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STEP 1

Click on Online Diploma Service
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STEP 2

Search for Your Diploma

•  If you Graduated on or after July 2003 and you know your University ID, then you may 
search for your record.
•  If you cannot qnd your record using the search option, you may reRuest a Secure ID 
using the reRuest button.
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STEP 3

Click on Order Additional Diplomas

STEP 4

Click on Submit Diploma Request
If you still have a Secure ID from a recent diploma reRuest, you can type it here. If not, you 
will need to click the Submit Diploma 5eRuest button.
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STEP 5

Complete the Diploma Request Form with your personal information.

STEP 6

Click on Submit Secure ID Request
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STEP 7

Click on Return

-our Secure ID will be emailed to the email address you provided within 2O3 business days.
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STEP 8

Check your Email and look for the email with the subject:  Southeastern Find 
the Secure ID

•  -our Secure ID will be emailed to the email address you provided within 2O3 business 
days.
•  7nce you receive this email, make note of the Secure ID number and click Southeastern 
Diploma Login.
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STEP 9

Type your Secure ID number and click Login

STEP 10

Click on Notary Service Added

In this case NAotary ServiceN is the button to use for an 8postille Diploma.
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STEP 11

Click on Notarize this Diploma: $10.00
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STEP 12

Click on Next

Pere you will indicate the number of Diplomas you need. Typically, only one Diploma is 
needed.

STEP 13

Enter your personal information and Click Next
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STEP 14

Enter the Address of the company or agency you need your Diploma mailed
 to

This may be an embassy or international agency
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STEP 15

Choose Express Shipping and Click on Next

Aote that because this order is being sent to an international address it will likely take 
longer than 3 to Y business days.
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STEP 16

Enter your payment information and Click Place your Order

•  7nce you Wlace the 7rder, Southeastern will receive a notiqcation. @e will then start 
the process on our end.
•  If you have any Ruestions, please email registrar southeastern.edu
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Aever miss a step again. Visit Tango.us
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