THE UNIVERSITY OF HONG KONG

How to view Student Copy of Academic Transcript in SIS
(for full-time students under the 4-year undergraduate

curriculum only, excluding exchange/visiting students)

How to View the Transcript (Student Copy)
Login to HKU Portal. You will be directed to the SIS
Main Menu. Go to SIS Menu > Academic Records

> Transcript (Student Copy).

[ 515 Menu
[ Self Services

= Student Center
= Eeqguest Temporany Adviser
= Change Contact Information
[= Enroliment
= Declare Major/Minor'Special.
= Declare AAP Course Component
= Course Information
= Course Effectivensss Profile
= Enmpliment Add Classes
= Enroliment Drop Classes
= Enroliment Siatus
= Common Core Enrollment Status
= My Weeldy Scheduie
= My Course History
= (Class Timetabie
= Examinations Timetable
[» Academic Records
= View My Grades

= Transcrpt {Student Copy)

2. How to Print/Save the Transcript (Student Copy)
Step 1. Click the “-“ button to minimize the SIS Menu.
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= Class Timetable
- Examinations Timetable
[> Academic Records
= View My Grades
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Step 2. (Depending on the browser you use. Points (a)-

(c) below are the supported browsers.)

(a)For Internet Explorer

(i) Click the “Tools” icon > “Compatibility View
settings” > add hku.hk if it has not been added.

File r
Zoom (100%) k
Safety 2

Add site to Start menu

View downloads Ctrl+]
Manage add-ons

F12 Developer Tools

Go to pinned sites

Compatibility View settings

(Compatibility View Se

h Change Compatibility View Settings

e

Add this website:

Websites you've added to Compatibility View:

12
o
o

Bemove

Print 4

|| Display intranet sites in Compatibility View
[¥] Use Microsoft compatibility lists

Learn more by reading the Internet Explorer privacy statement

Close

(ii) Click on anywhere within the transcript content. (This
enables the browser to recognize the selected frame of
webpage to be printed.)

(iii) Press the @l key on your keyboard. The browser’s
menu bar will be shown on top.

m Edit View Favorites Tools

(iv) If you want to remove any headers/footers from the

page, click “File” > “Page setup” > select “Empty” for
those header/footer options as necessary > click “OK”.
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m Edt View Favortes Tools

Mew tab
Duplicate tab
Mew window
Mew session
Open...

Edit with Motepad
Save

Save as..,

Close tab

Ctrl+T
Ctri+ K
Ctrl+ M

Ctrl+Q

Ctrl+5
Chrl+W

EL——————————
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Paper Options Margins (inches)

Page Size: Lefi: 075

|44 x| Bt o7

@ Portrait () Landscape Top: 075

[ Prirt Background Colors and Images Bottom: 575

[¥] Enable Shrink4o-Fit

Headers and Footers

Header: Footer:

[Title ~| [uRL v
|Emety- v] [t 5]

[ Page H of total pages

V] [ Date in short format

(v) To print/save the Transcript (Student Copy), click “File”
> “Print preview”.

E Edit VMiew Favorntes Tools
Mew tab Ctrl+T
Duplicate tab Ctri+K
MNew window Ctrl+MN
Mew session
Open.. Ctrl+ 0O
Edit with Motepad
Save
Save as. Ctel+5
Close tab Ctrl+W
Page setup...

Print... Ctrl+P

(vi) Select “Only the selected frame” to be printed.
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(vii) By clicking the “Print Document” icon,

S
@a@o e O
RN vt Document car-7) [

you can either:

¢ print the page by selecting the designated printer; or

e save the page as PDF file by selecting the “PDF
Printer” (if any). If you do not have any “PDF Printer”
on your personal computer, you can use the
computers (installed with the PDF-XChange software)
in the PC laboratories of Information Technology

Services or your faculty.

(b) For Firefox
(i) Pressthe @I key on your keyboard. The browser’s
menu bar will be shown on top. Click “File” > “Print

Preview”.
File| Edit View History Bookmarks

MNew Tab Ctrl+T
MNew Window Ctrl+ N
Mew Private Window  Ctrl+Shift+P
Open File... Ctrl+ 0
Save Page As... Ctrl+5
Email Link...
Page Setup...

(ii) If you want to remove any headers/footers from
the page, click “Page Setup” > “Margins &
Header/Footer” tab > select “blank” for those
header/footer options as necessary > click “OK”.

9| Transcript (Sh}&entmhlozilla_
Print.. || PageSetup.. [’ Page: # = 1 of 1 =

Page Setup

Format & Optfo;ﬁ gargins & Head@

Margins (millimeters)
Top: 12?
Left: : . Bight:
BE |4 127
Bottcrm:l - 12? ------
Headers & Footers
| Title ~| [~blank- ~| [uRL -
Left: Center: Right:

lPage#of# 'l [——blank-— 'l [Datele'me 'l

[ ok || cancel |

(iii) Click “Close” to close the print preview.
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(iv) Right-click on anywhere within the transcript content > (c) For Safari Printer: | Officejet Pro 8600 &)
click “This Frame” > “Print Frame”. (i) Click on anywhere within the transcript content. Presets: | Default Settings 5]
_ (This enables the browser to recognize the selected Copies: [1_|[] [ Two-Sided
' € 2 ¢ W | frame of webpage to be printed.) sl Al 3)
(ii) Pressthe key on your keyboard. The browser’s
S P A o . H " 4 “ H
AR S menu bar will be shown on top. Click “File” > “Print
Save Page to Pocket " = =
Preview”. =5,
wsemr Backipaund kage Fﬁe Edit View History Bookmarks =
Select All I i - TN
ew Window tri+
3 Show Only This Frame
| 0 r i New Tab Mew Tab Ctrl+T
- PEN Frame in New [a
Yiew Fage Source . . Open File... Ctrl+0
View Page Info Open Frame in New Window _
: Open Location.. Ctri+L
Inspect Element () Rloadfame ]
» Close Window Ctrl+W
Bookmark This Frame —
Close Tab [ ]
Save Frame As...
Save As... Ctrl+5 PDF v'\ | Show Details | | Cancel | | Print |
Printer: | Officejet Pro 8600 A H
= Mail Link to This Page  Ctrl+Shift+] ’ : =
Wiew Frame Source Presets: | Default Settings =
View Frame Info Import Bockmarks... Copies: f:] [ Two-Sided
- Export Bookmarks... Pages: @Al .
You can either: . (_)From: |1 to: |1
’ Page Setup... Ctrl+Shift+P Paper Size: |_US Letter :_| 8.50 by 11.00 inches
e print the page by selecting the designated printer; or = ’7 i :
. . Orientation: Tz‘ Scale: | 100 %
¢ save the page as PDF file by selecting the “PDF —
H ” (s “« . ” | Safari =
Printer” (if any). If you do not have any “PDF Printer (iii) If you want to remove the headers and footers - )
) P . s Print backgrounds
on your pers.onalllcodmp.u;err,‘ yC;LIJDIC:a;CL:]se the f from the page, click the “Print this page” icon > [ Print headers and footers |
Fomputers (insta e. with the .- ange software) “Show Details” button > uncheck the “Print
in the PC laboratories of Information Technology headers and footers” checkbox. - o
Services or your faculty. | Cancel | | Print |
[£9 Preview of Transcript (Student GDE!! 52 page ) ) o . )
- = e : i (iv) By clicking the “Print” button, you can either:
gl - r . . .
o - {1 {3 e print the page by selecting the designated printer; or
%v?-“' 1 8 Ta s P page by g gnated p or
e _— e save the page as PDF file by selecting the “PDF
Hrint this page i . "o " . Y
Printer” (if any). If you do not have any “PDF Printer

on your personal computer, you can use the
computers (installed with the PDF-XChange software)
in the PC laboratories of Information Technology
Services or your faculty.
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Remarks:

(i) If you have any on-hold items, you are not allowed to
access the Transcript (Student Copy). The on-hold items
(if any) would be shown under the Holds section (right-
hand side of the “Student Center” page).

De-Reg due to non- 5 o545 09
payment

Currency used is Hong Kong
Dollar.

details b

After accessing the Transcript (Student Copy), the
following message will be shown.

You have on-hold item(s) and are restricted to access the Student Copy of
Transcript. For details, please follow the navigation path below:

SIS Menu => Self Service => Student Centre => “Holds” section (on top
right hand side of the page)

(ii) If you are not eligible to view the Transcript (Student
Copy), the message “No matching values were found”
will be shown.

Transcript { Student Copy)
Enfer any information you have and dick Bearch. Leave flelds blank for a list of 3l valuas

| Find an Existing Value |

Search Clear | Basic Seaich B Sgve Search Cridens

Mo matching values were found

(iii) For enquiries on the content of the Transcript (Student
Copy), please contact the Academic Services Office (email:

asoffice@hku.hk; tel: 28592433).

Updated by SIS Project Office = May 28, 2018
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