
TRANSCRIPT REQUEST 

1. In Student Administration, click Records and Enrollment > Transcripts > Transcript Request: 
 

 
 
 

2. In Transcript Request, enter the Student ID, and click the Search button to find an existing 
transcript; or click the Add a New Value tab to create a new request. 

 
If you are creating a new request, enter the following information in the Request Header tab: 
a) Institution: PCCD1 
b) Transcript Type: UNOFF 
c) Click the box for Override Service Indicator (this will allow you to view the unofficial transcript 

of a student with any type of hold) 
d) Output Destination: Page 

 
 

 



 
3. In the Request Detail tab, enter the Student ID# and click the Process Request: 

 
 
 

 
 

 


