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How to Upload the “Unofficial Transcript” 
 

Step 1:  
Enter and sign in to your CatPAWS account. 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
Step 2: 
After signing in, click on the Student tab at the top of the page. 
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Step 3: 
Click on the “Student Records” link. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 4: 
Click the “Academic Transcript” link. 
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Step 5: 
Leave “Transcript Level/Type” as their default values, and click the Submit button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 6: 
Highlight all Transcript information. Copy all highlighted transcript information by right-clicking on the 
mouse and clicking “copy”. 
 

Step 7: 
Open a blank word document. Paste transcript information into word document by right-clicking on the 
mouse and clicking “paste”. The transcript information may not appear in the same format as viewed 
from CatPaws.  Attempt to make the document look more professional by adjusting margins, changing 
font size, deleting unnecessary spacing, etc.  
 

Step 8: 
In the upper left-hand corner, click “File” then “Save As”. Save the transcript to the desktop. 

 
Step 9: 
After saving, proceed to your “Hire a Bearcat” account and log in.  Once logged in, click the 
“Documents” tab at the top of the page.  
 
 
 
 
 
 
 
 



Page 4 of 4 
 

 
Step 9: 
Once on the “documents” page, click the “Add New” button 
 
 
 
 
 
 

 
 
 
 
 
Step 10: 

 Change the “Document Type” by clicking in the circle to the left of “Unofficial Transcript.” 

 Next, press the Browse button to search for your document. 

 Press the Desktop button and then add your document by double clicking on the document’s 
name.  Your document should appear in the box to the left of the browse button. 

 In the box to the right of the word “Label,” type your document’s name (example:  “John 
Smith’s Unofficial Transcript”). 

 Click the green outlined “Submit” Button in the bottom left corner of the page.  
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 


