
View My Unofficial Transcript​ ​     
 

Overview 
This quick reference guide will cover how a student can view their unofficial transcript in Workday.  

NOTE: For the definition of applicable Workday terms, please refer to the Glossary at the end of this 
document.  

PROCESS: 

1.​ From the Workday Homepage, go to the  in the top left corner.  

 

 

 

2.​ Select the Academics Hub from the menu. 

NOTE: If you do not see the Academics Hub on your menu, you can add it by clicking the Edit 

button at the bottom of the screen. You can also change the order of Apps or delete them by 

clicking the Edit button.  
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3.​ Click the Suggested Links icon on the left of the screen.  

 

 

4.​ Click the Confirm checkbox, then click OK. 

 

 

5.​ A notification will appear informing of the request process. Click Notify Me Later.   

6.​ Once the transcript has been generated, you will receive a notification. Click the Notifications 

icon  located in the upper right corner of the Workday window.   
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7.​ Click on the notification, then click the link for the transcript document. The unofficial transcript 

will load. It can then be printed or downloaded.      
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