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6.  

 
 

In the Academics section, click the   dropdown box icon and 

select Transcript:  View Unofficial; and then click the  Go icon. 
 
Note:  Advisors may prefer to select Course History as it quickly displays a 
sortable grid of all courses a student has previously taken (including transfer or 
test credit) with units and grade. 

7.  

 
 

On the Advisee Unofficial Transcript page, click the Academic Institution  
dropdown box icon; and then select the correct college or school. 

8.  
Click the Report Type  dropdown box icon; and then select STUDENT 
UNOFFICIAL TRANSCRIPT. 
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9.  Click the view report button. 
 
Note:  Do not press any other buttons or links while processing is taking place.  

10.  

 
 
The Previous Requests page displays on which no action is required. 

11.  

 
 

Unofficial Transcript will pop-up in .pdf file format to view, print or save. 

 End of Procedure. 
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