How To Send Official College Transcripts to Albany

The College of Staten Island
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Request a Transcript | Registrar | CSI CUNY
Website - College of Staten Island

Unofficlal Transcript: Students who are currently enrolled
are able to obtain an “Unofficial Transcript”, free of charge,
through thelr Student Center In ..

City University of New York « cal

Registrar | Students | CSI CUNY Website -
College of Staten Island

On our website you can: order a transcript, print an
M\Tn( verification, declare {ﬁge your majof,...
Ype -.ine coll
enisland trans
i
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— §§ Collegs of Staten 1siana
Request a Transcript

All CUNY campuses are only
open to essential staff starting
March 16th 2020 until further
notice.

We encourage everyone to select the PDF
Transcript order option.

Note: The College of Staten island is unable
to pr il for any studi

inactive prior to 2003,

ee this page th
n the right web

Thae auickact wawv tn sand a tranecrint ie tn nrdar

mn @) <

2 @ = P X

|§ Collegs of Staten island

302

PDF Electronic Transcripts:

Select the PDF electronic option to get your official
transcript to its destination as quickly as possible.
Instead of being printed and mailed to the
recipient, the transcript is converted Into a PDF
document and delivered to the recipient in an

Please visit the
Querview .

Authorization:

scroll down:unt

protect your rights, all transcript orders require

o°PDF Electro

Your order will be automatically authorized if:
- -
ts andclic
P th er eS DOth the st
name on this order andghe sl{demﬁw in
Transcript Ord
= Student ID, Social Securit$ Number, Date of

4 atch the inform@tion in our records and
wverview

accompany your transcript
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Transcript Ordering Services
CUNY College of Staten Island

Information from CUNY College of
Staten Island

ATTENTION:

ALL CUNY campuses are only open to essentlal
staff starting March 16th, 2020 until further notice.

We encourage everyone to select the PDF
Transcript order option, as there will be delays in
the Paper Hard Copy transcript option.

All paper transcript requests will be processed in
the order in which they are recelved, once the
offices reopen.

If you are sending your transcript to another CUNY
school, click here for more information.

Cetting Your Transcript to Its Destination as Quickly
as Possible: Select Order PDF Transcript(s) option
below, for the fastest methods of delivering your
transcript to the recaiving institution

Transcript requests for students who attended
CUNY College of Staten Island prior to 1980 may
require additional time for processing. We
apologize for any inconvenience and delay this may
cause.

Adult and Continuing Education is a separate entity,
their records are therefore maintained by that
office, Consequently, you may NOT use Transcript
Plus to request Adult and Continuing Education
transcripts

The Office of the Registrar takes responsibllity for
handling transcript requests in @ prompt and
efficient manner However, we are not responsible
for mishandling by the U.S. Post Office or the
recalving schnol ar aspncy
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scroll-down-anc

office. Consequently, you may NOT use Transcript

Plusy est Adult and Continuige Education
ler-Paper Hard
The Office of istrar takes responsibifity for

handling transcript requesu-ln a prompt and

Transcript(s)

Please choose one of the following options:

Order PDF Transcript(s)

Order Paper Hard-Copy Transcript(s)

P Authorization Infc

Student Information

Information needed to locate your records

B-Digit CUNYfirst ID

+ . Attended From Year
n

er '

Attended To Year

*Required

YYYY *Required

Birth Date
MMDDYYYY *Required

Enter as MMDDYYYY

Enter names as they exist in the school
records

First Name

1" O <



Fill in Your Information
When your Done With This Page Click Next
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) @& credentials-inc.com/cgi-bin &
CUNY Callege of Staten

sland

Staten Island. NY

Step 1 of 5: Student Info

Student Information

Information needed to locate your records

LGRSy

L |

| know my 8-Digit CUNYfirst ID

Attended From Year

YYYY Py

Attended To Year

vy “Rexpiamant

Birth Date
MMDDYYYY
Enter o MMDODYYYY

Enter names as they exist in the school
records

First Name
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Enter names as they exist in the school
rec

First Name

Middle Name

Enter if you think it Is on your school record

Last Name

Other Last Names

(optional)l

Enter your current address

Country

UNITED STATES

Change Country

Current Address

i (@) <
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ZIP Code

Clty/State/Zip Help

= Please update schoal records ta refiect this address

Communication Information

Email Information - Required to send order

receipt and P
Email Address
Verify Email
To avoid problems. please be surs that
PP d teaoh om # In your address book

Telephone Information

Telephone Country

UNITED STATES

Select Country

Telephone #

5 NN - NN - NN

wvadable

Entir N/A 1 s phicare

Cell Phone Info - Optional (U.S. numbers
1l ®) <
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Y @ credentials-inc.com/cgi-bin &

U5 numbiery thust be enteeed as NN SN . NI

Enter N/A I 50 phone murndver s svallable

Cell Phone Info - Optional (U.S.
only)

Ta also be notified about order status i

your cell phone. enter your Information below. Arry message

charges are your responsibility.

Cell Phone No.

Verlty Cell Phone No.

e 3n NN NN - NN




Step 2 of 5: Order Options
Y S— s s S
PLEASE NOTE: Students and Alumni wishing to receive their official

n.lmlor lhlufr\sr of Vnrwnrde them to a 3rd anﬁ must
?I d?ml(' institution: sinesses, and
Iv*!\n 3rd rly us! icial Copy - Deii

to Rec tion bel
- lpknlop-on ow.

Ver. to.Recipi

Island. Please address all Official Irlnsalp(s to a University or

®) Official Copy Issued 1o Institution or Emplayer - Deliver 1o
Recipient

$7.00 per copy

Choose only when sending to a business or
nstitution

If this name is not provided. this transcript
request WILL BE CANCELLED

Official Copy Maied (o Student for a Third Party

$7.00 per copy

Processed within 3 business days from the time
the record is approved

Older records may require additional processing
time

p 7 vse wnhl!!bggw‘. o and CI

Processe: m the time

on Select a.Reason.for
Or.d.ering

Tell us when to release your transcript(s)

®) send Now (Include courses in progress)

Other information required by CUNY College of
Staten Island

Primary Reason for Ordering

[ Select a Reason for Ordering v]“"' q—




Select a Reason for Ordering

For Myself

For Me to Send/Deliver to
Someone Else

For Transfer Admission

For Transfer of Courses Taken o
Elsewhere

For a Reverse Transfer Degree o
Program

For Undergraduate Admission O
For Graduate Admission O
For Employment

For Board Certification

For State Licensure

For a Scholarship

Official Copy Malled to Student for a Third Party

: Afterclicking-for

the record is approved

icensure click Ne

Tell us when to release your transcript(s)

® 5end Now (Include courses in progress)

Other information required by CUNY College of
Staten Island

Primary Reason for Ordering

I.
[ For State Licensure v

Credentials
Solutions




Step 3 of 5: Recipient(s)
—_——_ T

Please choose a type of recipient

epl 3‘$"”1‘ick on Ent

set up In our system

This%s the l‘\vy way vn ' s or universities whi

ecipient Manually
Note..Bo qualily for free CU ~CUNY transcripts, you

must use this option

Select an Application Service
Choose this option for Application Services such as
AMCAS, LSAC, PHARMCAS, et

Direct Access Code Lookup
Choaose this option if you were provided with a "Direct

Access Code” by your recipient




Here is the form that you need to fill out.

Please fill it out the same way that | put it except for if you did go to CSI
for your undergraduate or graduate clarify it. I went in my
undergraduate that’s why on the next picture it says that.

441 © @ w wFi.

) @ credentials-inc.com/cgi-bin (3

Required Recipient Information

This reciplent is

Herspareed

An Lnidergradhiate Sehoal -
Country
UNITED STATES

Change Country

Attentlon/Depariment

M Yiork Stale Educatiosn Departinent

Schoalfinstitutlon/Company

Office of Teaching Infiathves

Acldreas 1

A9 VWashinglon Ave Boom 5N ER

Address 2

12234 City/State/Zip Help

Ul O <

New York State Education Department
Office of Teacher Initiatives
89 Washington Ave Room 5N EB
Albany, NY 12234
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NY

2IP Code

12234 City/State/Zip Help

Telephone #

S184743900

Enter N/A f not known  Telephone Help

Attachment Options for this Recipient

Some recipients require additional information pages
CAtachments”) alongside your transcript

Any transcript order with an Attachment is currently
limited to a single recipient

Are you providing an attachment?
® No Yors (70 i ot ¢

" @

Phone Number: 518-474-3901
Are you providing an attachment? Click No

When finished click Next
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Step 3 of 5: Recipient(s)

The Information You've Entered Matched a
Network Receiver

The email address you've d hed a recipient in
our el ip! k. Please be advised we
have updated your order to reflect this recelver’s

k delivery prefs

You entered this recipient information:
TCERTEnysed gov

ciplent we to:
NYS EDUCATION DEPARTMENT - OFFICE OF TEACHING INIT

Your Recipients

Recipient 1

Quantity
A Transcript
Delivery Method
PDF
Recipient

NYS EDUCATION DEPARTMENT
Soecial - Purpose

Remove Update
Add Recipient
Enter additional recipients (rasimum of 5 allowed on this order)
1] @) <

Don’t update — leave it the way it is.

When your scroll down a little bit more your going to click on Continue to
Summary.



Summary Page
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Step 4 of 5: Summary
S —
Please review and verify all Infarmation is correct before placing
your order. If ary changes are needed. click the Edit button to
update yout information. We are unable to update orders once
placed and/or completed

S(U(,h‘”l |H"UI"‘..\“()H

S5N/SIMS ID:

Basic Order Information

Service Type:
Official Copy issued to Institution or Employer - Deliver 1o

i O <
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Basic Order Information

Service Type:
Dfficial Copy hsued to Institution or Employer - Dekver o
Reciplent

When to Send Transcript:
Send Now (Include courses in progress)

Primary Reason for Ordering:
For State Licensure

Your Recipient(s)

Reciplent 1

Quantity
1 Transcript
Dellvery Method
Printed
Yat Class Mal

Transcripts that are printed and maded are an additional $2.50
per transcriph

Recpient

NEW YORX STATE EDUCATION DEPARTMENT
OFFICE OF TEACHING INITIATIVES

B5 WASHINCTON AVE ROOM 5K €8

ALBANY NY 122

Summary of Charges for Your Order

Schaol Transeript Charges
§7.00

Shipping Charges
$250

Handling Charges.
$230

(l 0 <
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Your Rc(lpirnl(u)

Recipient 1

Quantity
1 Transcript
Dellvery Method
Printed
5t Class Mall
Transcripts that are printed and malded are an additionsl $2 50
per transcript
Reciplent

NEW YORX STATE EDUTATION DEPARTMENT
OFFICE OF TEACHING INITIATIVES

B3 WASHINCTON AVE ROOM SN £B

ALBANY NY 2234

Summary of Charges for Your Order

School Transcript Charges
$700

Shipping Charges;
$250

Handling Charges:
$230

Total Charge for This Tramcript Order:
$nso

O

When your done with everything and agree with everything you can click on Go To
Payment.
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Step 5 of 5: Payment
————

U',‘e?u';; Refresh

Step 1: Accept Agreement

You are about to authorize a payment 1o Credentials
Solutions, LLC acting as agent for CUNY College of Staten
Island In this transaction for $9.30. Please note that our
merchant name associated with this charge on your
statement will be: COLLEGE TRANSCRIPT.

=L have read and agree to the terms in the Credentials

Traesaction Agresment

Retund Polcy

Step 2: Payment Information

You have to click that you read and agree this section.



Fill Out Your Payment Page
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Step 1: Accept Agreement
Step 2: Payment Information

Click here if you are having trouble seeing the payment
form below

Review Your Order

Total Amount: usp

Pay With Your Credit Card

Credit Card Number

visaSe ~— I3 2. N
Expiry Date (MMYY)

Security Code

CVV2 i the Visa terim For the 3.8gi security code on the back of the
credit card (Visa and MasterCard). Fot Amesican Express, # 15 &-Sgts
ant locates o the front

—ha
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Cardholder Name

Submit Payment

ou-fill-out this c

S server

Submit-Payme




