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TRAN – TRANSCRIPT VIEW AND/OR PRINT 
 

Quick Access, type 
“TRAN”  and click “GO” 

 

 
To Look Up a Student Transcript 

Cancel All 

Cancel 

Save All 

Save 

Double Click TRAN 

Verify these default settings: 
 
Trans Grouping: UNOFF 
Use Grouping Ptr: No 
Verify Prt Restrs: No 
Sort Order :By Student 
Add Hierarchy: PREFERRED 
 
 
 
 
Type student name, 
(firstname lastname; or 
lastname,firstname), 
Colleague ID or SSN 
 
CLICK ON “SAVE ALL” 
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You may see 
more than 
one student 
with a similar 
name.  Select 
the student 
from the left 
by typing the 
number in the 
box below 
and hitting 
“ENTER.” 
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If you wish to print a 
formatted version of the 
transcript, leave “P” in 
the Output Device and 
the name of your 
network printer in 
“Printer.”  The name 
listed in example is 
network printer in  the 
general Counseling 
Dept. 
 
Click on “SAVE ALL.” 

OR 
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If you wish to view the 
transcript, or print an 
unformatted version of 
the transcript from your 
local printer, type an 
“H” in the Output 
Device box and click 
on “SAVE ALL” 

Click “Enter,” or click 
on “update.” 



 
 

Do nothing with 
this screen, just 
click on “SAVE 
ALL.” 
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Click on check box to 
close box 
automatically when 
finished.  After 
clicking this box, it will 
automatically close 
each time you request 
a transcript to print to 
the network printer.  
However, each day 
you log on to 
Colleague, you will  
have to check this 
box. 

Your transcript should print at your networked printer.  You can also 
request to print multiple transcripts.  To do this, enter multiple 
student names or ID numbers. 



NCW – Noncourse Work 
 

NCWS – Noncourse Work Summary 
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This screen shows you a 
list of prerequisites that 
have already been 
cleared for the student.  If 
you have cleared a 
prerequisite, you might 
wish to go to this screen 
to be certain the 
clearance was processed. 
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NCRS – Noncourse Work – CLEARING PREREQUISITES 
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Type NCRS in “Quick 
Access” Box, or 
double click on 
NCRS. 

 
 

Type student 
name, Colleague 
ID or SSN.   
 
Hit “enter” or 
Click OK 
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Select student 
by typing the 
number in box 
and hit “enter.”  
In this example, 
the number “1” 
would be typed 
here and then 
hit “enter.” 
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In this example, 
the student already 
has a few 
prerequisite 
clearances 
entered.  
Therefore, type “A” 
to add additional 
clearances. 
 
Hit “enter.” 
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Type the 
prerequisite 
course.  Be sure 
to use a hyphen 
between subject 
and number. 
 
Hit “enter,” or 
click OK. 

This screen requires you to type in defaults for “Grade Scheme,” “Grade,” and “Status”.  You must 
type these same defaults each time you clear a prerequisite for a student. 
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“UG” 

“EQ” 

Click to 
type 
comments 

“A” 



13 
 

 
 

Type 
Comments 
and use 
initials.  Click 
“Save All” to 
return to root 
menu.  At 
that time, the 
prerequisite 
will be 
cleared. 

 



TSUM – Test Summary  
 
This screen will give you information math and English placement recommendations based on 
student test scores.  It will also give you the raw scores for each test. 
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Type TSUM in 
“Quick Access” box 
and click “Go,” or 
double click here. 
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Enter Student 
name, Colleague 
ID or SSN.  Hit 
“enter” or click 
“OK” 

 
 

Placement Tests: 
Recommended Math and 
English placement Score.  
See Chart to determine 
placement level. 
 
 
Raw Scores for APS 
Reading and Writing Test.  
See Total APS English for 
cut raw score. 



  

Find raw scores for 
MDTP by scrolling 
down.  This student 
took MDTP 
Intermediate and Pre-
Calculus tests. 

16 
 

16 
 



DM – Person Demographics 
IASU – High School and College previously attended & transcript received date 
PCIN – Student name, phone and Email 
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Use this screen 
to find out if 
transcripts have 
been received. 

Use this screen 
for student phone 
or email address. 

 
 

Student name, 
Colleague ID or 
SSN.  Hit “enter” 
or click “OK” 
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Transcripts 
received date. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
PCIN – Student name, phone and email. 
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Enter student name, 
Colleague ID or 
SSN.  Hit “enter” or 
click OK. 
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Clearing Unit Overload 
 

 

 

 

 

 

 

 

 

 

Type in STPE or 
double click 
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Student 
Look up 
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Type “A” to add new 
petiton 
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Type YYYYFA, YYYYSP or YYYYSU 

Dates will default.  Alter if necessary 

 

Click “save all” to approve overload.  Note that you cannot approve a 
specific number of units for overload.  Use SARS notes to indicate 
advising with student. 
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Priority Registration Appointment – SREP 
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Student 
Look Up 
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Priority 
Registration 
Date and Time 
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Priority Wait List Look Up 
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Student 
Look Up 
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Courses that a 
student is on a 
Priority Wait List. 
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Student Name, Address & Phone 
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Student Schedule Look Up 

 

Student 
Look up 
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Type in term: 
YYYYFA, SP, 
SU 



 

Schedule of 
classes for 
Fall 2008 
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