How to Order an Official
Transcript

Make sure your address
IS up-to-date
If you want your transcript to go to your
home address, make sure that your address
Is up-to-date. Go to Self-service > Personal

Information > Update Addresses and
Phones.

Once your address has been updated,
go to myOkanagan> My Student
Resources > Academic > Request
Transcripts > Reguest Official
Transcript.

*Choose only ONE address field*

External College Code: Use if sending a
transcript to another college/university.

One of your addresses: Use dropdown menu
to choose your address.

Internal College: Use if you are sending a
transcript to a department within the college.
Issue to: Use if sending to a person or
business.
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