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How to Upload the ñUnofficial Transcriptò 
 

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: 
/ƭƛŎƪ ƻƴ ǘƘŜ άStudent Recordsέ link. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 4: 
/ƭƛŎƪ ǘƘŜ άAcademic Transcriptέ ƭƛƴƪΦ 
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Step 5: 
[ŜŀǾŜ ά¢ǊŀƴǎŎǊƛǇǘ [ŜǾŜƭκ¢ȅǇŜέ ŀǎ ǘƘŜƛǊ ŘŜŦŀǳƭǘ ǾŀƭǳŜǎΣ ŀƴŘ ŎƭƛŎƪ ǘƘŜ Submit button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 6: 
Highlight all Transcript information. Copy all highlighted transcript information by right-clicking on the 
ƳƻǳǎŜ ŀƴŘ ŎƭƛŎƪƛƴƎ άcopyέΦ 
 

Step 7: 
Open a blank word document. Paste transcript information into word document by right-clicking on the 
ƳƻǳǎŜ ŀƴŘ ŎƭƛŎƪƛƴƎ άpasteέΦ ¢ƘŜ ǘǊŀƴǎŎǊƛǇǘ ƛƴŦƻǊƳŀǘƛƻƴ Ƴŀȅ ƴƻǘ ŀǇǇŜŀǊ ƛƴ ǘƘŜ ǎŀƳŜ ŦƻǊƳŀǘ ŀǎ ǾƛŜǿŜŘ 
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 corneǊΣ ŎƭƛŎƪ άCƛƭŜέ ǘƘŜƴ ά{ŀǾŜ !ǎέΦ Save the transcript to the desktop. 

 
Step 9: 
!ŦǘŜǊ ǎŀǾƛƴƎΣ ǇǊƻŎŜŜŘ ǘƻ ȅƻǳǊ άHire a Bearcatέ ŀŎŎƻǳƴǘ ŀƴŘ log in.  Once logged in, click the 
άDocumentsέ ǘŀō ŀǘ ǘƘŜ ǘƻǇ ƻŦ ǘƘŜ ǇŀƎŜΦ  
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Step 9: 
hƴŎŜ ƻƴ ǘƘŜ άŘƻŎǳƳŜƴǘǎέ ǇŀƎŜΣ ŎƭƛŎƪ ǘƘŜ άAdd Newέ ōǳǘǘƻƴ 
 
 
 
 
 
 

 
 
 
 
 
Step 10: 

�x /ƘŀƴƎŜ ǘƘŜ ά5ƻŎǳƳŜƴǘ ¢ȅǇŜέ ōȅ ŎƭƛŎƪƛƴƎ ƛƴ ǘƘŜ ŎƛǊŎƭŜ ǘƻ ǘƘŜ ƭŜŦǘ ƻŦ άUnofficial TranscriptΦέ 

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

�x Press the Desktop button and then add your document by ���}�µ���o�������o�]���l�]�v�P���}�v���š�Z�������}���µ�u���v�š�[�•��
name.  Your document should appear in the box to the left of the browse button. 

�x In the box ǘƻ ǘƘŜ ǊƛƎƘǘ ƻŦ ǘƘŜ ǿƻǊŘ ά[ŀōŜƭΣέ �š�Ç�‰�����Ç�}�µ�Œ�����}���µ�u���v�š�[�•���v���u�� όŜȄŀƳǇƭŜΥ  άWƻƘƴ 
{ƳƛǘƘΩǎ ¦ƴƻŦŦƛŎƛŀƭ ¢ǊŀƴǎŎǊƛǇǘέύΦ 

�x /ƭƛŎƪ ǘƘŜ ƎǊŜŜƴ ƻǳǘƭƛƴŜŘ άSubmitέ .ǳǘǘƻƴ ƛƴ ǘƘŜ ōƻǘǘƻƳ ƭŜŦǘ ŎƻǊƴŜǊ ƻŦ ǘƘŜ ǇŀƎŜΦ  
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 


