
How to Request Transcript 

1. Login with your Student Portal/ Moodle credentials on MySIS 

 

2. Click  “     ” OR “   ”  

 

 
 
 
 
 
 

You can select either option to toggle the menu 



3. Select “Request Forms” 

 

4. Under “Request Forms”, select Transcript Request Form. 

 

 

 

 

 

 

 



5. Complete all the necessary fields. In the “Issue to” field, enter the recipient’s email 
address. Then, select “Continue” 

 

6. Either “Pay by Credit Card” or “Pay with Flywire” 

 

 

 

 

 



7. A. If you opt “Pay by Credit Card.” Complete all the necessary fields and click 
confirm request. 

 

      B. If you opt “Pay with Flywire.” Make sure all the details are accurate, then click next 
and choose your payment method. 

 

 

  


