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SETTING UP BATCH TRANSCRIPT GENERATION

1. In Student Administration, click Records and Enrollment, and then click on
Transcripts:
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2. From the Batch Transcripts menu, select Batch Transcript Generation and click
the Add New Value Tab
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3. Enter a name for the Run Control ID (e.g. Unofficial Transcripts, Official
Transcripts, etc.) and click the Add button
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4. Make a selection from the Transcript Type drop-down menu and click the Save
button
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Now you should be able to go into Transcript Request



