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School Official Email and Link 

• When a student lists 
you as their school 
official, you will 
receive an email 
with a link to the  
login page and your 
login info. 

• Click on the link 
provided to access  
the counselor  
login page.  



School Official Log-in Page 

• The link provided in the 
email will send you to  
the log-in page. 

• If this is your first 
request, you will need  
to log in with the 
temporary password  
that was provided in the 
email you received.  

• If you have already 
completed other requests 
in the past, you can log in 
using the password you 
created at that time. 
 • If you don’t remember your password, 

click the Forgot Password? link to reset it. 



Adding the Transcript 

• After logging 
in, click on 
the Add 
Transcript 
Information 
button. 



Adding the Transcript 

• Enter as  
much of the 
information in 
the boxes as 
you are able. 

• You will need 
to scroll down 
to access all  
the fields.  

 

• NOTE: You will need to enter the GPA and GPA Scale  
• NOTE: The new SAT test was first given in March 2016. SAT test scores older than this 

date will go in SAT (Before Feb 2016) fields. 



Adding the Transcript 

• At the bottom of 
the form you may 
either upload the 
transcript or check 
the box to indicate 
there is not  
one available. 

• Please verify the 
transcript is for the 
correct student 
before uploading 
the document. • When complete, click 

the Save and Submit 
Transcript Information 
Now button. 

• If you need to return 
later to complete, click 
Save and Submit 
Transcript Later to save 
your progress for now. 



Submitting the Transcript 

• Once you click Save and Submit Transcript Information Now, this box will appear. 
 Check the box, then click Submit to complete the process. 
 Once you click Submit, you can review the information but you cannot  

make changes. 
 After submitting, you will receive a confirmation email. 

 



Reviewing the Information 

• The information is only 
viewable once you 
Submit Transcript 
Information. 

• If you need to view 
the transcript that  
was submitted,  
click Download. 



• At any time, you may click on the Support button 
on the bottom of the page for Help Desk 
assistance. 

Questions? Issues?  
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