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GLOBAL

School of Extended Education

Transcript Guide

This Transcript Guide will walk you through step by step to view your unofficial transcripts as
well as ordering official transcripts through the Self Service system on MyUMassGlobal.

For office assistance with your account, contact the School of Extended
Education at 800-632-0094 or exed@umassglobal.edu.

Step 1: Open the “Self Service Link” below in blue using Google Chrome, Mozilla Firefox, or Safari

on a personal computer or Mac.

Self-Service Link

Step 2: Log into Self Service using your UMass Global Username and Password.

User Login

A\ Please enter your Brandman username and password,
When finished, select Login

Please Note: username is Case Sensitive

To protectyour privacy, please Exitand close your browser
when you are finished

Trouble logging in

Username:
Password:

Login

Don’t know your log-in information?
Contact the School of Extended
Education at exed@umassglobal.edu.

Step 3: Click on the “Student” Tab.

Personal Information Student

Admission status
View academic record
Register for classes
Make a payment
View billing statement
Sign up for e-refunds

Step 4: Click on “Student Records”.

* Home > Student

Personal Information

Student

Admissions w Registration 1 Student Records ¥ My Student Account

Review Existing Application(s) Check your registration status View your holds, grades View Account Holds, Make a
class schedule and add or drop || transcripts and account Payment, View Bill, Sign up for
classes summary eRefunds, Sign up for Text

Alerts

Financial Aid Student Portal View LiveText IRS Form 1098T Request for Military and

Access Financial Aid Status, View LiveText 1098-T form is not issued per Veteran Benefits

Get Decuments, Review Awards IRS regulations for:

- Continuing education credit and
non-credit courses

« Tuition and fees paid entirely
with grants, scholarships
student’s employer or a
govemnmental entity, e.g
Department of Veterans Affairs

Questions? Email exed@umassglobal.edu.



https://my.umassglobal.edu/sites/student/pages/home.aspx
https://login.microsoftonline.com/fbdc130c-b254-4fa8-9e4f-bcca56452998/saml2?SAMLRequest=lZNBb6MwEIXv%2ByuQ74ABpwErUEWpKlXqSlWa7qGXlTFDYwls1mOy%2BflraCJxaFftFea9ee8beXN77rvgBBaV0SVJIkoC0NI0Sr%2BV5OVwH%2BbktvqxQdF3A9%2BO7qj38GcEdMEWEazzsp3ROPZgn8GelISX%2FWNJjs4NyOMY3NFgVFuhm17oCJoxlqbvjRbeigR33khp4eblV01n3pSOeiWtQdM6ozulIfKyuK0bmWRUhnW6YiFrRR4WwNqwllKsbtgqLYo8nqKmJLg3VsIcuCTOjkCCh7uS%2FF6vk0TWRVszKXJW0EzU%2BYoWCatZIZKs9mP4JBDVCUrSig4nIeIIDxqd0K4kKU2TkBYhzQ6U8qzgCY3WN9krCX5dMaYTRg9WI5%2FBlWS0mhuBCrkWPSB3kj9vfz5yP8kHa5yRpiPVBfO8z37dQFwvQarPuXPGspkNotnEy0Xva9OBXy4LzYzNn9XB2QU70w%2FCKpyKwVlIt6yWfq9bypfWu84n30O79Pty0%2F%2BOSS4nb%2F95uuVfY5snHwSk73bwTHAw1r1D%2BDhRdfn5CZPqCnD5IKp%2F&RelayState=3398dff0-e1c7-4011-9e80-db52a07c85d8

Step 5: Click “View Your Academic Transcript” on the left hand side of the screen.

Admissions w Registration A 4l My Student Account -
Review Existing Application(s) Check your registration status, View your holds, grades, View Account Holds, Make a
class schedule and add or drop transcripts and account Payment, View Bill, Sign up for
classes summary eRefunds, Sign up for Text
Alerts
= View Institutional Holds = View Final Grades = View Your Academic Profile
m  Yiew Your Academic Transcript m  Order Official Transcript m  Additional Transcript Information
m  Student Schedule by Trimester m  Enroliment Verification m  Apply for Credential Recommendation
m  Degree Works Audit m  Course Articulation Database (CAD) m  Application for Diploma

Step 6: Click “Submit”. This will load your Unofficial Transcripts.

Academic Transcipt Options

= Home = Student > Student Records > Academic Transcript

¥ Select the transcript level and transcript type.

© Holds exist on your record.
Transcript Level: | pl| Levels ¥

Transcript Type:

‘iew Holds m Transcript Request Status

Brandman University Unofficial v

Contact the School of Extended

Do you have a hold on your record?

Education at exed@umassglobal.edu.

Holds will hinder the processing of

Official Transcript Orders.

Step 7: Review Your Unofficial Transcripts.

Please ensure that all courses, grades, and
credits (Hours) are displayed on the screen. If
your course and grade are correct, but your
Hours Earned is incorrect, please wait 24
Hours and review your unofficial transcript
again prior to ordering an official transcript.
If the Hours Earned is still inaccurate, please
contact exed@umassglobal.edu.

The bottom of the unofficial
transcript will show your
total credits with University
of Massachusetts Global.

Arademic Standing:

Subject Course Lewal Title Grade | Credit | Quality B
Hours | Polnts
ECHR L et CE Pamcipating Tohr ¥ 1 3 a0 LMD
Terns Totals (Continuing Education)
Attemipt  Passed  Earved  GRA Quality GPA
Hoisrs  Hioisrs  Hoies  Hsirs Points
Cwrrenk Tarm: B0 B0 A0 [EiE ] 00 .00
Ciaain ikt LAl B0 4000 [Eieil 0003 300
nalficisd Transcapd
il Fall 22
Academic Standiieg:
Sulbject Course Lewal Title Graile | Credit | Quality L]
Hours | Points
PCIBU 1zn [= ] Parsspatirg Tehr 'fr 2 P LR B0
Term Totals (Continuing Education)
Attemipt  Passed Earned GPA Quality GPA
Hoirs  Howrs  Howrs  Hours  Points

Currant Tar: a0m £ EDR oom LT noos

Ciiimiska tive: HoM W 16003 oom L noos
TRANSCRIPT TOTALS (CONTINUING EDUCATION] -Tap-

Attempt Passed Earmed GPA Quality GPA
Hours Hours Hours Hours Foints

Tatal Tnstitution: 18000 18.000 18,000 oo 0003 0008
Tatal Transicr: Doon JuDi R ubon 0000 0.aon
overall: 16.000 14.000 46,300 uoon .00 a0

Questions? Email exed@umassglobal.edu.




Step 8: To order Official Transcripts, return to the previous page under “Student Records”

and click “Request Official Transcript”.

Admissions w Registration hd a4l My Student Account -
Review Existing Application(s) Check your registration status View your holds, grades View Account Holds, Make a
class schedule and add or drop transcripts and account Payment, View Bill, Sign up for
classes summary eRefunds, Sign up for Text
Alerts
m  View Institutional Holds m  View Final Grades m  View Your Academic Profile
m  VWiew Your Academic Transcript m  Order Official Transcript m  Additional Transcript Information
m  Student Schedule by Trimester m  Enrollment Verification m  Apply for Credential Recommendation
m  Degree Works Audit m  Course Articulation Database (CAD) m  Application for Diploma

Step 9: A new browser window will open to Credential Solutions to complete the transcript order.

Browse

Personal Information | Student || Employee lf a new brOWSEf' WindOW dOES nOt
Home > Student > Student Records > Order Official Transcript Open, CIICk the blue ”here” /Ink.

Attempting to open another browser window (a popup) with your information to Credentials.
If the window does not launch in 5 seconds, please click here

Be sure to close all browser windows when you are done to protect your information.
Back

Step 10: Order Your Official Transcripts.

Transcript Ordering Services

CliCk on the ”Begin Order” bUt'ton tO Do not use browser back or forward buttons

Your session will time out after 60 minutes of no activity

complete your transcript order.

Begin Order

o P Pricing and Payment
Use the red links to review ordering » Authorization Info
information and Frequently Asked - T ———
Questions.

P Electronic Transcripts

» FAQs

Important Reminder:

You will be asked to select either an electronic or postal method of delivery.

+ The electronic option is in a secure PDF format sent via email. It must be sent directly to
the recipient; you will not be able to forward the transcript. Do not choose the electronic
option if your recipient does not accept electronic transcripts.

¢ The postal option is delivered as sealed, physical copies via mail. Again, please verify that
the recipient will accept this format.

+ Refunds will not be re-issued if a transcript is ordered in an incorrect format.

Questions? Email exed@umassglobal.edu.




Frequently Asked Questions

Can | order my transcripts over the phone?

No, unfortunately we are unable to take transcript orders over the phone.
Can | order my transcripts from my smart phone or tablet?

No, unfortunately our system does not support mobile devices. You will need to use a computer.
Can | order my transcripts from my school computer?

We do not recommend this. The best method is to complete the order on a personal computer.
How long will it take for me to get my transcripts?

Electronic Transcript Order— Within 1 business day.

Postal Transcript Order— 3 to 5 business days. This includes processing and delivery.
Are Electronic Transcripts official?

Yes, but check with your recipient to verify that they accept the electronic method.

Not all recipients accept electronic transcripts.
I have a question about my transcript order. Who do I call?

Call the Transcripts Department directly at 866-351-0008. Make sure to have your Transcript
Confirmation Number when you call.

Can | change my order from electronic to postal or visa versa?
No. Once an order is complete, it cannot be modified.

| got an error that said “The Social Security Number or Student ID you entered is not the same as the
one that was validated by Brandman University. Please correct your SSN or Student ID”.

Contact Credential Solutions at 847-716-3000.
Can | order transcripts and have them delivered to another country?
Yes, postal transcript orders will take at least 4 weeks to be received by the foreign country.

Can | pay extra to rush my transcript order?

You cannot rush the processing time. You can only pay for expedited shipping. See below.

Printed Delivery Charges

shipping and Handling: 15t Class Mail $2.30 Fer Transcript
Dcmestic Federal Express to main 45 states $20.00 +$2.30 Fer Transcript
Domestic Federal Express to Alaska or Hawaii $23.00 +82.30 Fer Transcript
Internaticnal Federal Express $43.00 + $2.30 Fer Transcript

Questions? Email exed@umassglobal.edu.
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