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Report/Query Title: Outstanding eTranscript Requests 

Brief Summary 
View a summary of the outstanding eTranscript requests for your university.  

Instructions 
1. Sign into PeopleSoft. In your available menu options, click “University Reports.” 

 

2. On the following screen, click “Outstanding eTranscript Rqsts.” 

 

 

3. On the following screen you can enter your information directly, or use the prompt to 
search.  

a. Append your university’s USIS code to the existing “08352” in the “Org ID” field. 
For example, 350711 for the University of Ottawa.  
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OR 

b. Click the magnifying glass icon to search. You’ll see a pop-up window displayed. 
You’ll only ever see your own university because of security set-up. Click the 
value under External Org ID (in blue).  
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4. Click “View Results.”  

 

5. You can download the results in various formats, as indicated. Downloading to an Excel 
spreadsheet is probably the most convenient and familiar option, and it will allow you to 
sort the data as you wish. 

 


