Request Official Transcript via
UNIVERSITY OF

CALGARY Enrolment Services Portal
SES - Transcripts

You can order official transcripts through the Enrolment Services (ES) Service Portal to be mailed to yourself or
another institution/organization. The following are instructions on how to order an official transcript through
the ES Service Portal.

1. Enter the Enrolment Services Service Portal (via the Office of the Registrar webpage).

2. If you have not already registered, register an account. Otherwise, proceed to Step 4

ENROLMENT SERVICES

Create a new account.

An email will be sent to the email address you used
to register to canfirm your identity
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3. Once registered, Login to the ES Service Portal

ENROLMENT SERVICES

Login
Username / Email Enralment Services

To access hasaTRTEEMDImey: services, you will be required to create &
user acgfunt (Register Here) whigh il require a valid Email

UMIVEREITY OF

CALGARY

Password For help plEwm

This site gives access to pay for the following services

4. Under Transcript Select Order

ENROLMENT SERVICES

Available Services

Transcript Certified copy of Degree Mailing Degree Reprint

Degree

Order s carifiel zapy ofyour year
degree,

T I T

Past Grad / IPSE Walk In Gown Rental Letter Of Permission
Attendance

Students whe hive compted their 9SE
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Type in Required field information, enter your UCID (optional)

ENROLMENT SERVICES

Transcript

Based upon the outlined criteria,
determine the applicable options,
check the RO Website for updated
processing timelines

Enter all required mailing information. If

i — Yo requirs your UCID, contact
Enrolmert Senices dirsctly

Ensure that any associated files
are in included in one (1) PDF
ument

— e P P"—F‘-‘MWF“W“--—‘-"-_" Rppp— S |

Note: If you require an associated file to be included in your transcript request, upload the .PDF or
word document as one file.

Select Payment Type

T — —— - o ——— = = y —— adilie. o aba
— e et e o Chage o)
. If ing more than one transcript
% Delivery Address ‘ sent to multiple destinations, select
Add Transcript
Copies N Attenti

For information outlining Transcript Type,
Processing, and Delivery Options, please

ﬁ w refer to the Transcripts Page of the RO
Website

Exams, grades and transcripts

. » N P ey 'JMHWMM”M_J

Enter Delivery Details for applicable transcript request

There are 3 Issue Options: Issue to Institution, Issue in Secured Envelope and Issue to Student
There are 3 Processing Options: Immediate, Grades Pending, and Degree Confer Date
There are 2 Delivery Options: Regular Mail (no charge) or Courier (Select applicable option based

upon destination)
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8. If you ordered a transcript by courier, you will be forwarded to third party page to process

payment, otherwise it will show $0 Total Fees.

ENROLMENT SERVICES

Credit Payment

Vou are now directed Lo 2 3 party pege to process your payment it may ke a couple o secands ta load)

Exams, grades and transcripts.

T At rn B e p | gpen, s st NW%M«—J'—&‘A‘MMN

OR

ENROLMENT SERVICES

Credit Payment

s are now diected 1o & 3 pary page o process your payment i map take a couple ofsecands to koad)

Exams, grades and transcripts.

Tt s B P ol B i s e (Pl mtntns, OO, fpostemasitin [ pmmte. st [P s, ot B,

Select Complete Order.
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ENROLMENT SERVICES

Credit Payment

} ou sre nerwdircte o 3o pary page b ocess your payment [t may take & couple f secends 5 o

Exams, grades and transcripts

s
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A receipt outlining purchase details will be emailed to the email used to register the account.

ENROLMENT SERVICES
Receipt

I
Amount: SO0OCAD
Trans Types  Burchese

Bk T Histay

B e st P s e BN s M A B e s A s i I i, el sl s
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WG v oy TonnINDTER VYT —— - wew ¥ eSS TV

End of Procedure.
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