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Dear Student, 
 

In accordance with Qatar University continuous improvement of registration services, online 

transcript requests have been activated through Banner Self Service. Students can request an 

official transcript and monitor the request status until s/he receives it which saves student time 

and effort.    

 
 
 
 
 
_ 
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1 Request official Transcript   
 
Click on the link Request Printed Transcript under Student Records menu  

 
 
 
There are four fields for sending the official transcript that a student must fill one of them as it is 

shown below. According to registration procedure, the student must come in person to Registration 

and Admission Building. Therefore, insert the word Student in the field Issue to: as it is indicated 

below and then click on Continue button.  

 
 
 
 
 
 
Select transcript type in the Transcript Type field as shown below and the click on Continue 

button in the bottom of the page.  
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Type  Description  
 
Out of State Transcript 
 

 
The printed transcript will be outside State of 
Qatar and bear notarized stamp for Ministry of 
Foreign Affairs 
 

 
In State Transcript 

 
The printed transcript will be inside State of 
Qatar for public and private sector 
 

 
Determine number of copies as shown below. Student will be charged per copy and the charges will 

be posted on the student account. The reset of field should be left as it is shown below and then 

click on Continue button in the bottom of the page.   

 

 
 
 

A confirmation page will display and indicate the details of the transcript request. If you are agree 
with details, click the Submit Request button  
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After you click the Submit Request button in the previous page, A page will display which will 
include Student ID and Request Sequence as it is shown below.  
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2 Track official Transcript Request Status   
 
Click on the link View Status of Transcript Requests under Student Records menu 
 

 
 
Select Date Ordered as shown below 
 

 
  
 
 
 
 
 
 
 
 
 
 
 
A transcript request goes through three stages which are: 
 

• When transcript is not printed, the student will get the following message:   
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• When transcript is printed and student can collect it, the student will get the following 
message:   

 
 

 
 
 

• When transcript was printed and collected by student, the student will get the following 
message:   
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