
STEP 1

Click on the blue Order Records button

STEP 2

Type your email address  {one that you access} and click Continue
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STEP 3

Type your 4rst and last name

STEP f

Select your date o5 birth
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STEP g

Select your hivhest le6el o5 education

STEP 7

Type your cell phone number
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STEP ,

Type your address/ city/ state8pro6ince and postal code

STEP I

w5 unable to 6alidate your address/ click the appropriate suvvestion belo9
 the oranve bar
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STEP 0

Type and retype your pass9ord

Please write this down and store it somewhere safe for future usage.

STEP 1A

Click on CREUTE UCCON&T L CO&Tw&NE
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STEP 11

xocate the 6eri4cation email in your email inbo( )check your spam i5 not
 5oundV and click Yeri5y zour Email Uddress

Clicking this link will bring you to the next step in another tab or window

STEP 12

Click on Start by addinv a school or orvani"ation you attended
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STEP 13

Type DSoutheastern xouisiana Nni6ersityD then click Search

STEP 1f

U5ter 4ndinv your school8orvani"ation/ click UWW ne(t to it

Make sure to determine whether you are a Graduate or Undergraduate as both options will 
be offered for the school
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STEP 1g

Choose your enrollment status

STEP 17

Type the 4rst year o5 attendance and the year you vraduated or stopped 

attendinv.
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STEP 1,

Type your #' 9ithout the # or xEUYE blank i5 unkno9n 

If you leave the W# ,eld blankN you will be prompted for your SS0 in a future step.

STEP 1I

Click on your 5ull name to 6eri5y
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STEP 10

Click on CO&Tw&NE

STEP 2A

Click on Order
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STEP 21

Type the uni6ersity8colleve8institution name 5or the deli6ery destination

"r select the option below if you are sending it to yourself or another individual. Please 
note that an electronic transcript is only Bof,cialB when sent directly to the recipient.

STEP 22

Select the appropriate suvvestion 5or the deli6ery destination
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STEP 23

Sivn your name 9ith your mouse )computerV or 4nver )mobile8tabletV

(efore signingN if you did not provide your W number in step 17N you will be given an option 
to provide your SS0 )without the dashes  to con,rm your identity.

STEP 2f

Type your 4rst and last name avain
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STEP 2g

Click on Dw consent to the disclosure o5 the credentials and any pro6ided
 attachments to the deli6ery recipient/ each as w.6e selected abo6e/ and 5or
 the purpose identi4ed by me abo6eMD and then CO&Tw&NE

STEP 27

Complete Payment wn5ormation
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STEP 2,

Type your cell phone number avain

STEP 2I

Click on Submit Payment
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