
 

Requesting an Official Electronic Transcript 
Notifications confirming the processing and availability of the official transcripts are sent via MyCreds to your 
Seneca student email account only.  

If your account is no longer active, you may request a transcript by submitting a completed request form in PDF 
format.  

To request an official electronic transcript, please follow these steps: 

1. Log in to Student Home and click on the Academic Records tile 
 

 
 

2. Click on the Request Official Transcript option in the left-hand menu.  
 

 
 



3. Click the Pickup at Campus / Electronic option and switch it to Yes, select the quantity of transcripts you 
would like to obtain, ensure the Delivery Method drop down shows Electronic Delivery (MyCreds), and 
then click Submit.   
Please Note: The quantity you purchase will be the amount of Share Credits you will receive via 
MyCreds, representing the number of times you will be able to share your transcript before being 
required to purchase additional copies.  
 

 
 

4. In the pop-up window, click Make a Payment to proceed to the payment process in order to finalize 
your request.   
Please Note: Requests will not be processed until payment is received.  
 

 
 



5. If you cannot complete the payment process at this time, to avoid processing delays, please do not 
submit a new request. Instead, return to the Request Official Transcript page, and select the View All 
Requests tab, select the request(s) and then click Make a Payment.  
 

 
 

6. Your transcripts will be processed within the timelines specified on the transcripts page linked below 
and may vary during peak periods. You will receive an email from MyCreds when the document is 
available for use.  

For general information on transcripts, including processing timelines, please visit: 
https://www.senecacollege.ca/registrar/forms/Transcript.html 

For further information on next steps, please refer to the “Retrieving MyCreds Transcripts” guide also available 
via the transcripts page linked above.  
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