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Faculty/Staff: Default Transcript Type

This tutorial will show you how to set a default transcript type on the User
Defaults page so you will no longer need to choose a Transcript Type on the
Transcript Request page.

This functionality is currently available to only faculty and staff

1. Go to my.pitt.edu and log in using your University username and password.
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2. From the Self Service main page, click the Set Up SACR link.
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b SA Integration Pack Click the Set Up SACR link.
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3. Click the User Defaults link
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4. Click the User Defaults 4 tab

Favorites - Main Menu > SetUp SACR > User Defaults
- -
User Defaults 1 User Defaults 2 User Defaults 3 Enroliment Override Defaults E'
User ID:
v|Carry ID
Output Destination: Page A
Transcript Type: ACREC Q| ACADEMIC RECORD
Flexible Transcript Type: Q
Advisement Report Type Q
SEVIS Default
School Code: Q
Program Number: Q
Printer Name: Explain
&) Save [=] Notify

5. Type ACREC into the Transcript Type field and click the Save button
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- -
User Defaults 1 User Defaults 2 User Defaults 3 Enrollment Override Defaults E‘
User ID:
¥ carry ID
Output Destination: Page M
Transcript Type: I ACREC Q. ACADEMIC RECORD I
Flexible Transcript Type: Q
Advisement Report Type Q
SEVIS Default
School Code: Q
Program Number: Q
Printer Name: Explain
Save [=] Notify




For more instructional information visit the University
Registrar's Office training website
http://registrar.pitt.edu/training.html






