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Once you have submitted a request for eTranscripts on your Student Centre, you will then create a MyCred™
account. Once you have your MyCred™ account, follow these steps to buy share credits in order to share you
transcripts with other institutions.

1. Log into the MyCreds™ portal (mycreds.ca) using your UCalgary EID and Password:

[ 3
Central Authentication

Service

Enter Your User Name !
Password  Enter Your Password

2. If you have already submitted a transcript request through your Student Centre (my.ucalgary.ca) and it
has been processed, it should now automatically appear on your MyCreds™ Documents Page. The share
button will remain grayed out until you purchase shares.

To purchase shares, click the Transcript button:

Documents

@ Currently signed in via £& University of Calgary sign in as uconumesr Only documents issued to this user are visible here (Learn more).

If you have documents issued to another email address and/or Organization sign in, you must sign in to those accounts separately. To merge multiple

MyCreds™ accounts, use the Link Account feature in your Pronle settings page. To share your document with a third party, click the SHARE button.
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3. Select Add More next to the amount of share credits you have.

@ Information © Access control O History

Transcript
UNIVERSITY OF

CALGARY @ Avallable  Expires: N/A

@ You have not created any shares for this docul yet.

& Zero share credits remaining, Add more Q

@ This document has been updated by the issuer since it was originally issued to you

»

(in] 2 ¥ Page: 1 of4 — <+ Automatic Zoom 3 heeed |

= v |ssuer information
o » ol S IV e Y e P P pnna

4.  Choose the amount of share credits you would like to purchase and then enter in your billing
information.

Payment details X

Share credits
O

Billing information @

Country
Canada @ Zip/ Postcode

Card detalils

Card number =

Expiry date (MM / YY) CVV/CVC code )

Email M

Invalid email
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UNIVERSITY OF Transcripts
CALGARY Buy Share Credits MyCred™

5. You will receive a purchase confirmation indicating you have successfully purchased share credits and
may now share your document.

Purchase confirmation X

Your payment has been processed and you have successfully
purchased 2 additional share credits.

You now have a total of 2 share credits for sharing your
document.

Further instructions on How to Share Documents can be found under the Take a Tour section of the
MyCreds™ portal:

MyCreds.ca¥MesCertil.ca © LeamerFAQ  (2) RecipientFAQ XA Englsh v

[ Documents
Take a tour
=% Sharing

Please take 2 moment te familiarize yourself with the features of MyCreds™. This short tour will introduce the mest important parts of the service.

® Take a tour e

Documents list
The list of documents issued to you by approved MyCreds ™ institutiens. This page contains DOCUMENT VIEW >

information on each decument and actions you may make depending on the document status.
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Related Guides:
Request Official Transcript to request a transcript through your Student Centre (my.ucalgary.ca).
Request Unofficial Transcript for a PDF copy of your unofficial transcript.

End of Procedure.
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