
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

REQUESTING TRANSCRIPTS FOR THE FIRST TIME 

1.​ Now that you are logged in, click on “My transcript” on your dashboard. 

 

 

 

 

 



 

 

 

2.​ You can either click on “Request Unofficial Transcript” or “Send official Transcript” to 

initiate the process. Please keep in mind that an Unofficial transcript will not have an 

authorized signature from a school official.  

 

3.​ You will now be asked to verify your identity (only needed once). Please pay 

attention to the special instructions to avoid further delays.  

 



4.​ If you clicked on “Send Official transcript” you will be asked the following 

question:  

 

5.​ If you chose the email address and want it emailed to you, in the 

“Organization Name” either put your name in or type the word “SELF” as 

the system will not accept the box being blank.  

 

 

 

 

 

 

 

 

 

 

 

 



6.​ Once you click the send transcript button your screen will look like this.  

 

 

 

 

 

 

NOTES: Once your transcript is uploaded, you will have access to download 

your unofficial transcript anytime. Please note that unofficial transcripts do 

not have a signature of an official representative of the school. If you are 

asked to provide a transcript, please select the Send Official Transcript 

button. Please allow 2-4 business days for an update. In high peak times 

such as during the summer when open enrollment is priority, please allow 

up to 10 business days for a response.  


