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TRANSCRIPT REQUESTS - INCOMPLETE

PURPOSE
This screen provides Board users with a view of the transcript requests that are in
an incomplete status.

• GETTING THERE
Click on the Incomplete
tab in the top menu bar.

This screen provides Board users with a view of the transcript requests that are
currently being processed.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .TRANSCRIPT REQUESTS - IN PROGRESS

• GETTING THERE
Click on the In Progress
tab in the top menu bar.
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TRANSCRIPT REQUESTS - COMPLETED

This screen provides Board users with a view of the transcript requests that have
been completed.

• GETTING THERE
Click on the Completed
tab in the top menu bar.
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TRANSCRIPT REQUEST SEARCH OPTIONS

PURPOSE
This screen gives Board users the ability to “search” transcript requests.

• GETTING THERE
Click on the Search
“expand/collapse” button
from the middle menu
bar.

Enter information and/or select as many fields as you wish and click on the Run
Search button, or Select All to search each category.
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PURPOSE
This screen provides Board users with a summary of all applicant Transcript
Requests for their institution.

eTMS SUMMARY REPORT

• GETTING THERE
Click the Reports button.

IMPORTANT FIELDS
The eTMS Summary Report will capture:

Transcript Requests
Total Requests Represents the total number of

applicant transcript requests

To Be Processed/Incomplete/In Progress Represents the total number of
applicant transcript requests that
are awaiting action/in progress

Total Transcript Requests by High School
Total Transcripts Represents the total number of

applicant transcripts received by
high school

BUSINESS RULES
When a request is set to “Transcript Image Sent to OCAS”, the record moves to
“Completed” status and cannot be actioned any further.




