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Requesting an Official Transcript 

After logging into E-Services, you can use the Student Center to request an official transcript. 
 

Steps Illustrations 

1. Under the Learner Services section, 
Click on Student Center 

 

 

2. Under the Academics section, click 
on the My Academics link. 

 

3. Click on Request official transcript 
link 

 
 
 
 
 
 
 
 
 

 
 
 

 

4. Under Processing Options, select 
from Immediate Processing, Degree 
Confer Date, or Grade Posting.  

             Enter Quantity.  UHCL has a limit of 
10 copies that can be requested at a time.  
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5. Under the Enter Recipient Address 
Information, select from the 
following: 

Pickup Transcript: This option 
allows you to pickup your transcript 
from the Student Assistance Center.   

Send Electronic Transcript: This 
allows you to request a transcript to 
be sent electronically if the receiving 
school has been set up as a trading 
partner. You are given a list of 
schools to select from.  

Mail to Specific Address: This 
option allows you have your 
transcript mailed to another address.  

Mail to My Address:  This option 
allows you to have your transcript 
mailed to your address.  

 
 
 
 

 
6. Click on Submit to complete the 

request.  

  
 
 
 


