
Transient Letter Process 

Students who wish to enroll in classes at another institution for a term as a visiting student 
will start the Transient Letter Request. The link will remain in Owl Express under the 
Student Records tab; however, it will now route to the new location within Student Apps.  

1. Click menu item for Transient letter.
a. Students with a hold type of JD (Judicial) or SC (Student Conduct) will not be 

able to request a transient letter.
b. Students in their first term of enrollment are eligible to generate a transient 

letter.

https://owlexpress.kennesaw.edu


2. Students who are eligible will proceed to the start page. They will select each box as 
a statement of understanding they have followed all procedures listed.  

3. Click Next to begin. 

 

4. Students will then enter the term and the institution they plan to be transient. Once 
all information is entered, select NEXT.  

a. Note: students will have the ability to navigate back and forth between 
pages. 

 

 

5. Students will Add Courses by clicking the yellow Add Course button 

 

6. They will search by Subject and Course number, once they start typing it will begin 
showing matches.  

7. Select the course then click Submit.  
a. As noted, if the class they are looking for is not located, students can contact 

our office for support.  



 

8. Once all classes have been selected, Click Next 

 

 

 

9. Students will be shown the transfer equivalency for the class(es) they selected for 
review.  

10. Click Generate Letter 



 

11. The transient letter will populate to their downloads folder.  
a. If using a phone, it will prompt where they want to share the letter. 

 
12. Below is an example letter. A student’s academic standing will display at the top and 

as part of the letter. Students who have been academically dismissed are still 
eligible to generate a letter if they are within their three terms of enrollment.  




