How to Request transtripts in Schoolinks

Your counselor wil send your official transcript to the colleges in your Schoolinks application list.
Any transcript request must be given two weeks prior to the deadine. £ you do not request your
transcript more than two weeks before, it cannot be g.lar'an+eed that i+ wil be Processed by the
deadiine.

I I_oa into ClasslLink usinﬁ your \/ikinﬁ Email account (Iaunchpad..clasglink.com)
2. Click the schoolinks icon

Schoolinks

3 Ik necessary, go through the Onboarding process
4. Once you are onh your homepaﬁe, hover over the Colleges icon and click College
Applicaﬁons
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5. Check to make sure you've linked your Common App and comple+ed FERPA. IF not, see

these instructions.



G. Select the school that needs a +r‘an9crip+ by clickinﬁ the Pencil icon next to the school.
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7. Fitis a new application, youll heed to click on "Add application From list" in the +OP-|e—P+,

Fill in the details about the -I'\/Pe ofF applica-l'ion, ond click Save APPI'Icaﬁon

8. On the application details page, youll hotice that any requir‘ed documents From

counselors are automatically r‘eque«;+ed.
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9. You can view the history and status of the r'eolues’recl documents Iay clickina Show
His'l'ory. Once the transcript is sent, and viewed Iay the college, you will see a DoclD

available.



