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 first and last name

STEP 4

Select your date of birth
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STEP 5

Select your highest level of education

STEP 6

Type your cell phone number
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STEP 7

Type your address, city, state/province and postal code

STEP 8

If unable to validate your address, click the appropriate suggestion below
the orange bar
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STEP 9

Type and retype your password

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

STEP 10
Click on CREATE ACCOUNT & CONTINUE
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STEP 1

Locate the verification email in your email inbox (check your spam if not
found) and click Verify Your Email Address

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

STEP 12

Click on Start by adding a school or organization you attended
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STEP 13

Type "Southeastern Louisiana University" then click Search

STEP 14

After finding your school/organization, click ADD next 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 15

Choose your enroliment status

STEP 16
Type the first year of attendance and the year you graduated or stopped
attending'


https://tango.us?utm_source=pdf&utm_medium=pdf&utm_campaign=workflow%20export%20links

STEP 17

Type your W# without the W or LEAVE blank if unknown
If you leave the W# field blank, you will be prompted for your SSN in a future step.

STEP 18

Click on your full name to verify
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STEP 19
Click on CONTINUE

STEP 20
Click on Order
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STEP 21

Type the university/college/institution name for the delivery destination

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

STEP 22

Select the appropriate suggestion for the delivery destination
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STEP 23
Sign your name with your mouse (computer) or finger (mobile/tablet)

Before signing, if you did not provide your W number in step 17, you will be given an option
to provide your SSN (without the dashes) to confirm your identity.

STEP 24

Type your first and last name again
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STEP 25

Click on "l consent to the disclosure of the credentials and any provided
attachments to the delivery recipient, each as I've selected above, and for
the purpose identified by me above." and then CONTINUE

STEP 26

Complete Payment Information
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STEP 27

Type your cell phone number again

STEP 28

Click on Submit Payment
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