
GUIDE TO CREATE AN OFFICIAL GRADES TRANSCRIPT ON ATENEA

Step 1. Localization of Master’s Related Courses
On the first screen you come across when accessing the “Master Oficiales” module you must select the academic year 
and the Master and intake.
After doing that, the corresponding courses will appear.
You will see the official courses with their English and Spanish names and the type of course, followed by the private 
course it corresponds to, also with its English and Spanish name. You will also see the type of course and the private 
Master that it belongs to.

2. Select Master & Intake 3. Official Course 4. Private Course 1. Select Academic Year



Step 2. Create Official Grades Transcript
In order to create the official grades transcript, click on “Generar Excel”. During the generation of the Excel, you can 
choose whether it also shows the private courses and their grades or only the official ones.

Click here to generate Excel
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