SENDING STUDENT TRANSCRIPTS

You can view all outstanding student transcript requests under New Requests, on the Transcript

Dashboard on the Advisor Homepage.
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You will then see all outstanding transcript requests.
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To send a transcript to a college, click on the Send button in the options column. In order to send an electronic transcript
for a student, you must first generate a transcript for the student through the SCRIP-SAFE IPP print driver.

€. SCRIP_SAFE In-Network College e Transcript Not Created =» Send Transcript Mail Transcript
Student Name

Receiving College Request Date Transcript Date

8/9/2013 (7]

Options

Michael Davies Alma College

Amanda Jackson Alma College 8/9/2013 8/9/2013

Amanda Jackson

8/15/2013 8/9/2013

Amanda Jackson Adams State College 8/15/2013 B/9/2013
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From this page, you will see the following icons:

2]

Indicates that a transcript has not yet been created. You will first need to print this

student’s transcript.

Allows you to preview the student’s transcript.

Allows you to send the transcript electronically.

Allows you to indicate that the transcript will be mailed.

Deletes the transcript request.

Indicates that a school is part of the Credentials eSCRIP_

Network.
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If you are choosing to send the transcript electronically, you can click on the green arrow (as above) and
select Electronic Delivery.
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Back to Transcript Request List
Transcript Details
Student Name Amanda Jackson
Grade Level Grade 12
Student ID Number 345678
Date Printed 8/9/2013

Request Details

College Name

Date Requested 8/15/2013
Date Sent

Date Read

Date Expired

Status Requested

Delivery Options
Delivery Method

) Electronic Delivery a9

@] Transcript Must Be Mailed a9

Ep Save or Cancel

For Credentials eSCRIP_SAFE In-Network schools, you will be able to select the office where the
transcript should be sent.

Delivery Options
Receiving Oifice

Caresr Cruising University, All Admissions =]

B Continys or Sangel

For schools that are not included in the Credentials eSCRIP_SAFE Network, you can include an email
address where the transcript can be sent.

Delivery Options
Delivery Method

®) Electronic Delivery a

Please specify the email address for the transcript request. Note: you are NOT emailing the transcript. The
recipient will receive an email and then create a login where he or she can securely download the transcript.

Recipient's Email Address:
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E» Save or Cancel
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