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PHASE 1: GETTING STARTED & ACCOUNT SELECTION
Select Your Goal: Upon visiting the landing page, you will see two main
options:

Order my transcript: Select this if you are a student requesting your own
academic record to send to yourself, an employer, or a school.
Verify education or obtain a credential: Select this if you are a third party
(like a background check provider) confirming someone else's
transcript.

Consent & Login: Scroll to the bottom, check the consent box, and click
Next. You will then either create a new account or log in if you are a
returning user.
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PHASE 2: LOCATING YOUR TRANSCRIPT

School Information: Use the drop-down lists to select the State and then
the specific School Name you attended.

Student Details: Enter your enrollment information.
Crucial Note: Enter your name exactly as it appears on your school
records. Include your middle name if you had one on file.
Provide your Date of Birth, Year of Enrollment, and the last four digits of
your Social Security Number (if prompted).
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PHASE 2: LOCATING YOUR TRANSCRIPT

ID Name Matching: Confirm if the name on your government-issued ID
matches your school records.

If they differ (e.g., due to marriage), select "Yes, my name has changed"
and enter your name exactly as it appears on your current ID.

Search: Click Find my transcript to proceed.
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PHASE 3: SELECT SERVICES & PAYMENT

Review Share Credits: By default, your order includes one share credit.
If you need to send the transcript to multiple recipients (e.g., a school
and an employer), select Option 2: Additional Transcript Share and
specify the quantity.
Payment Code: If an employer or third party sent you a request, check
your email for a Payment Code. If you have one, enter it in the
designated field.
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PHASE 3: SELECT SERVICES & PAYMENT

Checkout: Click Continue, enter your credit/debit card details, and confirm
the payment. We recommend downloading the receipt for your records.
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PHASE 4: IDENTITY VERIFICATION

Select ID Type: Choose the type of valid government-issued ID you will
upload:

Option 1: Passport.
Option 2: National ID, State ID, Residence Permit, or Driver's License.
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PHASE 4: IDENTITY VERIFICATION

Permissions & Capture:
Agree to the biometric information policy.
Tip: Ensure your browser has camera permissions enabled.
Take a new photo or upload an existing image of the front and back of
your ID. Ensure the ID is well-lit and all edges are visible within the
frame.
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PHASE 4: IDENTITY VERIFICATION

Selfie Verification: You will be prompted to take a live selfie. Ensure your
face is clearly visible and well-lit. This is used to match your face to the ID
photo.
Verification Status:

If successful, you proceed immediately.
If manual review is required, you may need to wait 24–48 hours.
If verification fails, submit a support ticket.
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PHASE 5: DASHBOARD & SHARING

Once verified, you will access the Dashboard which contains six tabs:

Transcripts (Primary Action):
First, View the transcript to ensure it is the correct document.
Click Accept Transcript to claim it.

To Share: Once accepted, click Share. Enter the recipient's Name and
Email Address, check the "I accept" consent box, and click Send
Transcript.
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PHASE 5: DASHBOARD & SHARING

Verification Requests: Manage requests sent to you by third parties.
Share History: Track who you have sent transcripts to. You can also buy
more share credits here if you run out.
Order History: View a log of your past payments and orders.
Alerts: Check notifications regarding your account activity.
Settings: Update your account profile details.


