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Helpful Hints to Successful Sending
Electronic Transcript Exchange 2013
These hints are meant to help create a seamless entrance into post-secondary education for your students!
FINAL TRANSCRIPTS FOR GRADUATED SENIORS 2013 should include the following:  
_________
Graduation Date

_________
FINAL (indicate when uploading in counselor center)

_________
Unweighted GPA 
__________
Class Rank


The following items are RECOMMENDED but not required:

__________
 EOI testing information

__________
 Immunization information

Additional information:

__________
For students that have NOT graduated the colleges have asked that future 

     


graduation date NOT be included.  

__________
When uploading in counselor center only chose “Current” or “End of Term”


  “FINAL” is reserved for only those students that have graduated.  

_________
When the word FINAL and Graduation Date are provided on a transcript that is 


 

the essential indicator that the student has met all requirements set forth 




by State Department of Education.  

_________
A helpful inclusion is Graduation Plan being indicated by wording of:  College 




Preparatory (as established by ACE Curriculum)

EXPORT INSTRUCTIONS FROM MAS ISIS

1.  Go to I-SIS and log on as you normally do. 

2. Make sure you are in the year 2013.
3. Site Tools
4. Tools.
5. XAP TRANSCRIPT XPORT.
6. Select Students.  Under Column Headers:   Make sure enrolled are all checked.  For the first file we are going to filter for Grade 12.  Click Done.
7. Under Transcript Report Option:  Choose the transcript set up for college bound students.
8. Then Browse.  You are going to Browse for those Folders you created in Step 1.  Look in Local Disc: C.  Find folder named Class of 2013 since we choose Seniors first.  Choose that Folder.
9. On the line that says XapExport.txt.  Click on it and after the word Export.  Add the numbers 2013.  It should read XapExport2013.txt.
10. Click on EXPORT.  
You will repeat these steps for Class of 2014, 2015, 2016.  Filter for the grades that you are uploading.  Choose the file that goes with that grade.  Step 9 instead of 2013 you will put year that it pertains to. 
Upload once a month and then the up to date transcripts will always be ready for you in Counselor Center.  
Minimize MAS-ISIS and go online.  

COUNSELOR CENTER UPLOAD






1. Go to counselor.xap.com on the address line and clicked go. I would save this to your favorites.  
2. Login:  Always select your school name account and then click on the go button.  If you forget your password, then type in your user name or your first and last name, then click on “I forgot my password.”  They will ask you to type in your email address.  Xap support will automatically send it to you in real time. 
TO UPLOAD:  Choose Quicklink 5:  Current term is before 1st semester.                                                                                                                                                                      




   End of term is AFTER 1st semester.                                                                                                                                                                 



           ***FINAL IS RESERVED FOR ONLY GRADUATED SENIORS
3. Browse Go to C: Drive and find Class of 2013.  Press OK.  xapexport2013.txt will appear.  Click on open.  

4. Upload (Watch the magic occur).  This is same document you found earlier and uploaded transcripts too.

5. Look back at Quicklinks.  Click on Send or View Transcript.  If you have more than 100 you need to select the larger amount at top so you can view all students uploaded.    You may view by clicking on icon that looks like a printer.  You will be viewing a condensed version.  Choose a student or a group of students that you are sending to a specific institution.  
6. Click next.  Choose institutions. Click Next.
7. Press Finish!
Yes it was that easy.  You can look on what date college, career tech or Oklahoma’s Promise received Quicklink #3 or #4 .  That will be in your records forever under quick link Transcripts Released/College.  

From counselor center you can go back and send any student that walks in and needs their transcript sent across the state.  THIS TRANSCRIPT IS OFFICIAL!
5 Quicklinks have been created for you:
1.  History of ___________:  Documents last time new transcripts have been added

2. Send or View Transcripts:  

SEND:  this is where you send the transcripts to colleges etc… 

View:   by clicking on the small icon that looks like a printer you can check the transcripts before they are sent out.  

3. Transcripts Released/College:  Listing by colleges sent you can quickly see who you sent to which school.

4. Transcripts Released/Student:  Lists the student name and what schools they have been sent too. Quicklinks 4 & 5 is where you receive verification that your transcripts have been sent and downloaded by the school.  

5.  Upload Transcripts:  This is where you upload new transcripts to be sent out.  

FINAL TRANSCRIPTS FOR GRADUATED SENIORS:
MAS Instructions/Check List for setting up FINAL Electronic Transcript for Class of 2013 


Under TRANSCRIPT REPORT OPTION 
*On Right be sure Achievement Code is selected for SDE mastery statement to appear.
*Once the student has graduated then drag it over to XAP transcript or the transcript you use for uploading transcript electronically.  (Strongly recommended to have transcript specifically created for electronic transcripts named XAP Transcript.)
*Be sure that you are using the MARK option for letter grades on electronic transcript.
*Be sure that the actual graduation date is correct.
*Class Rank is correct.
*GPA Calculation is correct. 

When you upload be sure you chose FINAL for graduated seniors only!

For Students that have NOT Graduated:
Be sure that Graduation Date is Unchecked in XAP Report Option
Do Not Include Achievement Code
When Uploading only chose “Current” or “End of Term”


TROUBLESHOOTING ISSUES
GPA calculation issues:  
Site Tools

GPA calculation

Select class

Run Process

Save
To Change to Alpha From Numeric:

Set up Information


Site Set Up


Transcript Report Options


2 different section


Choose correct site


Choose correct transcript type


On right Mark Option.


Mark.  


Choose Mark.


Save

Class Rank Not Appearing:  

They need to validate that the gpa calculation is attached to the transcript report option by going to setup information/site setup/transcript report options.  Click the + to the left of the transcript report option and then click on the GPA calculation tab.  If it is not listed there they will drag it from the right to the left.  If it is there then they need to make sure they run the gpa calculation and save.  To do this they will go to site tools/tools/gpa calculation.  Select students filter for a grade level and is enrolled equals checked.  Click on done.  Choose the gpa calculation like Senior Non-Weighted and run the process.  Once the process has ran they need to click on save gpa calculation in the bottom right corner.

No grades on transcript:

If the grades or classes are not appearing on the transcript then validate the graduation requirement code and make sure it is attached to the graduation plan.  Finally check to see if a  student has a recorded grade.

If all that is in place you may want to check immunization.  If the date is entered in incorrectly grades will be affected.  Common error the immunization as 2095 instead of 1995.

 

Class rank area appears as Sr. Rank for GPA:
Go to the designation line and change it to senior GPA.  
MAS I-SIS Graduation date not appearing for FINAL transcripts:  

From the I-SIS Main Form/Site Tools Ribbon Page/Tools Menu/Update Graduation

Filter graduated students only in Select Students.

Select Graduation Date from the drop down calendar.

Click Actual radio button.

Click Update graduation dates to post actual graduation date to selected students.  

ACT scores not appearing:
When ACT scores are not appearing on transcript:
Set up information
Site Set up
Transcript Report Option
Select the Year 
Select the XAP transcript that has been created 
Click the + sign to the left of XAP transcript
Then click assessments
Then select ACT in the drop down box and Selected for reporting to the right
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