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How to Send Transcripts to the Common Application

During the application process, you will likely be asked to send transcripts to verify your academic history (i.e.,
classes taken, grades). Most colleges/universities ask applicants to send transcripts directly to the campus and
to Common Application portal. Make sure you carefully read and follow the application instructions for every
separate campus you’re applying to.

Follow These Steps

If you are asked to send transcripts to the Common Application, follow the steps below. You will need to send
a transcript separately from all colleges you’ve attended. Do not wait until the last minute. There are multiple
steps required and you can expect extended processing time.

1. Login to your Common App account. Click My Application, and then click Colleges Attended.
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My Application Add Program Submit Application |

Colleges Attended
‘ Report your previous and current colleges

\ Include all colleges:

un
Sections Completed

« You have attended, even if there were gaps in your attendance

« That you transferred coursework from
0 0pls A « Even if your previous coursework or major is no longer what you want to study.

List each college only once. Once you apply to at least one program, you cannot edit your previous college list. You can,
Colleges Attended @ however, add new colleges and update ones you are still attending

N 'f you need to update a submitted application, please contact that college directly. Individual colleges may or may not act

2. Next to each college/program you have selected, you will see a notation about transcripts and a link to
order transcripts.
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3. Click “Option 2: Order a Mailed Paper Transcript” to download the transcript ID form. Even if you want
to order an electronic official transcript, you will need this form.

Order Your Official Transcript

Orange Coast College

Select how you want to order your official transcript d

|

Option 1: Order an Electronic Transcript l \ Option 2: Order a Mailed Paper Transcript

Contact your institution's Registrar's Office and request your t ript be mailed to The Com lication.
Learn more about mailing transcripts here.

Mail your transcript to:
Transcript ID# 1113214454-
12836532-X

The Common Application
Transcript Processing Center
P.O. Box 9135

Download Transcript ID Form
Watertown, MA 02471

| Will Do This Later | Ordered My Transcript

4. The transcript matching form will be pre-populated with your Common App ID number, name, and
applicant-specific barcode. Download, sign and date (can be electronic), and save it to your device.
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Transcript Matching Form °
s G Application Servic for CommonARe, .. Matching Form

URL www COMMONIoD o/ ansripts '

casio. 1113214454

~ Your Name Will be Here

Last Name First Name

‘s Name:

Please attach tis fom deectly 10 the offcal Iranscrpt 10r e above appAcant and forward the offical
franscnpt (see requiraments below) in a sealed orvelope drectly o

The L Center
P.O. Box 9135
Watertown, MA 02471

The ranscript must meet the requiremants below 1o be considered ‘ofical” by  The Common Application
*  ARegistrar's seal andior legible signature Included on the anscript
*  Must be masied dicectly to The Common Application from the Registrar's Offics.
*  Cannot be marked “Issued to Student” or “Student Copy *
= Must refloct all relevant, corect information for the student identied above
Through my signature below, tha form authorizes you (Registsar) 1o send my requested records
10 the Transcript Processing Center identified below which is als0 authoraed by me
13l transcript 1o the Msttution]s) 10 which | am apphying as a transfer student

Applicant’s Signature Date




5. Order your Official OCC Transcript by first logging into MyCoast. Click the "My Records" tab on the left
side of the portal after logging in. On this page, you will see a section called "Transcripts." Click the link
for "Order Official Orange Coast College Transcripts."
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Orange Coast College My Records

Transcripts

» Unofficial Transcripts

Order Official Orange Coast College Transcripts
« Order Official Golden West College Transcripts
« Order Official Coastline College Transcripts

ee Information

Tax Forms

6. Inthe transcript order system, you have an option to either order an electronic/PDF transcript or a
paper/hard-copy transcript. For the Common Application, we recommend ordering an electronic/PDF
transcript. There will still be processing time, but the PDF is faster than ordering a mailed hard copy.
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Transcript Ordering Services
Orange Coast College

Information from Orange Coast College

For the safety and well-being of our community, Orange Coast College is temporarily Closed until further notice. We are
currently unable to produce paper transcripts, If you are able to utilize an electronic PDF version of your transcript, you
can order the PDF version and send it to yourself or sent it directly to the receiving College/University. We apologize for
any inconvenience this may cause and thank you for your patience and understanding during this difficult time.

By clicking Begin Order you are ordering a Transcript for Orange Coast College.
If you need to order transcripts for Golden West College or Coastline College, close this window. select the correct
college on the portal (upper right hand cornersMy Sites), then click on My Records»Order Official Transcripts.
Transcript Deadlines: Verify with the receiving institution to find out if they accept a post mark date or if the transcript
must be in thelr office by the deadline

IMPORTANT

D. Number, enter the |D in the the space provided. Providing this information will speed up the pro

Attention: Students DO NOT need to order a transcript from Orange
College, Colden West College or Orange Coast College. If you need a transs

college, request a taastpRL be sent by contacting The Enroliment Center on the first floor of Watson Hall
Please choose’one of the following options:

Order Electronic/PDF Transcript(s) Order Paper Hard -Copy Transcript(s)



7.

9.

In the transcript request, you will need to enter a recipient. Begin by selecting the state of
Massachusetts. Click next, then search Common App. “The Common App for Transfer” should pop up.

Student Info Order Options Recipient(s)

[‘ Loe eopeni s I ) State for Common App =
Massachusetts
Next I
Student Info Order Options Recipient(s)
My b
A M Search @ [ ]

THE COMMON APP FOR TRANSFER

my recipient

Next, you will select PDF Download for the delivery method.

Student Info Order Options Recipient(s)
——— -

Searching for Recipient 1in MASSACHUSETTS

Search @
Avallable Recipients for The Common App for Transfer
"
Address College/University Type Delivery Methodl(s) @
RANSCRIPT PROCESSING CENTER PDF Downlood

You will then see a note about attaching a document — this is referring to the transcript matching form.
However, you will not attach it until AFTER you fully submit and pay for the transcript order.

Student Info Order Options Recipient(s)
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Quantity Delivery Method Reciplent Actions

Recipient 1 1 Transcript POF THE COMMON APPLICATION Remove

Continue to Summary



10. IMPORTANT: Once you complete the transcript order, you will receive an email asking for you to
submit your transcript attachment (aka the signed transcript matching form you downloaded - see
step #4). You MUST complete this step for your transcript to be sent from OCC to the Common
Application. Failure to upload the matching form will result in your transcript not being sent which
can jeopardize your admission.

s

11. Once you complete the transcript order AND submit the transcript matching form, return to the
Common Application and click “I Ordered My Transcript.”

Check your
email!

Select how you want to order your official transcript.

Option 1: Order an Electronic Transcript Option 2: Order a Mailed Paper Transcript

Contact your institution's Registrar's Office and request your transcript be mailed to The Common Application.
Learn more about mailing transcripts here.

Step1:  Use the Transcript ID form to help us Step2:  Mail your transcript to:
match your transcript to your Transcript ID# 1113214454-
application. 12836533-X
(Recommended) The Common Application

Transcript Processing Center

Download Transcript ID Form P.O. Box 9135
Watertown, MA 02471

1 Will Do This Later | Ordered My Transcript

12. If you took courses at other colleges (i.e., Golden West, Coastline, IVC, etc.), repeat these steps for
every college you attended.

Questions on the Common Application? Please visit the OCC Transfer Center for assistance.
To check the status of a transcript request, please contact the OCC Transcripts office.
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