
 
 

VIRTUAL REGISTRATION PROCESS 
 

II. Prepare for your Advising Appointment 
 

1. Email a copy of your unofficial transcript 
 

1. Unofficial transcripts are available via Banner Web Services (Self-Service Banner).  
i. Sign into your Banner account with your User ID (“U” number) and PIN  

 

 
 

ii. Click on Student. 



 

 
 
 

iii. Click on Student Records.  
 



 
 
 

iv. Click on View Academic Transcript.  
v. Click Submit 

 



 
 
2. Save a copy of your unofficial transcript to your computer or mobile device. 

i. Right click and Select Print 
ii. Click Destination Dropdown  

iii. Select Save as PDF 



 
 
 

iv. Click Save 
 



 
 
 

v. Name File in the following format – “Academic Transcript – Your Major Code – Your Name” (i.e., Academic 
Transcript-MGMT-John Doe) 



 
 

2. Provide a copy of your academic transcript to your academic (major) advisor 
1. Sign into your SUSLA email account 
2. Click New Mail 
3. Copy your academic advisor’s email from the Find Your Advisor list 
4. Paste the email address in the TO: field 
5. Type Academic Transcript – Your Major Code – Your Name in the SUBJECT: field 
6. Click Insert 
7. Select Attachments 



8. Select your transcript (File Name: Academic Transcript – Your Major Code – Your Name) 
9. In the message box, type “Please view the attached for my academic advising session.” 
10. Click Send 

 
3. Access your academic degree plan 

a. Visit www.susla.edu 
b. Click Academic Affairs and Workforce Development 
c. Click Academic Degree Plans 
d. Select the Division for your Major 
e. Click the Degree Plan for your Major 
f. Download the degree plan to your computer or mobile device 
g. Cross reference the degree plan with your academic transcript to determine which classes are needed to complete 

degree requirements 
 

http://www.susla.edu/

