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Requesting a Transcript without Logging into eServices 

1. Go to icc.edu  

2.  Hover over Students until drop down menu appears  

 

3. Scroll down to Transcripts and select Request A Transcript 

4. On the Request a Transcript page, scroll down and click on the Request a Transcript button 

5. Click  Begin Order 

Step 1 – Student Info 

• Enter either your ICC Student ID number or your Social Security number to get started. 

• Fill in the form with the requested and required information. If you have an address change that needs to be 

updated, check the “Please update records to reflect this address” box. 

Step 2 - Order Options 

• On this page, select the options that best suit your needs. 

Step 3 - Recipient(s) 

Choose a type of recipient. 

 

If you feel you have selected the wrong recipient, click on Previous and enter the correct information, then click Next. 

After the appropriate recipient type has been selected, click Next to continue. 

You may add additional recipients with a maximum number of five transcripts.  To do so, click Add Recipient before 

clicking the Continue to Order Summary. 

Step 4 – Summary 

This page summarizes the details of your order. Select Place Order once you have reviewed all information and 

confirmed it is correct.  On the second page of this section, you will be given your order number and given information 

about completing the order form.  Click Finish, then you must click the “click here” hyperlink in the Additional Action 

required section to complete the electronic signature. 
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Step 5 – Authorization 

 

1. Click Authorize under Order Actions on the Self-ServicePlus™ page. 

 

 

2. Then click the E-sign button 

 

3. Next, click sign and a box will appear for you to electronically sign your name.  Once you have signed, an E-

signature  authorization statement box with your signature will appear.  You may also upload a document, send 

a fax or e-mail from this page. 

 

https://www.credentials-inc.com/cgi-bin/rechkcgi.pgm?STATUS9JU7061021Q6Kl0JfOZ4nyA+CyGRKcT9R1vI=TP20190919152909M030
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4. Check the box that states, “By marking the signature and checking this box….”then click Submit. 

 

 

 

 

5. After submitting the authorization, you will receive a confirmation.  You will also have the option to cancel your 

order at that time.  If you do not sign the e-signature, you will continue to get text messages until you go back 

and sign the form.  So, make sure you receive the message below that confirms the authorization has been 
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received. 

 

 

*Remember, you may check the status of your transcript order at any time by going to Self-ServicePlus™. 

https://www.credentials-inc.com/cgi-bin/rechkcgi.pgm?STATUS9JU7061021Q6Kl0JfOZ4nyA+CyGRKcT9R1vI=TP20190919152909M030

