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COC Transcript Request Information 

1. Login to MyCanyons and click on order Official Transcript. 

2. ALL CommonApp schools require a COC transcripts be sent at time of application. 

3. YOU have to send a transcript to EACH CommonApp school. 

4. Non-CommonApp schools have their own policies. Read their websites carefully for instructions. 

5. UC/CSU do NOT want the COC transcript when you apply. 

6. After you’ve applied, check your application portal for each school to see if they want a college transcript. 

7. You can view your unofficial COC transcript in MyCanyons.  

8. If you request PAPER transcripts to be mailed in regular US mail, the first two transcripts are free if you go in 

person to request them. 

If you have any questions about COC transcripts, please ask COC Admissions and Records. 

Online Requests 

You can request official transcripts directly through My Canyons or through Credentials. 

College of the Canyons has appointed Credentials Inc. as the designated agent for processing and sending official electronic 

transcripts on behalf of College of the Canyons. The PDF transcript that is produced using this service contains the identical 
information as the printed transcript and can be certified as unaltered by uploading the file to the company's website that is provided 

during the delivery process. Credentials Inc. has been granted the authority to deliver all such electronic transcript requests on 
behalf of College of the Canyons and respond to any inquiries regarding the transactions. You can order official transcripts anytime, 

24 hours a day.  

  

You will need a user name and password to use this option. If you do not have a user name and password, you can create one under 
the Student Profile through My Canyons. This will eliminate the need to come to the College, stand in line, or mail in a request. This 

service also allows you to check the status of your order and will communicate with you via email about your order. You may contact 
a customer service representative directly regarding your online transcript request Monday - Thursday 5:00AM-5:00PM, Friday 

5:00AM-3:00PM by calling (847) 716-3005 . 

In Person 

You may request your free transcripts in person. Your first two regular-delivery transcripts are free. The Admissions and Records 

office is located in Canyons Hall the Valencia campus and in Quad 1 on the Canyon Country campus. 

Via Mail 

If you wish to mail in your transcript request, you may mail in a request for official transcripts that includes the 
following information: 

- Name 
- Other Last Name (if attended under other name) 
- Student ID number or Social Security number 
- Date of Birth 
- Current Address 
- Phone Number 

  

THIS is the best option ALL schools when possible 

and especially for January 1-15 deadlines. 

Don’t do this! This would be for students who 

don’t live in SCV and no longer attend COC. 

Regular delivery means PAPER transcripts sent in US Mail. These take 7-10 days to be 

processed BEFORE being mailed and then it takes 7-10 days to be received by the school. 

Only use regular mail if you have to AND request it early enough to meet your deadline. 

https://my2.canyons.edu/WebAdvisor/WebAdvisor?TYPE=M&PID=CORE-WBMAIN
https://www.credentials-inc.com/tplus/?ALUMTRO008903
https://my2.canyons.edu/WebAdvisor/WebAdvisor?TYPE=M&PID=CORE-WBMAIN
https://www.credentials-inc.com/tstat/?TPORDER008903
http://www.canyoncountrycampus.com/map.html
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1. When you click on the Official Transcript Request in MyCanyons you will get to this page: 

 

2. Request the type of transcript you need sent. 

 
  

It is REALLY important that you READ 

all the information in the drop downs.  

It is REALLY important to read the 

Electronic Transcript section since you 

have to SELECT the type of transcript 

when you place your order. You need 

to know the difference so you select 

the FASTEST and most SECURE option. 

Usually, electronic transcripts get to 

the school in 48 hours! 

Once you understand how this works, 

click on the Begin Order button at the 

top of the page. 

 

For College Apps that you want the transcript to 

be sent directly to the school—including 

ELECTRONIC Transcripts—select the first option. 

RUSH REQUEST to deliver to Recipient—don’t 

select if you can send an electronic transcript 

since the electronic transcript is the fastest. You 

won’t be able to tell if an electronic transcript is 

available until later in this process. If it isn’t and 

you need to get it there quickly, come back to this 

screen and change your selection. 

If you want to pick up the transcript to deliver it 

to the school yourself (not recommended for 

most apps), you can request the 2nd, 4th, and 5th 

options. 
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3. Request WHEN to send 

 
 

4. Request For Undergraduate Admission for Reason for Ordering 
 

 
  

SEND NOW: Select for all apps with a deadline from Sept. 1st- Dec. 15th. 

FALL TERM: Select for apps with a deadline from December 31st- February 1st. 

SPRING TERM: Select for FINAL transcript if you are NOT receiving a degree 

OR if you are receiving a degree at the end of Summer term. 

HOLD UNTIL AFTER DEGREE is POSTED for FINAL transcripts if you ARE 

getting a degree at the end of Spring term. 

DON’T select General Education Certification 

until you FINISH the IGETC or CSUGE or both. 

This usually occurs at the end of spring term 

for most students and is marked on the 

request for a FINAL transcript. 
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5. Follow the prompts to select the recipient(s). 
 

 
 

6. BE CAREFUL to SELECT the CORRECT option for Undergraduate Admissions—it isn’t always the first in the list. 

 
  

Put “University of California” in the 

search tool to get to the UC schools. 
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7. PDF Delivered to College/University IS an electronic transcript 
 

 
 

8. You can request up to 5 recipients at once. You will have to pay for each.  
 

 
 

9. Make sure everything is correct before going to the PAYMENT site.  
 

 


