Database
• Reports Install Directly into SIS



Uploading Transcripts Using 
Extract Utility



Download & Install Extract Utility



Configure Extract Utility
(One-Time Setup)

Step 1:
Enter Counselor Center

Logon Information

Step 2:
Specify SIS

Data Directory



Run Extract Utility

• Lists All Students in 
SIS Database

• Filter Students by 
Grade

• Search for Student 
by First Name or Last 
Name

• Upload Transcripts 
All at Once or Pick 
and Choose 
Transcripts



Delivering with Extract Utility

• Click ‘Send Transcripts’ 
in Utility; Automatically 
Takes you to Counselor 
Center

• Review Successful & 
Failed Uploads

• Proceed to Delivery, or 
Let Students Deliver via 
GAcollege411



Uploading Transcripts
Using Reports



Download & Install Report Software



Install Report in SIS



Install Report in SIS



Run Transcript Report



Upload Transcript Report

• Specify File Path

• Click ‘Upload’



Transcript Report Uploaded

• Review Successful & 
Failed Uploads

• Proceed to Delivery, or 
Let Students Deliver via 
GAcollege411



Student Transcript Delivery



GAcollege411 Transcript Manager



GAcollege411 Transcript Manager

• Direct Transcripts to 
Colleges & 
Universities

• Review Each Request

• Confirm Download by 
College 



Transcript Release w/ Application



Transcript Upload / 
Delivery Reports



Transcript Upload Reports

Review:
• Total Uploads Per Student
• Date of Each Upload
• Date of Last Upload



Transcript Delivery Reports:
By Student

• Review each delivery to 
each campus by student

• Summary total of 
deliveries by type (e.g., 
End-of-Term, Final, etc.)

• View date downloaded by 
college



Transcript Delivery Reports:
By College

• Review all deliveries to a 
specific college

• View date of college 
download



Questions?


