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Access Banner



Upon entering, click on Student



Next click on Student Records



Next click on Academic Transcript



Click on Submit and your Transcript will appear…



Select all the data on the page, and copy it



Open Excel and select Blank workbook



In cell A1, right-click and select the second paste option



The page should look like this



If there are any transfer classes, highlight all rows, and turn them 

RED



To see the information better, place the curser between the letter 

column letters and double-left-click to evenly space the columns



Now, row-by-row go through and delete all information that is not 

course related



Select all the data and sort by column A (course name)



Next, select all the data and custom sort by first column that has a 

grade (in this case, G)



Your spreadsheet should resemble this with transfer courses in RED 

and Grambling courses in BLACK



Now, align the grades by moving the Transfer courses to the same 

column as the Grambling grades



Now, copy all the text, and open up your Curriculum Plan in Excel



To the right of your curriculum plan, paste your information



Now, class-by-class, go through and insert your grades in the 

appropriate columns



DEGREE AUDIT 

COMPLETE!

SAVE THE SPREADSHEET 

AND FORWARD IT TO 

YOUR ADVISOR!
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