4L Using the Student Center: Request
Official Transcript

The Student Center is a self-service page that provides students an entry to the HUB. Along with
MyUB, it provides navigation to tools and information that are important to you. To reach the
Student Center click the Student Center tab from MyUB. In this tutorial we will review how to

request an official transcript.
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In the Information for Students group box click

on the radio button beside your
desired (and available) Transcript

Type:

e University Transcript (for
Undergraduate, Graduate,
and/or Pharmacy students)

e Medical School Transcript (for
MD students)

LEC (38280)

[, UE 1025EM-T1
9 3EM (21531)

T Academics

Schedule

MoWeFr 11:00AM -
11:504M
Knox 20

Tu 1:00PM -
3:50FPM
Hoch 210

Th 1:00PM -
2:50PM
Park 152

Th 2:00PM -
4:50PM
Nsc Arr

TuTh S:00PM -
6:20PM
Nsc 225

MoWeFr 10:0048M -
10:5048M
Cooke 127

Fr S:00AM - 9:50AM
Park 440

TuTh 11:004M -
12:20PM
Capen 108

Tu 10:004M -
10:50AM
Capen 108

Information For Students

Bleass select the Official Transcript you wish to erder. If you are a student or alumna/us of the School of Madidne, Law, or
Dentzl Medicine and you ALSO attended UB as an Undergraduste, Graduate, or Pharmacy student, you vill need to make a

separate request for each transcript required to represent your full UB academic recard.

@ University Transcript (for Undergraduate, Graduate, and/or Pharmacy students)

Madical Schoal Transcript (for MD students)

Law Schoal Transcript (for 1D or LLM students)

Dental School Transcript (for DDS students)

e Law School Transcript (for ]D or LLM students)
e Dental School Transcript (for DDS students)

You can only ask for one of these Transcript Types per request. You will need to make additional
separate requests for other Transcript Types.

If you participated in a Study Abroad
while in a program here at UB, click
on the checkbox to have a Study
Abroad Addendum attached to your
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@ University Transcript (for Undergraduate, Graduate, and/or Pharmacy students)
Medical School Transcript (for MD students)
Law School Transcript (for JD or LLM students)

Dental School Transcript (for DDS students)

D Check here if you participated in Study Abroad while a student in the program you selected above.




transcript.

Indicate the Terms that you Law School Transcript (for JD or LLM students)

attended. Use the From Term Dental School Transcript (for DDS students)

and To Term flelds to enter Please indicate the approximate semesters attended.  *From Term B ToTerm | [@,
these ValueS, Select Processing Options

[[] Check here if you participated in Study Abroad while a student in the program you selected above.

The system uses a four digit combination to represent the term. For example, if you are looking
for the Term equivalent for Fall 2010 you would enter 2109, where 2 is the century, 10 is the
year, and the final 9 is for the fall semester. Below are Terms for the 2010-2011 Academic Year.

Semester & Year = Term
Summer 2010 = 2106 term
Fall 2010 = 2109 Term
Spring 2011 =2111 Term

Using the Look up function “ to select the appropriate From Term and To Term codes is the
easiest way to determine your term. Over time you will become more familiar with the Term, and
you will always be able to search using Semester and Year to find the appropriate Term.

Flease indicats the approximate semesters attended.  *From Term lElBQJ Fall 1961 *To Term |l'551Qa Spr 1963

In the Select ProceSSIng Select Processing Options
. . I you choose to have your requast held for grade posting or degree confarral, it vill not be processed until after the date shown.
OptlonS section Of the page, Prior to submitting a request for the official transcript, check your unofficial transcript for the ststus of grade changes and pending

awards such as Dean's list.

select your processing options.

Salect Option Immediate Processing ﬂ ] Check the box for expedited processing and
shipment. Fees apply. Payment instructions will
Degree Confer Date appear after you submit your request.

You can choose from e posting Fnal Grase
e e
“ 1 1 ” ou have a Hal ervice Indicator) on your account, you may not be able to submit this request. (The "Submit" button will no
Immedlate ProceSSIDg or I:p";ear".‘] V\ew:oxl_lcll' E{Eo\ds in ;o‘irHtUBJ Etu:ent Centertfotdetailz. b= sble to submit th gusst. (The "Submit” butt 1ot
“Degree Posting - Final
Grades” to have your transcript printed when all of your grades are in or “Degree Confer Date” to

have your transcript printed when your degree is conferred.

If you want to have your transcript expedited overnight you will need to check the box for
expedited processing. You will be given additional specific instructions about the expedite
process when you get to the transcript request confirmation page. You can also go to
http://registrar.buffalo.edu/transcripts/index.php for additional information on expedited
service and the link to UPS.

In the Enter Recipient enter Recimrent Address Tnformation

Address Information group wer il -
bOX’ use the Send To bOX to :::::n undErgrj:l:::EEttr:t:sS(rlpt to be submitted to a SUNY institution? T Yes (81T
enter the name of the person Address it addree

or organization that you are
having the transcript sent to.
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You must indicate via radio buttons
whether or not this transcript is
being sent to another SUNY
institution so that a General
Education Transfer Agreement
(GETA) can be included if necessary.

Use the Edit Address page to
provide the necessary information
to mail your transcript.

NOTE: The default Country is the United States. If you need to have your
transcript sent to another country click on the Change Country link to
bring up the proper address block for the nation your transcript is being

sent to.

When you have completed the Edit Address information, click OK.

You should now be taken back to the “Request Official Transcript” page. To submit your request, click

the “Submit” button.
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Enter Recipient Address Information

SendTo |

Is this an und: ipt to be sub d to a SUNY 7

Country: United States

Address: Edit Address

LiNo

Enter Recipient Address Information

SendTo |

Is this an undergraduate transcript to be submitted ko a SUNY institution?

i No.

Country: United States
Address: Edit Address
Edit Address
Country: United States Change Country
Address 1: |
Address 2: |
Address 3: |
City: | State: 2 Postal:
County: |
Ok | Cancel |

Look Up Country

Country: begins with
Description: begins with «

Look Up Clear Cancel

Basic Lookup

Search Results
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Andarra
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United Arab Ermirates
Argentina
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On the Transcript Request
Confirmation page, note the Request#
(Number). Print the page in case you
need to reference it in the future. You will
not receive a separate email confirmation
of your request.

Request Official Transcript

Transcript Request Confirmation

Request # 000004040 Request Date: 09/27/2011 UBOFC

Immediate Processing

Blease print this confirmation from the browser Print button. If you have a hold on your account, your
request will not be processed. If you have any questions regarding this request, please contact the
following:

University Transcript: Contact the Student Response Center at src@buffalo.edu or (716) 645-2450.
Law School Transcript: Contact the Law School at (716) 645-2060.

Medical School Transcript: Contact the Medical School at (716) 829-2802.

School of Dental Medicine Transcript: Contact the Scheol of Dental Medicine at saharvey@buffalo.edu
or (716) B29-2839.

In order to have multiple copies of your transcript sent to a person or organization or to request that
your transcript go to a different person or organization, you will need to make additional separate
transcript requests. To do so, click on the Request Another Transcript button.

REQUEST ANOTHER TRANSCRIPT |

When you have finished making transcript requests click the Student Center link in the breadcrumb

U
e =

Favorites = Main Menu  self Service > Student Center
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trail at the top of the page. This will bring you back to the main Student Center page.




