
STUDENT TRANSCRIPT 
SERVICE

SENDING TRANSCRIPTS 
TO POST SECONDARY 
SCHOOLS



1. ACCESSING THE TRANSCRIPT 
SERVICE:

studenttranscripts.gov.bc.ca



2: CLICK “ORDER”: THIS MAY TAKE 
UP TO 30 MINUTES TO COMPLETE



3. NEXT YOU WILL REGISTER FOR BCeID



4. 
COMPLETE 
THE FIELDS 
TO REGISTER 
FOR A BCEID



4.1 CHOOSE YOUR PASSWORD RESET QUESTIONS

 Students must remember their reset password answers!!!



5. NOW YOU CAN 
LOG IN UNDER 

STUDENTTRANSCRIPTS

How to Order the Transcripts



Required:
PEN, First Name, Legal 
Last  Name and email 
and must be correctly 

entered to avoid  delays

*PEN is available on 
report card
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6. Registering for Student 
Transcripts Service (STS)



6.1 STUDENTS MUST ENTER THE CORRECT 
PEN, DATE OF BIRTH AND LEGAL NAME AS 
THE SCHOOL RECORD!

If entered 3 times incorrectly, you will be LOCKED OUT, so follow 
instructions!



An email confirmation will be sent to activate registration.

Click link from the 
email confirmation to 

link the newly  
created BCeID to the 

student’s  STS
account. Must 

activate within 24 
hours
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7. LOOK FOR AN ACTIVATION 
EMAIL…
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8. The email link will Prompt you to enter in 
your user ID and Password



9. IT WILL TAKE YOU TO “MY DASHBOARD” 

Click 
Send/Order 
Your 
Transcript



10. MUST CLICK “I CONSENT”

Then click “send transcripts”
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2. 2. Move to list 

3. When all selected, click “Go to Next Step”

11. Choose your Post Secondary Institutions



12. Send options VARY, but JUST Leave with the preselection!  There is no 
need to change anything on this screen!

Click “go to next 
step!



12.1 SPECIAL NOTE: 
ONTARIO UNIVERSITIES’ APPLICATION CTR (OUAC)

Note: Students applying through OUAC—Ontario University Application 
Center, choose this for transcript request…no need to look up individual 
universities
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*Check grades on transcript and check off “I have 
reviewed my order and course info” at the bottom then 
“add to cart” 

13. Send option Continued: 

For Post- Secondary school that use XML function(E.g. UBC, 
SFU)



14. Send Options Continued—Send Final Transcript only, just 
leave with the preselection!  This institution does not want the 
Interim marks sent.

Click Go to next step



15. Send option 3:
For PSI that uses batch process-no need to change this either, just 
leave the preselected box chosen for what you need!

Go to next step 



16. Review your 
order

Add Order to cart

Check off “I have 
Reviewed my order 
and course 
information”



16. Review your order

Click, SUBMIT ORDER



Confirmation of order will be sent to email

17.  Confirmation of your order



Help videos- step by step instructions
(studenttranscripts.gov.bc.ca/)







COUNSELLORS 
AVAILABLE

Troubleshooting issues and helping those 
who are struggling with setting up 
accounts.

Thursday and Friday 
November 24 & 25

At LUNCH

IN the Library Learning 
Commons



MUST 
BEGIN THE 
PROCESS 
NOW!

It is the one step 
that you can do 
early and gain 

support from us if 
there are issues
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