HOW TO PRINT OR ATTACH YOUR DEGREE WORKS AUDIT TO YOUR TRANSCRIPT REQUEST

1. Loginin to myCommNet and click on the college link in the Degree Works box (see below)
and it will bring you to your Degree Works Audit.

Home My Student Info My Faculty info My Employee Info My Library Info Special Programs Support and Training College Resources
Home Community Home
Luminis Announcements Access College Email =z Access Banner Self-Service

Access Your Faculty/Staff Email: Outiook Web Access (OWA) Banner Student & Faculty Self-Service:
Launch Outiook Web Access

- Course registration, add/drop classes

Announcements Al v
- Degree requirements
== myCommNet Emergency Alert System - Transcripts
Subject Preview Hide - Accounts/biling
» Financial aid
In order o ensure your myCommNet Alert myCommet| . Course evaluation, and mors!
- FACULTY: Enter grades, check course rosters, etfc.
El Important Message  financial aid . Emergency notifications to students, staff, and | ALERT g
for 2018-2019 Financial e faculty Banner Student & Faculty Selt-Service FAQs
Hide . "
Ald Students Selected Contact can be via text, cellhome phone, and email
e e Delivery Date: July 2 . Click the link to keep your emergency contact information up-to-
for Verification e ! date. (Note: myCommNet Alert updates do not update persenal -
2018 information in Banner Seff-Service. £= Access Your Blackboard Courses
All students interested
o Blackboard
in receiving
[} NCCC Important- Hid « Course syllabi, lectures, homeworlk, etc.
B ide A " n
Summer Financial Aid - Bb opens in a new tab or window
— , - Close myCommNet windov to avoid time-out
Delivery Date: May
messages
2018 - Click Support & Training tab for Bb resources
Show Hidden Blackboard FAQs
Access Degree Works Textbook Search

i Capital CC Textbook Search
‘Degree\Vorks Searsh Gapas Bosksors oo
ADVISE. PLAN. GRADUATE ::g:g:jrrsh;:lena\s required or recommended for

Choase College

« Nor n CT Community College

2. Inthe header of your Degree Works Audit, click the “Save as PDF” button. Once the box
opens, you can choose to Print the Audit or Save it as a PDF. In order to attach it to your
transcript request, select “Save” and save the file preferably using your first and last name
(ex. SmithSally.pdf).
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3. After you save the file, close the Degree Works Audit tab and click back on the
myCommNet tab.
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4. Click on the Banner Self Service icon
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8. On the next screen click on “Access the Transcript Ordering Site”
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Home = Student Records > Transcripts > Request Official Transcpfit

REQUEST YOUR OFFICIAL TRANSCRIPT

The Connecticut Community Colleg€s have authorized Parchment Inc. to act as an agent for providing official transcripts. You can request your
transcript to be sent to a Collegegdniversity or other destination of your choice. Use the link below to navigate to the Farchment Inc. website, You
1y el e ice help desk at your college if you encounter any issues while requesting your transcript.

Access the Transcript Ordering Site

9. This will bring you to the transcript ordering page.

Type in the name of the college you wish to send the transcript and audit to and click the “Search”
button. On the next page, click the “Choose File” button and Select the PDF of your Audit that you saved
in step 2. Then Choose “Other” from the dgcument type drop down menu and click “Continue.” Review

your order and submit.
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Note: Email Providers use filtering systems to reduce spam. Sometimes, they accidentally filter the email that you want them to
receive. To make sure that your document emails are not filtered into "junk” or "bulk” folders, please verify that the recipient can
receive email from Parchment (parchment.com)
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