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How to Upload the “Unofficial Transcript”

Step 1:

Enter and sign in to your CatPAWS account.

Site Search

Quick Tools ISSOURI ACADEMY i
A-Z Index | ALUMNI & ERIENDS ;
CatPAWS 4 —_— ]
myNorthwest - Apply Now 5
Web Based Mail i - =t 2 ’

eCompanion/eCourse

Directory Search

Changing Passwords

Faculty & Staff Tools

Current Student Tools

Step 2:
After signing in, click on the Student tab at the top of the page.

NORTHWEST .o CatPAWS ‘&

Personal Information Student Financial Aid Employee Directory Housing SOAR Account

search [ |

Main Menu

Welcome,
Last web access on Aug 18, 2009 at 12:08 pm

Personal Information

Update addresses, contact information or marital status
Review name or social security number change information
Change your PIN

Customize your directory profile

Phone authorization and Voice Mail Box

Student

Apply for Admission
Register for Classes and Add/Drop Classes

Financial Aid

Apply for Financial Aid

View financial aid status and eligibility
Accept zward offers

View loan applications
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Step 3:
Click on the “Student Records” link.

Personal Information gttil=i& Financial Aid Employee Directory SOAR
Search [ [

& Student Services & Financial Aid

Admissions

File an zpplication for admisz]
Registration
Check vour registratig
Student Records
View your helds: Display your grades and transcripts; Review charges and payments;View Billing Installments.
Northwest Housing Assignment

Future Housing Assignment

Authorize Release of Information

Indicate with whom Morthwest is authorized to discuss/release your educational recerds such as billing informat

existing spplicaticns, their status, and the status of supporting requ

dd or drop claszes: Select varizble credits, grading modes, or levels: Display |

RELEASE: 7.5.1

Step 4:

Click the “Academic Transcript” link.

NORTHWEST .o CatPAWS ‘&t

Personal Information m Financial Aid 'Employee Directory Itk SOAR JT=oiis
Search [ |

~, Student Records

View Holds

Midterm Grades
Final Grades
Academic Transcript
Select Tax Year

Tax Notification
View Current Installment Info
Account/Payment Center

RELEASE: 7.5.1
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Step 5:

Leave “Transcript Level/Type” as their default values, and click the Submit button.

NORTHWEST .ol CatPAW'S ‘e

Personal Information m Financial Aid Employee Directory Ol Gk SOAR FUoog

Search

Display Transcript - Select Level and Type

Q’:) Select the transcript level and transcript type, then click Display Transcript.

Transcript Level: | o) Levels v

Transcript Type: |web «

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.

Hire A Bearcat

My ile Documents | | And Intermn Calendar

FIND A JOB

Welcome, Brooke R Assel

SHOW ME
ntly no announcements or notifications to Jobs | Qualify For

Announcements

v -
Notifications LAND AN INTERVIEW
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Step 9:

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

Documents { Rezume Builder ‘{ Resource Library\@ Help

'-'-J.' To view PDF files, you may need Adobe Acrobat Reader.

Showing at a time: 1 tem;

Document Title «

ument Type View Last Modified =

Fake Resume 08/21/2005 05:46:00 am

Step 10:

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

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

e 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.

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

e C(Click the green outlined “Submit” Button in the bottom left corner of the page.

Student Document

Label® |

Document Type: (O Resume () Cover Letter (& Unofficial Transcript O Other Documents

Maximum file 2ize: S00kb

File®:

Pleaze =elect your document to upload.

|[Browse... |

Submit }| | X Cancel




