How Do I Request an

Official Transcript?

1.Go to http://m.4cd.edu (or the
InSite app) and sign in using
your username and password.

Grades-Transcripis

a=m Official Transcript
- b4

z. CIicl( on the "Grades_ ™ Order an Official transcript
Transcripts” tile, and then on
“Official Transcript”.

a== Order a Transcript from CCC
-

™ Order an official transcript from CCC >

a== Order a Transcript from DVC >
- Order an official transcript from DVC

3. Select which campus you = Ordera Transcript from LMC R
Order an official transcript from LMC

would like to order a
transcript from.

Se
o

Ordering on behalf of
someone else

4. Transcripts are sent through
Parchment. Choose enter
your InSite email address.

ENTER YOUR PERSONAL INFORMATION

@insite.4cd.edu

5. Enter your personal

information and contact
information then click on create

account.

TURN OVER
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DVC How Do I Request an

Official Transcript? continued...

6. Choose if you would like to DVC —
order a PDF Transcript, or a |
paper hard-copy.

7.Complete the student
information and contact
information sections. Continue to
the next page.

Middle Name

aaaaaaaa

aaaaaaaaaaaaaaa

8.Select your desired speed of
delivery. When ordering
online, you have the option of
standard or rush processing.
Express transcripts must be
requested in person and have
an additional fee.

9. Select your primary reason for
ordering and continue on to the
next page. Note: Check the box
if you attended DVC before
1999.

Additional Information:
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How Do I Request an

Official Transcript? continued...

10. On the recipient page,

choose your recipient type.

You can have transcripts
mailed directly to the

Please choose a type of recipient

Search our Recipient Table
Choose this option to search recipients that are already set up in our system
This is the only way to find colleges or universities who receive transcripts electronically

Myself

Select an Application Service

Choose this option for Application Services such as AMCAS, LSAC, PHARMCAS, etc

college of your choice, or to
your home address.

Direct Access Code Lookup

Choose this option if you were provided with a "Direct Access Cade” by your recipient

Enter Recipient Manually

11.0n the summary page, review and verify that all
information is correct.

12.1f you need to pay for your transcript request, enter your
credit card information on the next screen, submit your
request, and print a receipt. Make sure to keep your order
number so you can check on the status of your order.

Go to Payment

13.To check on the status of an order, you will need your
order number. Enter in the order number and hit submit.

Order Sign-In

Step-1: Please enter your Order number

Order Number
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https://www.credentials-inc.com/cgi-bin/rechkcgi.pgm?TPORDER

