How To Generate an Unofficial Transcript

From the NavBar:
Records and Enrollment > Transcripts > Request Transcript Report

Click “Add a New Value”

Select the Transcript Type of UNOFF (Unofficial Transcript) from the drop-down menu

Request Attributes

*Institution: CLKSMN Clarkson University
*Transcript Type: LINCFF Unaofficial Transcript
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Click the Transcript Request Detail tab at the top of your screen

Enter the Student ID number of the student for which you wish to generate a transcript (use the + plus
sign to create transcripts for multiple students at once)

Click Process Request to generate the PDF transcript
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When the transcript has been generated, click the “View Report” link to display it on screen. (Pop-up
blockers must be turned off)
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