Symplicity Transcript Submission Options

The Symplicity system has a maximum file size of approximately 500KB for any
document to be uploaded. The system will not accept any document which exceeds
the maximum allotment. The file size limitations exist throughout the Symplicity
system and apply to all schools.

Electronic transcripts provided by the Registrar generally exceed 600KB and
therefore cannot be uploaded to Symplicity in their original format.

In order to create a smaller file size document, there are a few options.

PREFERRED METHOD

e Request a paper transcript from the Registrar or print your e-transcript.
Please feel free to remove unnecessary pages, such as any cover sheet or
explanation page. (Since it is an unofficial transcript, you only need to
submit pages with classes, grades and GPA listings.) Scan the document to
create a .pdf file. The resulting file should be well within the limits set by
Symplicity (under 500KB). If the resulting .pdf is still too large, adjust your
scan settings to a lower resolution. You can also compress the file size by
choosing “reduced size PDF” on the Save As menu.

ALTERNATE METHOD

e Create a grade sheet. To do this, you will need all of the information from
your transcript. Please follow the steps listed below to obtain the information
online from the Registrar:

1. Using Internet Explorer as your browser, log in to insideND using your
netlD and password. (This process is much easier in Internet
Explorer than other browsers.)

2. Click on the Student Academics tab, and in the menu of hyperlinks
along the left side, select Transcript.

3. From the options appearing under Transcript, select Grade History
(first one listed).
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4. You will be asked which grades you wish to display. For Transcript Level,
specify Law School (if you have undergraduate records available). For
Transcript Type, select Web Transcript. Click Submit.
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5. Your grades & transcript header information will appear onscreen. This
1s the information you will need to create your grade sheet.
e DO NOT convert this screen to a .pdf or submit a screen shot of this
information to employers. It 1is frequently blurry, contains
unnecessary information and looks unprofessional.

6. Using your transcript information and the Unofficial Grade Sheet Template
(found in the Resource Center of the CDO website), create an unofficial
grade sheet. Simply cut and paste your resume header into the template
and plug in your course information. See the template and completed
sample which follow.

If you have any questions or encounter any trouble, please contact the
Career Development Office at (574) 631-7542. Thank you!


http://www.nd.edu/~ndlaw/career/resource_center/UnofficialGradeSheet.dotx

Insert your resume header here, containing your name and contact information, exactly as it
appears on your resume. Please see completed sample that follows.

University of Notre Dame Law School

Unofficial Grade Sheet

Fall Semester Insert Year

Course Title Instructor Credit Hours Grade

Fall Semester GPA:
Cumulative GPA:

Spring Semester Insert Year

Course Title Instructor Credit Hours Grade

Spring Semester GPA:
Cumulative GPA:

Insert new rows in each table if needed. Delete unused rows. Copy and paste to create
new semester sections. Proofread for errors! See following sample.

*This grade sheet has been self-prepared by the above-named student. I affirm the accuracy of all information contained
herein. | will bring a copy of an unofficial transcript at the time of any scheduled interview or forward one upon request. For
any questions, please feel free to contact me using the information listed above. Thank you.



Current Address:
1234 Main Street
Notre Dame, IN 46556

Permanent Address:
7890 East 24™ Street
New York, NY 10010

JOHN Q. SMITH
(574) 286-1234 + jsmith123@nd.edu

University of Notre Dame Law School

Unofficial Grade Sheet

Fall Semester 2015

Course Title Instructor Credit Hours Grade
Contracts Kozel 4.00 A-
Criminal Law Blakey 4.00 A
Civil Procedure Bauer 4.00 B
Legal Research King 1.00 B+
Legal Writing | Venter 2.00 A-
Fall Semester GPA: 3.556
Cumulative GPA: 3.556
Spring Semester 2016
Course Title Instructor Credit Hours Grade
Constitutional Law Bellia 4.00 A-
Legal Research & Writing 11 Rees 2.00 A-
Torts Pojanowski 4.00 A-
Property Nagle 4.00 A-

Semester GPA: 3.667 (Dean’s List)
Cumulative GPA: 3.609

*This grade sheet has been self-prepared by the above-named student. | affirm the accuracy of all information contained
herein. 1 will bring a copy of an unofficial transcript at the time of any scheduled interview or forward one upon request. For
any questions, please feel free to contact me using the information listed above. Thank you.



