Campus Connection User Tutorial

Viewing and Printing Academic Transcripts

1. Log on to the Portal

2. Use the following navigation: Records and Enrollment > Transcripts > Transcript Request

3. Click on Add a New Value

Transcript Request

Enter any information you have\and click Search. Leave fields blank for a list of all values.
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Select Institution: NDSU1

Select Transcript Type. Select UNOF for an unofficial transcript or ADVIS for an academic advising report.

Note: The ADVIS option will include all standard transcript information with an additional section detailing degree audit
requirements and transfer credit.

6. Select Request Detail tab
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7. Enter student ID Number, and click on Process Request. The transcript will appear on the screen.
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8. To obtain a printable view of the transcript, first click the “Print” button. This will prepare the printable PDF file.
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9. Click on the “Report Manager” hyperlink for the status of the transcript.
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10. Periodically click the “Refresh” button. When finished processing, a hyperlink to the transcript files will appear on
this screen.
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11. To access the transcript files, click on the “Details” hyperlink.
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12. Click on the hyperlink with the PDF file extension and the printable transcript will be opened in a new browser
window.

13. If desired, print the transcript through your browser’'s menu bar.
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