How to
request an
Official
Transcript on
slc.me

St. Lawrence
College

This manual contains pertinent
information about requesting an
Official Transcript through slc.me

March 2024



St. Lawrence
How to Request an Official Transcript through slc.me College

About

You are now able to request an Official Transcript through your PeopleSoft Student Self
Service account. You can request a copy to be sent to your home or mailing address, or an
outside party. You can choose processing time options, immediate, after grades have been

entered for a term, or completion of your program.

How to Request an Official Transcript

1. Login to SLC.me by going to http://SLC.me. You will be presented with a login
screen. Enter your full SLC email address (remember to add @student.sl.on.ca).

Click on ‘Next’.

&= St.Lawrence College

Sign in
bi.c email address —

Can't access your account?

Please use your SLC email address to sign in.

Cg Sign-in options

2. Enter your SLC password, and click on ‘Sign In’

A== St.Lawrence College
Sign in
johnsmith@student.sl.on.ca — <uu—

Can't access your account?

Please use your SLC email address to sign in.
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5. On the left side of the screen, you will see ‘Request official transcript’. Click on

‘Request Official Transcript’

Course History

. Course History ICourse History

. 19 rows

= View Wy Classes/Schedule v

% View Grades Class Tl Description 7% Term 11 Grade T/ Units 7. Status 70

Enrolment Verification Lefter GENE 31 Human Sexuality Fall 2024 300 In Progress >

é View Unofficial Transcript 3500 Nursing Science 3 Fall 2024 6.00 In Progress >

.::; Request Official Transcript / NURS 3505 Nursing Practice 3 Fall 2024 800 In Progress >

@ Application for Graduzion NURS 3507 Evidence Based Praclice Fall 2024 3.00 In Progress >

u%- Academic Accomodations GENE 100 General Education Winter 2024 T 300 4= Transferred >
GENI 1270 Nonviolent Crisis Intervention ‘Winter 2024 1.00 In Progress >
NURS 2500 Nursing Science 2 Winter 2024 A 4.00 © Taken >
NURS 2501 Therapeutic Relationships ‘Winter 2024 A 200 @ Taken >

—

6. Under ‘Select Processing Options’, click on the drop-down menu and select one of

the three options available in order to have your transcript processed.

Request Official Transcript

8t. Lawrence College of Applied Arts & Technology

=, Course History SubmitRequest  View All Requesis

= View My Classes/Schedule New Request

Z View Grades Informau‘nr_\ For Students .
% Requests will be processed within 5 business gare”
Enrolment Verfiication Letier v Select Processing Options

- Select Option | Immediale Processing v
=" View Unafficial Transcript R ——
- (Select a Value)

> Select Destination

=, Request Offcial Transeript
@  Applicaton for Graduation

§| Academic Accomodations

» Select Delivery Method

Degree Confer Date
Grade Posting

Immediate Processing

© St. Lawrence College 2024

4 of 7



St. Lawrence
How to Request an Official Transcript through slc.me

College

7. Click on ‘Select Destination’. If you select ‘Send to My Address’, the ‘Address Type’

drop box will open, and you can choose from the address types you have added to
your student record.

Request Official Transcript

St. Lawrence College of Applied Arts & Technology

[, Gourse History SubmitReguest  View Al Requesis

=] View My ClassesiSchedule New Request
= View Grades Information For Students

] Requests wil be processed within 5 business days

Enrolment Veerification Letter v Select Processing Options

- Select Option = Immediate Processing v
=" View Unofficial Transcript
| Select Destination
f& Request Official Transcript —
Send To My Address | Yes
@ Application for Graduation

Address Type | Home v|

[E Academic Accomodations

(Select a Value)
Send To

Address  Apartment 1
123 Main St.
Brockville ON K6V 7K8
Country Canada

» Select Delivery Method

If you deselect ‘Send To My Address’, you will get an option to choose where you
would like to send the Official Transcript to.

Request Official Transcript

St. Lawrence College of Applied Arts & Technology

[z, Course History SubmitRequest  View All Requests
=5 View My CiassesiSchedile New Request
= View Grades Information For Students
<] Requests will be processed within 5 business days.
Enrolment Verification Letter

v Select Processing Options
. Select Option | Immediate Processing v
[z View Unofiicial Transcript

v Select Destination
a Request Official Transcript

Send To My Address || No
(_v*. Application for Graduation

Send To
[ Academic Accomodations

Edit Address

» Select Delivery Method
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9. Click ‘Select Delivery Method’ and a drop down will open for you to select if you

want your Transcript mailed to your mailing address or if you'd prefer to pick up at
Campus.

= View My Classes/Schedule New Reques(

. View Grades Information For Students
© Requests will be processed within 5 business days.

Enrolment Verification Letter v Select Processing Options

E Select Option | Immediate Processing v

= View Unofficial Transcript - = J

v Select Destination

f... Request Official Transcript _
Send ToMyAddress | Yes [ |

@ Application for Graduation

Address Type | Home v
e SendTo | Jolene Smith
Address Apartment 1

v Select Delivery Method

There is a mit of 5 transcipts per request.

Notes
Processing ime is 1-3 business days. When
Intemational Students-Please make sure to uj

123 Main St.
Brockville ON K6V 7K8
Country ~ Canada

f Quantity Delivery Method \

1 Mailing Address v
(Select a Value)
Pick Up Alpha Campus

Request Sta Pick Up Brockville Campus squed

lhas been mailed to the address provided.
fate to your C: Pick Up Comwall Campus

| Pick Up Kingston Campus ‘

10. Click ‘Submit’ at the top right corner to request your transcript.

Request Official Transcript

st. Lawrence College of Applied Arts & Technology

k Course History
“= View My Classes/Schedule
[ View Grades

Enrolment Verfication Letter
=* View Unofficial Transcript
kS 2 Request Official Transcript
@ Application for Graduation

[l Academic Accomodations

SubmitRequest  View All Requests

New Request

Information For Students
Requests will be processed within 5 business days.

+ Select Processing Options

Select Option

+ Select Destination
Send To My Address |
Address Type

Send To

Address

Country
 Select Delivery Method

Quantity Delivery Method
1 | | Mailing Address

There s a limit of § transcripts per request

Notes

Immediate Processing v

e [

Home v

Jolene Smith

Apartment 1

123 Main St.
Brockville ON K6V 7K8
Canada

Processing time is 1-3 business days. When the Request Status maves to Completed, your request has been mailed to the address provided

Interational Students-Please make sure to update 1o your Canadian address
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11. A Transcript Request Confirmation number will display. Please take note of your

order number.

Transcript Request Confirmation
Piease take note of your transcript Report Request Number

1234567

12.You can view all your transcript requests by clicking on ‘View All Requests’

Submit Request View All Requests

Previous Requests Make 2 Payment
D
Request Date Request Number Description Processing Option / Print Date Quantity / Delivery Method Send To Request Status / Payment Status
Immediate Processing 1 On Request
O 11192024 1382119 Official Transcript Jolene Smith
111912024 Mailing Address
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