UNIVERSITY OF Request Official Transcript
CALGARY SES - Transcripts

You can order official transcripts through your Student Centre to be mailed to yourself or another
institution/company. The following are instructions on how to order an official transcript through your MyUofC.

Log into MyUofC

k
Central Authentication

Service

Enter Your User Name ’
Password  Enter Your Password

If you are a current student, you can request a transcript from the Exams and Grades page. If you are
alumni, you can request a transcript from the Alumni page.

Plan ahead for course
registration
m *

From March 25 4020, you can begin i
 * TEgistering forfhe fil 2018 and winter 2020

o

My Application

=

Alumni Homa

2

Perconal Iefa

Holds (0) Enrolment Appointment
R Tpen Enrclment Dates
Winter 2015
Exmme and
‘Oradec
Shopping Cart (Potential f Pending Courses) - Winter 2018 [¥ Course Search [¥ Schedule Builder

L

Frogram and

Atvicing Inta LAW 505 (3GRD) MFH 2370 700 PM - 8:50 PM MW

[ Validate / Add ! Submit  Edit

Enroled Courses - Winter 2018

My Financliaic
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?EeSqLTl:::C:i)fficial Transcript wveRsizy of
- pts

Select Request Official Transcript

Dashboard All about me My wiork Around campus Favourites

#

Homs Expected Graduation Term: TRD

m Confirmation of Registration Request Official Transcript

GPA Calculator

fewing:  Undergraduats Programs

My Application

<

L

&Alumnl Home

© 2012 - 2019 Academic Year
Wintzr 2018
- Tarm GFA: Mot Caloulabed
Select Transcript Options:
There are 3 Processing Options: Immediate, Grades Pending, and Degree Confer Date
There are 3 Delivery Options: /ssue to Institution, Issue in Secured Envelope and, Issue to Student

Additional information is available by dicking Ordering Options and Fees far Official Trarsoipt reguests
Select Processing Options

Official Tranecript Typeas

k=zued o Inslilutian Sent direcily fram the Universily of Calgary to recognized
instituions/agencies

kEzued ina Secured Sent indraduadly in sealed ervelopes ta the student for forearding o
Enyelape instituions/agencies

E=ued o Shudent E=ued faor sivdenl’s per=onad reconds

Hole: A transcript may be prined mmedialedy ar held fo » poesting or degres confemal.
«  IF you s=lect aplion "Grade Posiing, your reguess will be processed once all of the grades @z in for the term
wau are prompled io specly, on or before the dale thal wil appear beside te lerm.

, yauwr regquesl will be processed onoe the negree nas bsmen pashed.

O your gegres

Issued to the Institution:
Follow these steps when selecting to issue the transcript to the institution.
Select Processing Option and then Issued to the Institution
Ensure that you have entered a Phone Number to reach the Recipient of the Transcript.
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UNIVERSITY OF Request Official Transcript
CALGARY SES - Transcripts

+ |fyou Seiecoplione Lhe,ee Confer Date "y uwequest will be proce....d once the deyres-as been .,
When you are prompted to do so, specify the term in which you will have completed your degree requirements.
The degree conferral date will appear beside the term.

Select Option Immediate Processing v

Transcript Type  :lssued to the Institution

Quantity
Sent By

|

® Mail () Courier Serviceg

Recipient Address Information must be entered manually for each request. Enter the Recipient
Institution/Organization Name in the “Send To" field. Second, select Edit Address.

b

Request Official Transcript

1. Recipient Address Information ==

a) Enter name of InstitutionsThird Party/Agency in ‘Send To’ field
by Edit Addrass: Click "Change Country® to select country before entering adizess

c) Click "OK then "Next'

Sena o / Selecting the "Country” before
ountry: - - -
Address: — enterlngtl’_'le addressisvital. Ifa

- 2 country code is not selected when the
address is saved, you must exit and re-
start the request from the beginning

HNartham [

N & L]
restEts

*Incomplete address information will delay your request.™

First, select Change Country to enter the appropriate country code. A drop down menu will appear.
Second, enter the recipient address information in the fields below. Third, select OK.

Edit Address (
Country: LChange @u Y

Address 1:
Address 2:
Address 3:
Address 4:
City:

Postal:

Ensure that the Postal Code

follows the A1A 1A1 format
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5.

Request Official Transcript
SES - Transcripts

UNIVERSITY OF

CALGARY

Once entered, you will return to the previous page. Requests that have not entered an appropriate
country code will be notified with an error message.

Request Official Transcript

1. Recipient Address Information 2H=H4]

a) Enter name of Institution/Third Party/Agency in "Send To' field
b) Edit Address: Click "Change Country” to select country before entering address
c) Click "OK then ‘Next'

Send To  tast
Country:
Address: Edit Address
“Wne eoniny sode GER (Unaed
Hingdarmi dor England, Seesland,
Nerhem beland or Viglas™

0 Country not entered. Please exit and re-open request form to edit addrﬁs.bj

b i “

“Incomplete address information will delay your request.™

Select Next

RequeT}Dfﬁcial Transcript

1. Recipient Address Information E{=H=H]

a) Enter name of Institution/Third Party/Agency in "Send To' field
b) Edit Address: Click "Change Country® to select country before entaring address
c) Click "OK’ then "Next’

SendTo  Test

Country: Canada

Address: test Edit Address
fest “Use couniny code GBR [Unised
Calgary AB TST 5T5 ¥irgaiom) for England. Seattand.

Northanm bpland or Viles™"

pF.:FI-IH}”ﬁ m

**Incomplete address information will delay your request.™
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UNIVERSITY OF

CALGARY Request Official Transcr!pt
SES - Transcripts

6. If you ordered a transcript by courier, you can add payment information here, otherwise it will show $0
Total Fees.

Request Official Transcript

2. Payment Details =]
Thee following fees apply to your ranscripl request

Transcript Fees 0.00

Total Fees 0.00

For information on transcript request fees, click Ordening QOptions and Fees
Click 'NEXT to continue

7. Confirm final details relating to transcript request before selecting Submit.

Request Official Transcript

3. Confirm Intentions D El
If the information below is accurate, click the 'SUBMIT button
Transcript Request Details

Issuing Institution  University of Calgary

Option Immediate Processing
Type Issued to the Institution
Quantity 1

Send By Mail

Send To Test

Recipient Address test

test
Calgary AB TST 575

8. From the Success page you can view previous transcript requests or request another transcript.

Request Official Transcript

Request Result = =H=]
Eguyesl# 011522015 Request Date: 2020/04/29  Issued to the Institution

Your request has been created

View A TRanscreT THAT You Hap Prewousyy REQuUESTED
REGUEST ANOTHER TRANSCRIFT
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Request Official Transcript UNIVERSITY OF
SES - Transcripts CALGARY

1. Issued in Secure Envelope:
Select Processing Option and then Issued in Secure Envelope
Ensure that you have entered a Phone Number to reach the Recipient of the Transcript

e [fyouseiec, cptiore Lo ceConfer Date youe vequest will be procec_:d once the degreewas been
Nhen you are prompted to do so, specify the term in which you will have completed your degree requirements.
The degree conferral date will appear beside the term

Select Option Immediate Prgcessmg v /

Transcript Type  :lssued to the Institution v [:}
Quantity 1

Recipient Phone Number

() Courier Servicef®

Follow directions for processing of Recipient Address information

1. Issued to Student: Select Processing Option and then Issued to Student
Ensure that you have entered a Phone Number to reach the Recipient of the Transcript

o If you seiece cptionr Do, ceConfer Date yowvequest will be proces_:d once the degreewnas been p
When you are prompted to do so, specify the term in which you will have completed your degree requirements.
The degree conferral date will appear beside the term

Select Option Immediate F"rg[;esgmg v /

Transcript Type  {|ssued to the Instiution v ['}

Quantity | ‘1
(®) Mail () Courier Service

~ Recipient Phone Number

Follow directions for processing of Recipient Address information

End of Procedure.

For questions regarding transcripts contact transcripts at transcript.request@ucalgary.ca
Related Guides: Request Unofficial Transcript for a PDF copy of your unofficial transcript
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