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1 Introduction 

1.1 What is a transcript? What is a digital portfolio?   

A transcript outlines the credits you have been awarded. It helps signal your capabilities to 

pathway providers like universities and employers. 

 

A digital portfolio is a place online where you upload artefacts that you are most proud of, 

allowing you to demonstrate your best work to others.  

 

Go to https://transcript.mastery.org/ and enter the access code VOBRSR to view the 

transcript of Mohammad Alammar (Amala Jordan DP1 Alumni). This will help you get a 

sense of what a real Amala transcript might look like.  

 

IMPORTANT: this is just one example of a transcript. Your transcript and more importantly, 

your evidence, might look very different. You should use this transcript as an example to 

reflect upon, rather than using it as a model.  

 

1.2 What software do we use for the Amala Transcript and 

Digital Portfolio?  

We use the Mastery Transcript Consortium for our transcripts and digital portfolio. We do this 

because their philosophy aligns with ours and they are doing a lot of work with helping 

universities understand their transcripts. 

 

1.3 What are the parts of the Amala Transcript?  

There are two components (parts) of the transcript, highlighted in the table below: 

 

The Transcript Builder 
Where you will — along with your school 

The Transcript Reader  
Where college admission officers and 
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staff — build your Mastery Transcript  transcript readers will review your Mastery 

Transcript 

 

 

1.4 How do I log into the Transcript Builder?  

1.​ You will receive an invitation email to the transcript builder from someone at Amala.  

2.​ Click on schools.mastery.org in the email to be directed to the login page.   

3.​ You will use your school email address to create your account and as your id. 

4.​ Create a secure password or passphrase. Your password must be at least 8 

characters and no more than 128 characters.  

5.​ Once your password is accepted, you will receive a confirmation email from MTC 

welcoming you to the Mastery Transcript Builder.   

6.​ Login and start building your Mastery Transcript! 

 

When you login, you will be taken to your own personal dashboard that looks something like 

the image below. It lets you add your information and evidence of your learning (great 

examples of your work) to your transcript: 
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1.5 What tasks do I need to complete in order to build my 

Amala Transcript?  

The following is a summary of the tasks you will need to complete in order to build your 

Amala Transcript. The rest of this guide will give more information on these: 

●​ Get all the foundational credits and your choice of advanced credits: This is 

achieved through submitting successful competency defenses that have been well 

supported by evidence.  

●​ Student Statement: Write a student statement about yourself. When you’re ready, 

submit your statement for approval. 

●​ Uploading Evidence: Upload and attach evidence to competencies. Then choose 5 

pieces of evidence to be classed as featured evidence which will show up on the 

front page of your transcript. You will also provide images and brief, informative text 

to accompany each piece of evidence. 
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●​ My Colleges: Share your plans. Help us to help you advocate for the Amala Transcript 

(through the Mastery Transcript Consortium) by sharing your college plans and let us 

know where and when you plan to apply. 

●​ Preview Your Transcript: Preview how your transcript is shaping up to tell your story. 

 

1.6 What is the evidence approval process? 

Your facilitator will approve any credits you have been awarded on your transcript. This will 

then allow you to add evidence. As credits you have been awarded are added to your 

transcript by the facilitator, they will show up on an activity feed (see below) that will let you 

see what’s new on your transcript and what needs your attention.  
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The process by which the evidence you upload to the transcript is approved is student 

driven. You are the person to upload the evidence and decide which credit it is associated 

with. Be reminded that you don’t have to upload the evidence you used when being awarded 

credit, if you know you have better evidence.  
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2 Student Statement 

2.1 What is the student statement?  

 

Your student statement appears on your Mastery Transcript. It is a short headline that tells 

the reader what makes you unique and the direction you want to pursue. 

 

2.2 Student statement content guidelines 

Your student statement should: 

●​ Provide a lens the reader will use as they view the rest of your transcript; includes 

only information you want them to have in mind as they read 

●​ Highlight the attributes that make you unique (“Oh, that student is the one who…”) 

●​ Gives the reader a sense of the direction you want to pursue in college and/or career  

●​ Be one to two complete sentences 

●​ Be written in the third person (e.g. (“Juliet is...” and “she/he/they is/are...”) 

●​ Be a maximum of 250 characters 

2.3 Student Statement Writing Guide 

This resource from Gibson Ek High School can provide a template to help you write your 

student statement 

●​ Guide to writing your student statement 

We recommend that you submit a draft student statement to your facilitators for feedback.  

2.4 How do I add my student statement to the transcript?  

 

 

 

Resource adapted from MTC document found here 

https://docs.google.com/document/d/1hJJwuGstdi0dlP1iNLTqpRAP4CxsxcEMows-F0eNjtY/edit#
https://docs.google.com/presentation/d/1Uj1C3ytXZBUbL09KIW-jDdn1frYUe51Hcxpf9sr_Aco/edit#slide=id.g5fb4910baf_0_35


Last updated: Jan 2022​ Owner: Education Lead (Louie Barnett)​ ​ ​ ​ ​                      
 

 

Resource adapted from MTC document found here 

https://docs.google.com/presentation/d/1Uj1C3ytXZBUbL09KIW-jDdn1frYUe51Hcxpf9sr_Aco/edit#slide=id.g5fb4910baf_0_35


Last updated: Jan 2022​ Owner: Education Lead (Louie Barnett)​ ​ ​ ​ ​                      
 

3 Adding evidence to the transcript 

3.1 What evidence should be uploaded to the Amala transcript? 

Each competency that you are awarded credit for will have a piece of supporting evidence 

added to the Amala Transcript. This evidence should be your best work for each 

competency.  

 

Important note for Amman second cohort and Kakuma first cohort: Please upload an 
artefact as your evidence (do not upload an Evidence Template that links to the 
artefact. The evidence template supports your request for credit and should not be 
uploaded as evidence. This is because it makes the transcript look messy and makes 
it harder for universities to see your actual work). 

3.2 Evidence content guidelines 

The evidence you upload should: 

●​ Reflect the highest levels of your work involved in earning that particular credit 

●​ Be concrete enough to be understood with just a title and a thumbnail 

●​ Able to be encapsulated in a single file along with 2-4 photos and a small amount of 

explanatory text 

 

3.3 Deciding which evidence to upload 

Ideally, the evidence you choose to upload to your transcript should represent your best 

work in that competency. Remember, you do not have to include the evidence you used to 

get awarded credit. For example, perhaps you have developed even better evidence for that 

competency since then. When choosing which evidence you would like to upload for each 

competency, you might like to consider the following questions: 

●​ Which piece of evidence best represents my ability in this competency?  

●​ Which piece of evidence do I really want pathway providers (universities, employers 

etc) to see for this competency?  
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3.4 Evidence Preparation Guide 

 

In order to prepare your evidence, you might like to complete the following for each piece of 

evidence (this will make the upload process simpler): 

 

 

Item Guidance Your Input 

Evidence Title Noun that names the work 

product, the achievement, or 

your title e.g. Workshop on 

Gender Discrimination 

 

 

Description A single sentence fragment 

with verbs that give a 

concise summary of what 

you did e.g. In this evidence, 

I completed a workshop on 

gender discrimination for 

youth in my community.  

 

Associated Credit What is the credit that you 

will attach this evidence to?  

 

Highlights (note: this will 

only show up for featured 

evidence) 

Three to five bullet points 

that briefly describe 

noteworthy activities 

involved in completing the 

work. May also include the 

work's accolades or impact. 
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Attachment What are the links to Google 

Drive or Dropbox, or 

uploads from your device 

(docs, images, videos, or 

audio) that you will need to 

add?  

 

You can add a link to one 

document and upload 3-5 

images (note: additional 
images will only show up 
for featured evidence).  

 

 

3.5 How do I add evidence to the transcript?  

The following is a step by step process which you can try and follow when you are in the 

transcript builder (you can also see this in this video): 

1.​ Go to your learner profile 

2.​ At the bottom of the page, click on the Evidence tab 

3.​ Click “Add Evidence” 

4.​ Add your title and description for the evidence (prepare this in advance) 

5.​ Then go to the Evidence Details 

6.​ Associate the evidence with a credit 

7.​ Added a link to your evidence, usually as a google doc link 

8.​ You only need images and highlights if it is featured evidence which can be decided 

later (you might like to add them now if you think this will be featured evidence, or if 

you know for sure that this will be featured evidence) 

9.​ Submit the evidence for approval 

3.6 What is featured evidence? 

Your featured evidence is a collection that highlights some of your most interesting and 

relevant work products. It is one of the first things that people will see when they log into 

your transcript and so should have the WOW factor that helps represent who you are and 
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your capabilities.  

 

3.7 Featured evidence content guidelines 

 

Each piece of featured evidence must include everything that normal evidence includes, as 

well as: 

 

●​ Highlights (Three to five bullet points that briefly describe noteworthy activities 

involved in completing the work. May also include the work's accolades or impact.) 

●​ Images (3-5 images that support your evidencing) 

 

3.8 Deciding on which evidence should be featured evidence 

 

In order to prepare your featured evidence, you might like to ask yourself the following 

questions to help you pick 5 pieces of featured evidence (for five different credits) 

●​ What is something I have done that I am really proud of and I have evidence for?  

●​ Which credits are most important to my chosen pathway? What evidence do I have 

for these credits that will really show my passion?  
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4 My Colleges 

4.1 What is “My Colleges”?  

 

My Colleges is a section where you can add the universities/colleges you are interested in 

applying to. We must make it clear that this is US focused, and the chance of getting 

scholarships at these institutions at the moment is low.  

 

However, we encourage you to look at the list of colleges that have already received 

transcripts from the Mastery Transcript Consortium.  

 

My Colleges allows you to: 

●​ Search a complete list of colleges from across the U.S. and the college you wish to 

apply to: Add college. Indicate your planned admission type (Early or Regular). 

●​ If any of your colleges are new to our list, MTC will reach out to make sure they know 

about the Mastery Transcript and are ready for yours.  

●​ If you cannot find the college you are applying to in the “Add college” list (most 

non-US based universities will not be in the list), please submit a request using the “?” 

feature on the bottom right of your screen or send an email to support@mastery.org 

Please ensure that you include as much information as possible about the university 

or College you are planning to apply to so that the MTC team can reach out to them.  

 

To find out more about how to use “My Colleges”, please watch the video by Mohammad 

Shehadat (Amala Jordan DP1 Alumni) who at the time of writing (Jan 2022) was applying 

for universities that have refugee scholarships, using his Mastery Transcript from Amala.  

 

Video exploring how to add Colleges on the Mastery Transcript (Mohammad Shehadat, 

Jan 2022) 
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5 Previewing, publishing and sharing your 

transcript 

5.1 Previewing your transcript 

You should preview your transcript early and often to see what it will look like to other 

people.  

 

5.2 Publishing your transcript 

Before you can share your transcript with others, you will need to ask a facilitator to publish 

your transcript. Before asking your facilitator to publish your transcript, please make sure the 

following is completed: 

​Your address has been added to your transcript 

​Your student statement has been added to your transcript 
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5.3 Sharing your transcript 

In order to share your transcript with others, such as universities and employers, you will 

need to complete the following steps: 

1.​ Ask a facilitator to publish your transcripts (the student statement and other 

requirements will have to be met first).  

5.3.1 Sharing your official online transcript (recommended) 

1.​ Navigate to your transcript and at the bottom (you might have to click on the three 

buttons) you can click on “official access page”.  

2.​ This will download a PDF access page that looks like the image below. Save this 

PDF to your device and share it with others (e.g. by attaching in an email).  

3.​ You can also do things like add the link and access code to your CV.  
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5.3.2 Sharing an unofficial offline transcript (not recommended) 

1.​ You can also download a PDF version of your transcript. This will have an “unofficial” 

watermark and will not show your evidence. Therefore, this approach is not 

recommended, but it may be useful in certain circumstances. The unofficial PDF 

version will still direct people to your online transcript.  
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