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Producing Individual Transcripts

If you need access to this PASS Process Guide in an alternative format, please
contact your School Support Coordinator in the first instance. Thank you

Please note that if you wish to enlarge any screen shots provided you can do so by
pressing Ctrl on keyboard and scrolling in with the mouse.

Version Table
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1. Summary and other guides this links to

This guide will teach the reader how to produce an individual transcript from SITS.

A ‘transcript’, also referred to as a ‘record of academic achievement (RAA),’
documents and certifies a student’s academic profile. This will include the
programme of study, modules taken, marks received, honours conferred. Students
may request a transcript as part of an application package for further education or
employment opportunities, among other reasons.

Transcript requests from current students are sent or forwarded to the PASS team.
Requests from students who have already graduated from Edinburgh Napier
University will be processed by the Student Records via the e-shop for a small fee. If
a graduate is making a transcript request after the start of the next session, then this
must be requested by the student through the Student Records shop.

Transcript requests can be fulfilled at any point throughout the academic year,
except during the period where marks are in the process of being confirmed by the
Programme Assessment Board. These embargo dates on transcript production are
provided in the key dates calendar.

Across the University there are several programmes for which award decisions are
made at the January Boards, and result letters and Diploma Supplements are issued
after the TR1 results publication date. If any of these students with an AWARD
status request a transcript/ RAA before their graduation date this is provided to them
by the PASS teams.
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2. Step-By-Step Instructions
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To produce an individual transcript, two actions are performed. First, the student’s
RAA is pulled out of the SITS database. Second the Edinburgh Napier RAA graphic
is added to the document. The detailed instructions for these two actions are outlined
below. When completed, transcripts are printed on watermarked paper or, if an E-
transcript, saved and emailed as a PDF document.

Step 1 — Pulling Student Transcript Data Out of SITS

I. In SITS, bring up the ‘POG’ screen and type in “NAP” under ‘Code’
and click the green chevron to bring up the report options.
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il. If the individual requesting the transcript is an undergraduate student,
click option 12 (UG Record of Academic Achievement (RAA)). If the
student is a postgraduate student, click option 14 (PG Record of
Academic Achievement (RAA)).
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ii. In the next screen, make sure to fill out the correct Year, Course,
Programme, and SPR code, and to delete the SCE Batch code so it
is left blank. Then click Print Preview at the bottom of the screen.
Once the preview pops up, hit Print at the top of the screen.

iv. Finally, under ‘Select Printer’, click on the Microsoft Print to PDF
option. Once you have it selected, hit Print and then save the PDF
document.
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Step 2 — Adding the Edinburgh Napier RAA Graphic to E-Transcripts
*You must have ADOBE ACROBAT PRO DC (i.e. Acrobat DC 2018)
(Note: you can download and run this program from Apps Anywhere)

I. Save a copy of the E-record of Academic Achievement template for
E-transcripts to your files.

il. Open the RAA document you just pulled from SITS in Adobe
Acrobat Pro DC and click Edit PDF on the left hand side (or under
the tools tab under the file bar).
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iii. Along the ‘Edit PDF’ bar at the top of the screen, you will see an
option called Watermark. Click on it and then select Add
Watermark from the drop down menu.
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iv. On the ‘Add Watermark’ screen under the ‘Source’ section, you will

see an option to select a file; click on the Browse button to the
right. You will be prompted to open a file; select the file you saved
at Step 2a. Next, under the ‘Appearance’ section, untick the Scale
relative to target page box and tick the Appear behind page
button. Leave everything else as it is and click OK at the bottom.

Page 5 of 7 — This PASS Process Guide is designed as an electronic resource
maintained through the PASS Enhancement Group. If printed it is an uncontrolled
version.



Edinburgh Napier‘

UNIVERSITY
Add Watermark x
|}
Saved Settings: gitom-not srved] - Oetete Save Settings... Bage Range Osticnd..
Source Preview

PresewPage [I 12 of 151

OTea
£ Font: | Aral Sce
'
] = = =
@File  [E-Record of Academic Achievemnent template,  Eromse.. e Seakaie “'m_“"“""_‘
Page Number. | g Absolute Scale [V00% S - e W cwmse BT
| Appestance s e
i ot 045 @Meoe 0O OCutem [0° ——— = B
' e
{1\ Ovmcv: § o B LE £ E
- —— - —— e e S e e -
' -
i [scale relative to target page G e - = =
i = e —— e
¥ Location: (®) Appear behnd page O Appear on top of page - — —— - - cue ww
H B3 sms meses—z EiIoz 2Ep 22
i ApptannceOgtions,,
H —
¢ Posttion
Vertical Distance: '0 o inches v from Ceter |v
Horzontal Ditance: |0 v Inches v from Cester |v
Help oK Apply to Mulgle Fdes Cancel
i1 1
| & Open x ]
¢ = T @ Coelrive - [dnburgh Napar Unwersty v e » |
Organze » New tolde - ™ @ ‘
Wk " Yame 2ot Onte mosdud —_
27 Orogbon Amachments o ‘
A Micresoft Tears Onat Fies o -
G @ OnOmve:tdoh 5 sonsbee @ Fnbuagh Narier Unverstygp -
(; v Bl Ths PC b E-Recoed of Acadermt Athevement Tem.. O ]
P 10 Otjects S RAA Prrtt Lest o transcrgt S z-___
I Desitop ) RAATen 4 —
Cocuments -
& Downloads =
D Mus
—
= Putures —
B vedeor -
wesinarses ¥ € i
1 >y
¢ Fie name v AR Supported Formats ("petl.")

Open Concel

V. Once the watermark graphic is in place and everything looks good, go up
to file and save the transcript as a PDF (preferably to OneDrive). After
saving, either print or email the transcript.
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3. Additional Information
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