Q;CCPS_

Transcripts — Generating & Printing (Post-Secondary)

F@cus

School Software

Transcripts can be generated and printed from for a select subset for inactive and/or active students.
Application:

Reporting Services

To run this report:
From the Reporting Services Home page:
https://report.focus.collierschools.com/reports/browse/

Accessing the Report

Collier District Schools Reporting Services &

Priester, Sheryl

% Favorites [ Browse

Home > Focus » Post Secondary - Post Secondary Transcript
1' CIICk the FOCUS icon. Select Year: Select School: [<select a value> v (View report
2. Select the Post_Secondary folder Select Student: Or Enter Student Id: @nuL
. Include Grade: Program: ENULL
3. Select Post-Secondary Transcript.

Generating the Post-Secondary Transcript

1. The Year field will default to the current school year. Click the drop-down to select the school year
the student was last enrolled.

2. Select the school from the Select School drop- DO NOT PRINT from the PDF viewer. Print from
down. the downloaded file.

3. The Select Student field will default to ALL. Coller District Schools Reporting Services

Note: The drop-down will list active students
currently enrolled at the selected school. You

¥ Favarites O Browse

Post Secondary Transeript

Select Vear:

View Reporl

can select an individual student from the drop- o
down if desired.

4. The Student ID field will default to blank and . =]
Null will be checked. This feature will allow you h‘.!:!;c ) e
to print a single transcript by entering a single Technical Calege )
student ID number or a comma delineated list I N
regardless of enrollment status (active/inactive). e b

To access the Student ID field, Uncheck Null
and enter the student ID.

5. The Include Grade field will default to No.

Select Yes if you would like to include the
posted grade for each course on the transcript.

6. The Program field will default to blank and Null will be checked. This field will allow you to generate

transcripts based on program name entered. To access the Program field, Uncheck Null and enter
the Program Name.

7. Click View Report.
8. The report will generate and display at the

Program Certificate: Nursing Assistant (Long-Term Care) H170602
Program #: H170802
Date Awarded: 10/30/2018

Course Title Seetion
RNOOSOW NURSE AIDE ORDERLY NAY

Start Date

Course #
PRGOS 08/16/2018

Cempletion Date Hours  OCP
10/30/2018 120 A

Cenifying Officia Date:

Collier District Schools Reporting Services

Post Sacondary Transcript

SelectYear:  [2020-2021 -

Select School. Lorenzo Walker Technical :clsge (LR part
bottom of the screen. I R
Include Grade: |No v Program NuLL

Downloading a Transcript:

Pl O @ [ow v

’E‘

1 of 1157 >
H . Lorenzo Walker Technical College |  \yord Y
1. Click the Export icon. LWTGC é) —— \] .
Lorenzo Walker O NAPLES, FL 3410 Excel L
2. Select PDF. Toskuieal Gellegs
3. The save as Wl_ndow will display. T
4. Choose a location, name the document. sewdent ke :
5. Click save.
6. The PDF file will download and appear in the oot once e o — — T 2
bottom left corner of the screen. i -
7. Click on the file to open. . T el
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