
Student: How to Request Transcripts be Sent to a College 

Accessing Application Manager 

Hover over the Colleges icon and click College Applications. 

 

 

 

 

 

 

 

 

 

 

 

 

For Initial or mid-year transcripts 

Select the school that needs a transcript by clicking the pencil icon next to the school either under 

Incomplete or Completed & pending. 

 

 



If it’s a new application, you’ll need to click on “Add application from list” in the top-left, fill in the 

details of the type of application, and click Save Application.  

 

 

 

 

 

 

 

 

 

 

 

You can view the history and status of the requested documents by clicking Show History for more 

details.  

 

 

 

 

 

 

 

 

 

 

 

Any questions or if you need assistance, contact Genevieve Boehm at 816-986-2021 or 

genevieve.boehm@lsr7.net 
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