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Job Aid

Printing Batch Unofficial Transcripts

On occasion, you may need to print unofficial transcripts for several students at one time. The Batch Transcripts
process allows you to upload a text file containing your student ids and to generate a PDF containing the
unofficial transcripts for the selected students. You can then print the PDF file or save it for later use.

These instructions will guide you through the steps to print unofficial transcripts for several students.

Creating the Upload File

1. To begin, you must create a CSV file that contains the desired student ids (CSUB IDs). You can create this
file from query results, by typing in the information, or by copying and pasting the information in. To begin,

e Open Microsoft Excel }(_\l

2. In Column A, enter the desired student ids. Alternatively, you can copy and paste in the student ids. If you
are working with query results, make sure the student ids are in the first column and delete any
unnecessary columns and rows, such as the column headers and row count.

-

| H9-o-3 |: Bookl - Microsoft Excel — [=] G
Hon Inse Page Forr Dat: Revi View Dew CFS Add Acre 2 0 = = =
Al - Al 111111 -
A | B C D E F
1 | 111111 .
2 2222222 i i
3 3333 Enter student ids in Col A [
4 44444
5 5555555
6

3. You will need to format the student ids, so A | B C D E F Gl
that zeroes are in front of student ids that are 111111 _
less than 9 numbers in length. For example, 2222222 T o
111111 should show as 000111111. 3333 Click the A to highlight
44444 the column
To format the data, 5555555 :

e Highlight Column A by clicking the A

4 » b | Sheetl /Sheet? Sheet3 /437 [[9 i »

4. Click the Format button in the Cells group.

(E]] b = - A= Book] - Microsoft Excel = m i
Heme  Insert  Pagelayout  Formalas  Dats Review  View  Dewloper  CFS Adddns  Acrobat Cells group I 2@ =8 &
_.'_\I o Calibri AN || #- S wivap Tem General - bi:l 2 . ”. L ‘}f o)

“a Copy » @) Fil v
Sort& Find &
Filter = Select =

Editing

- . B I U He H-A. EE W RE GAMegedceters § - % o+ % M Condional Formatas el Insert  Delele
Formsat Painter Formatting = Table = Styles =

Clipboard - Forit - Alignment . Number 0 Styles

Paste
> 2 Cleae =
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Select Format Cells... from the menu

Cell Size
(| Row Height...

™ column width...

Default wichth...
WVisibility

Hide & Wnhide
Organize Sheets

Rename Sheet

Tab Color
Protection
&g Protect Sheet...

Lock Cell

AutoFit Row Height

AutoFit Column Width

MMowve or Copy Sheet...

=  Format cells...

>

On the Format Cells screen, select Custom

Format Cells

Number | Alignment |

Font | Border Fill Protection

Category:

-
Number
Currency
Accounting
Date
Time
Percentage
Fraction
Scientific
Text

&

Sample
111111

General format cells have no specific number it

After selecting Custom, the Type: box will
contain some information, such as General.
You will need to:,

e Delete the information in the Type:
box. For example, delete the word,
General.

Number
Currency
Accounting
Date

Format Cells et
Humber | Alignment |  Font Border Fil | Protection |
Category:
General Sample

Delete I

111111

Time
Percentage

Fraction

In the Type box, enter 000000000 and click
OK

Humber | Abgnment |  Font

| sorder Fil | erotecion |

[General =

sample

000111111

Agcounting pe:
P

Type 9 zeroes
and click OK

#, #5000
#, 20 );(#,#0)
# ##0_);[Red)#,##0)
|2 #0.00_ 0%, #70.00)
#,##0.00_);[Red)(#,#0.00)
|$#,##0_);(4#,##0) |
|$#,#50_Yi[Red)($#,#50) ) |

Type the number farmat code, using ane of the @asting codes a5 a Starting point.
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0. Column A should show the student ids with (4 A B | ¢ | »p | £ | I
. Ly -
leading zeroes, such that each student id is 9 1 000111111
numbers long. 5 002222222
3000003333 . | Leading 0's were added
4 000044444 to make the student ids
5 005555555 9 digits long.
| |
=
8
g -
M 4 » | Sheetl /Sheet2 Sheet3 |4 ] 1
10. | You will need to save the file as a .CSV. To ¥ @ 2- -0  Bookl - Microsoft Exce _ o
begln' File Hom | Inser| Page| Forn | Data| Revil| View| Deve| CFS | Add | Acro| & @ = &
Click the File tab
. IC e Flie ta i save .
Information about Bookl $
e Click Save As =
4] Save as Adobe PDF Permissions
5 Open g} Anyone can open, copy, and change:
any part of this workbook.
[ Close Protect
Workbook -
—
Recent Prepare for Sharing
Before sharing this file, be aware th,
11. | Inthe File name: box, give your file a - -
meaningful name, such as batchtranscripts. * Documents lib... , :
% Favorites 1 Includes: 2 locations R N
B Desktop 3 : - -
% Obwnioaas Narm n,.(IE_
Zs Recent Places . Adobe 573
I Adobe 11/,
i Libraries L. Adobe Captivate Cached Projects 372
‘- Documents | Adobe elearning Suite 2 5735
% Localhost - il B
Save as type: iE:oc-i Workbook (':(Itx) -
Authors: Tammara Sherman Tags: Add a tag
Save Thumbnail
In the Save as Type box,
12. yp File name:  batchtranscripts ¥
e Click the down arrow and Sove s e e Workook s Clck s &)
po—
° C'le the option, CSsv (Comma Authors: Tammara Sherman Tags: Add atag
delimited) (*.csv)
Excel Macro-Enabled Workbook (*.xlsm)
Excel Binary Workbook (*.xisb)
Excel 97-2002 Workbook (%.xls)
XKML Data (fsamlil)
Single File Web Page (*.mht*mhtmli)
Web Page (*.htrm;=.html)
Excel Template (.t
Excel PMacro-Enabled Template (fxltmd
Excel 97-20032 Template (S.xIt)
Text (Tab delimited) (*.txt)
Unicode Text (. txt)
XML Spreadsheet 2003 C.amil)
i 153
SV Comma delil:lited) .cswvd s
Text (Macintosh) (.t
Text (MS-DOS) (.
CSW (Macintosh) (*.c ’]
CSW (MS-DOS) (".csy
DIF (Data Interchan(\Format} (*.dif)
SYLK (Symet—timt i —rnay
Excel A Click I
Excel 97 - - _
PDF (*.pdf)
XPS Document (. xps)
OpenDocument Spreadsheet (.ods)
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13. | » Navigate to your destination folder, such Organize = New folder =@
as My Documents or Desktop <L Documents lib... .y, rolder -
° C“Ck Save. 2 Libraries ] ’ Dat 2
" Documents | Adobe 5,
I Public Documents 1. Mavigate to desired folder ] T
S Localhost 2. Click Save 53 -
o Music »
File name: batchtranscripte.cav -
Save a5 type: [CSY (Comma delimited) (“csv) -
Authors: Tammara Sherman Tags: Add a tag
= Hide Folders Tools [bave sl | Ca.ncel. '
14. | Microsoft Excel will generate several messages that will require a response. Do not worry. This behavior is

normal for Excel, when working with text files. When the “The selected file type does support workbooks....”

Microsoft Excel

4 ! | «Tosave only the active sheet, click OK.

g

=

The selected file type does not support workbooks that contain multiple sheets.

» To save all sheets, save them individually using a different file name for each, or choose a file type that supports multiple sheets.

) e ]

([ 0K

15.

When the “xxxx.csv contain features that are not compatible...” warning message appears, click Yes.

Microsoft Excel

L]

= To see what might be lost, click Help.

Book2.csv may contain features that are not compatible with CSV (Comma delimited). Do you want to keep the workbook in this format?

= To keep this format, which leaves out any incompatible features, click Yes.
= To preserve the features, click No. Then save a copy in the latest Excel format.

=X

[ Yes ] i Mo

| [oen ]

16. | In this step, you will close Microsoft Excel.

When you do so. Microsoft Excel will require
you to re-save the file. To close Microsoft

Excel,
¢ Click File
e Click Exit

batchtranscripts.csv - Microsoft Excel

= =

Formi| Data | Revie'| View | Devel | CFS | Add-1| Acrot| » @ = @&

& |

3]| = -
Home Insert Page
= save

Information about batchtransc...
Save As

C\Users\tsherman\Documents\batchtranscripts.csv
Save as Adobe PDF

ol

5 Open .
@ Permissions
= -
= Close I 1;? Anyone can open, copy, and change
Protect S pererE etk
nfo
— Workbook ~
Recent
New _ Prepare for Sharing
L ?," Before sharing this file, be aware that
Print Check for it contains: ! )
Tssues - Document properties, printer
Save & Send path and author's name
Content that cannot be checked
Help for accessibility issues because
of the current file type
21 Options

Versions
A Thara arg
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17. | When the “Do you want to save the changes ...” message appears, click Save.

Microsoft Excel @

Do you want to save the changes you made to 'Book2.csv'?

([ Save )l Don't Save ] [ Cancel ]

18. | On the Save As screen, click Save. Organize = New folder
W Domlons °  Documents lib... ,

& Recent Places Includes 2 locations

m

Name Dat
-l Libranies

“ Documents L. Adobe
I My Documents (T
K Public Documents 1. Navigate to desired folder F<s
% Locathost 2. Click Save
4 Music

File name:  batchtrangcripts.csv
Save as type: | CSV (Comma delimited) (".csv)

thore Tammara Sherman Tags: Add a tag

= Hide Folders Tools v (|  Save | Cancel

-

19. | On the Confirm Save As screen, click Yes. Confirm Save As

! Book2.csv already exists.
“%5 Do you want to replace it?

20. | When the “xxxx.csv contain features that are not compatible...” warning message appears, click Yes.

=5

Book2.csv may contain features that are not compatible with CSV (Comma delimited). Do you want to keep the workbook in this format?

Microsoft Excel

'0 = To keep this format, which leaves out any incompatible features, click Yes.
— = To preserve the features, click No. Then save a copy in the latest Excel format.

= To see what might be lost, click Help.

[ Yes ]I No ]l Help ]

21. | Caution:
Do not open your file to see if the changes were saved. Trust that they saved correctly. You will have

an opportunity to view the file contents later in step 33.

Generating the PDF File

22. | Now that the upload file is prepared. You can return to myCSUB and navigate to Process Transcripts:

Records and Enrollment > Transcripts > Batch Transcripts > Process Transcripts>

Copyright 2012. All Rights Reserved. Page 5
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23. | Onthe Process Transcripts page, click Add a Process Transcripts
New Value ) _ .
Enter any information you have and click Search. Le
Find an Existing Value | Adda New Value
1 imit tha nimber of reciilbe ta fom ta 2000 200
24. e In thq Run Control ID box, erjter a name BT Add a New Value
for this process, such as Xscripts.
. Add —
e Click 4| Gun Control ID: |xscripts )
Add |
25. | Onthe Process Transcripts page, enter the _
following: “Academic Institution: Cal State Univ, Bakersfield A
e In Academic Institution, select Cal “Transcript Type: Unofficial Transcript v
State Un'v'_' Bakersfield o Process Action Request, Generate and Print v
e InTranscript Type, select Unofficial
Transcript
e In Process Action, select Request,
Generate and Print
26. | Inthe Popu!atlon Sele_ctlon section, check Population Selection
the Population Selection box.
gPopulation Selection
27 In the Selectlon TOOI, Population Selection
S I E IFI ¥ Population Sslaction
. elect External File ) ) ( ; )
Selection Tool: External File -
e Click Upload File Attached Fle: peaarie )
File Mapping: Q
28. | On the File Attachment window, click the File Attachment
Browse button.
f Browse..
Upload | Cancel |
29. | When the File Upload screen appears, Oraamze = Mew foider =r Ll &
e Browse to the appropriate folder i My ocumens ATeERDR Tolder ™ | Gonosi
e Click the file you saved in step 11 s e (- | i
L Click Open e (e ag0z212
e
5 Locathost = cLeamingSuite_2_Content WWEDF,.cxe | 5
< Music elearmingSuite_2_ WWEDFLT:
5. Pictures = eleamingSuite_2_WWEDF Lexe
B videos L] Futwre Enrallments Ly Class b Countaxk _
Co D o
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30. | On the File Attachment screen, click the File Attachment
Upload button.
C:\Users\tsherman\Documents\batchtranscripts.cs
(Upload ) Cancel |
31 | In the File Mapping box,
. . Population Selection
e Click the Search icon
Selection Tool: External File M
Attached File: batchiranscripts.csv iUpload File
File Mapping: ‘ @
32. | Inthe Search Results, click the TRNSCR, Search Results
COMMA DEL, NO HEADER link
ggg Name
TRNSCR. COMMA DEL. HEADER:
@RNSCR. COMMA DEL. NO HEADER)
33. | To view the contents of the file and make sure
. | ¥/ Population Selection
that your changes saved correctly, click the ey o -
Preview Selection Results link. | nmschea ie: betchanscipiscov Fiel| _Deetefie | _ viewFie
| Eile Mapping: TRNSCR, COMMA DEL, NO HEADER &) (m
34. | The Preview Selection Results page Preview Selection Result:
appears. The student ids should appear with B
the leading zeroes. If not, you will need to re- LRSI
open Microsoft Excel and repeat the steps to
format the student ids. i UGS
2 000000456
3 000000789
Otherwise, click &l. 4 000001011
35. | Onthe Process Transcripts page, click Process Transcripts
Run Run Control ID: Xscnpts Heport Manager  Precess Monitor @
*Academic Institution: Cal State Univ, Bakersfield -
“Transcript Type: Unofficial Transcript -
Process Action Reques!, Generate and Print -
36. | Onthe Process Scheduler Request page, Process Scheduler Request
click ﬂ UserID: HCMO_ 00000 Run Control ID: Xscripts
Server Name; - Run Date; 0327/2012 W
Recurrence: - Run Time: 1206 48FM __ Resetto Current Date/Time |
Time Zone: Q
Process List
Select Description Protess Name Progess Type Type ‘Formal | Distribution
o Process transcripts SSR_TSRPT XML Publisher Web = PDF = Distribuicn
Cancel
37. | Onthe Process Transcripts page, click the

Process Monitor link.

Process Instance: 498246
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38. | Onthe Process List, ————————
User 1D; HCMB_DIODOEC, Type: v Llast - 1 Days -
e Click M until the Run Status Lniig ) sl w©
says Success and the Distribution Statu: st S

Process List

Select InFlance Sed. Process Tioe

Status says Posted.
e Click the Go back to Process
Transcripts link

39. | Onthe Process Transcripts page, click
Report Manager

Process Monitor _i...Run

Process Instance:498246

40. | Onthe List page, Ust | Explorsr | Adminisiation | Archives

View Reports For

e Click the link in the Report column

032712
12:10PM

41. | The next page appears. In the File List,

Datetime Created
0312112012 12:10:18.683066PM POT

e Click the link in the Name column, i. L e Size (bytes
e. SSR_TSRPT.pdf SR TSRPT 5093

42. | The PDF report will open in a new window or tab, so be sure your pop-up blockers are disabled. The PDF
file contains the transcripts for the selected students. You can either print the file or save it.

Unofficial Undergraduate Transcript

Name: Student ID: Print Date: 0302772012
SSN: Birthdate:
Academic Program History Winter 2010
Program: UGRD - Baccalaureate Course Description Eamed Grade
Major: Business Administraton CHEM 101 Preparaton for College Chemis 4.00 00l D 00 E
ENGL 110 Wriing and Research 500 500 B- 135
Transfer Credits Accepted by Institution GST 1654 CAMF Career Development | 200 200 B &0
Transfer Credit from Bakersfield College SOC 120  Crit Thinking & Social Prob 5.00 500 B 135
Applied Toward UGRD - Baccalaureate Program Good Standing
Summer 2010 Term Stats GPA: 275 Eamed: 1200 QuHms: 1200 Qpts: 33.00
Course Description Afterpted Eamed Grage EET csUB GPA: 270 Eamed: 2500 QurHrs: 2200  Qps: 50,50
FOLE  Bi A G: Matonal, StatelLocal 4.50 450 B Transfer ~GFA: 250 Eamed: 000 QtrHrs: 900  Qpis: 2250
HIST B17A  History ofthe US. 450 450 C Overall  GPA: 264 Eamed: 3400 QurHrs: 3100  Qpts: 8200

Term S GPA_ Spring 2010
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