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Transcript Printing

File Apps Options Favorites Help

Accessing the Transcript Print Screen e @
1. Login to Colleague Web at http://webui.twu.edu
2. Browse to
= AC-Academic Records
= ATR - Transcripts
TRAN — Transcript Print
-OR -
= Use the mnemonic TRAN in the Quick Access tool.

¢ L ST - LIVE
9 [ AC - Academic Records
o= _Jd STR - Student Records

¢ [ ATR - Transcripts

[5) sTaC - student Academic Credits
E_] STAT - Student Acadernic Transcript
E_] TRCL - Transcript Course Listing
E_] GPAT - Acad Credit GPA Totals

Choosi ng a Transcri pt to Print [3) ATRT - Acad Cred Alt Curn Taotals
1. SetUse Grouping Ptr to No 3 TRAN - Transeript Frint
2. Set Verify Prt Restrs to No
3. Use the bottom half of the TRAN screen to choose the desired Transcript.
= Students: Enter individual students whose transcripts you want to print.

Students | 1 |D7E4451 Ms, Maghan D, Foster | :|

4, Afte'r_selectin_g the desired students click Save All.

Submitting the Print Request
1. Choose H Hold/Browse File Output as the Output Device.

Printer Spoaler

] -
2. Click Save All. E Electronic Mail Celivery =
3. On the last screen click Save All again to complete the report il el el B
M MPC Printer Output
requeSt' . . F  Printer Spoaler
4. The processing screen appears showing the current progress of 5  Serial Line Gutput =
the report request. When it completes click the Finish button. T Tape Unit Qutput
W SAValet | 4
55  Stylesheet Printing B

Previewing the Transcripts
1. The report browser appears with the transcript ready to print.
2. Use the toolbar at the top to preview and print the transcript:

. i Exit Browser: Closes the report browser.

. Import File: Saves the report to your computer as a text file.

« S First Page: Jumps to the first page of the report.

« 9 previous Page: Jumps to the previous page of the report.

Ll IE Current Page: Displays the current page number out of the total number of pages.

« 9 Next Page: Jumps to the next page of the report.

D st Page: Jumps to the last page of the report.

7 . . .
= £ Print Local: Prints to your local printers.

F o . . _
. = Print Remote: Prints on the official green-bar paper (Not recommended).

3. Click the Print Local button to print a copy of the roster.
4. Choose either the Default Printer or a specific printer from the list and click OK.
5. Click the Exit Browser button when complete.
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