(G30k N e Office of
>“m the Registrar

Academic Records Request
Form

Office of the Registrar — User Guide

Contents

OVEIVIEW ...ttt ettt et s s £t 28 b s e e e s s bbb b e s bbbt b s et sttt b s s 2

Academic Records Request Forms by DOCUMENE TYPE .....cvvvvccicccccirr e 2

Requesting an Official Document in STU-VIEW .........cooiiiis e 2
How to Order an Official TrANSCHPL ..ottt bbbt 3
How to Order Confirmation of Enrolment (COE) LEter ... 5
How to Order an Electronic Credential ..o 6
How to Order a Replacement Hardcopy Credential............ccccvvcciceiiiiieiecccs et 7

I have @ HOIA ON MY ACCOUNT ..ottt 9

Page 1 0f 9
Office of the Registrar
Last Updated: August 27, 2025



Overview

If you are a current student, you can now request your official documents (transcripts, credentials and confirmation of
enrolment letter, for most students) directly through STU-VIEW.

Former students (graduates and those who last attended the College more than a year ago) should use the new
Academic Records Request Form for Former Students to request an official transcript and credential.

Academic Records Request Forms by Document Type

There are various Academic Records request forms. Please ensure you select the correct option based on the
document you are requesting and your student type.

1. Confirmation of Enrolment Letter

a. International Students: Letter Request for International Students

b. Continuing Education, Academic Upgrading and RESP/CPP Forms: Confirmation of Enrolment

Letter: Non-Standard Requests

c. Current Students (None of the above): Log into STU-VIEW to access the Document Request Card.
2. Transcript and Credentials

a. Current Students: Log into STU-VIEW to access the Document Request Card.

b. Former Students: Academic Records Request Form for Former Students

Requesting an Official Document in STU-VIEW

1. Loginto STU-VIEW
2. Select the Academic Records Tab
3. Select the Submit a Request button

Home Academic Records Admin Advising OSAP & Awards ‘\\ Q VIEW ALL CARDS

Student Records A Request Official Documents 0]

Submit a request for any of the listed official documents:
anscript
o Credential
‘onfirmation of Enrelment Letter (Domestic Students)*

Students aC of
Enrolment: Submit Here [

°
oo

For more information, please visit: Academic Records [

4. Select SAML.
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https://forms.office.com/Pages/ResponsePage.aspx?id=bCDctf0XBkuLyCTwu2UCKfFyEYJBW7BAvoP6lU65A1hUQVVPTUpWNlk3MDQ1QVlNOEU5TkVSNkswVi4u
https://applynow.georgebrown.ca/International/letterrequest
https://www.georgebrown.ca/sites/default/files/2025-07/Confirmation-of-Enrolment-Letter-Request-Non-Standard-Form.pdf
https://www.georgebrown.ca/sites/default/files/2025-07/Confirmation-of-Enrolment-Letter-Request-Non-Standard-Form.pdf
https://forms.office.com/Pages/ResponsePage.aspx?id=bCDctf0XBkuLyCTwu2UCKfFyEYJBW7BAvoP6lU65A1hUQVVPTUpWNlk3MDQ1QVlNOEU5TkVSNkswVi4u
https://stuview.georgebrown.ca/

'-_] processmaker

Usemame
Password
0 Remember me

Forgot Password?

& SAML

5. This will redirect you to the Academic Records Request Form, where you will be authenticated. Once
loaded, your First Name, Last Name, Student ID and George Brown student email will auto-populate.

Checking for Your Record running.

This window will automatically ciosa when complote

6. Choose your document from the “Type of Request” drop-down menu

& The Office of

“m the Registrar

Replacement Hardcopy Credentials

Goorgs Broun Galege Emsi
Lt Nam
Goorge Brown Calege 1D
Pioasn usathis ke 1 roquost ano o he ikwing documnis;
‘Offclal Transeripts
“Confirmaticn Le students only. v ugh 2 —
Electranic Credental

b
). The amai wil mnchado

[ * T of Reqaest

For more infoemalian regarding foos and shaning v MyConds, plaace afor 0 the MyCreeds FAGS: Fitps sl goosgobraan calliscimyesniiars p

HOW TO ORDER AN OFFICIAL TRANSCRIPT

1. Select “Official Transcripts” from the drop-down menu
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The Office of

the Registrar

First bame George Brown Colege Emall

Flisase use 1is form 10 request ane of Ihe followng documants:
“Official Transcripts

“Confirmation of Enfolment (COE] Letiscs ity ts My 8quest <o ‘enroiment lstiers thiough apglync geor
‘Electronic Cregentisls
Replacement Hardcopy Credsntisls

Al TEguEstEd doCUMENts Wil be 55ued Blectioncaily via the MyCreds piatiom_gxcept 1 repiacement hardcopy Credentials. You wil FECSNVS an Mall NOHCANON DCE Your dOCUMEN (5 aVEIBDle Vi Your George Brawn Cale]e email SCCOUn (CurTent students) or
you siready e sn sccount

Answer the questions below related to requesting your transcript

the parsonal emai provided on this form {former students). The email will include instructions for how to register and/or sign in if you already have an account

For mara information regarding fees and sharing via MyGreds, please refer o th MyCreds FAQs view gec wn caimiscimycrediags. pdi

y
Jracs for the most recent semastar? (5o, your nanscrpt requsst wil b Wbcssssd two wseks folowing the grases submissions deadine}

Yos

No

1 you 1 i - o justcomploied — your il semastr, o you requir this ranscript o Includs your radustion stakus? (1 50, yourramscrip equest will be procssed sl oraduston satuses are updaled olowing your final semasier)
No

© 2024 George Brown College | Privacy
DISCLAIMER

The information contained in this websie fs subject to change without notice. It should not be viewed as a representation, offer of warranty. Students are responsible for venlying Geerge Brown College fee requirements

Select “I have reviewed and confirmed that the information provided above is correct. | understand that all
documents — with the exception of hardcopy replacement credentials — will be issued electronically via
MyCreds.”

Complete the Captcha (does not appear all the time) and click SUBMIT

* | have reviewed and confirmed that the information provided above is correct. | understand that all documents — with the exception of hardcopy replacement credentials — will be issued electronically via MyCreds,

N

CAPTCHA

\/ I'm not a robot

SUBMIT

Once the request has been successfully submitted, you will see the message below

Thank you for submitting your records request. You will receive an email once your request has been processed, usually within 2-3 business days.

To submit another request, please refresh your page.

You will receive an email notification with the subject “GBC Records Request Submitted” with a PDF attachment
of your request. See Email Notification to see a sample email.
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HOW TO ORDER CONFIRMATION OF ENROLMENT (COE) LETTER

If you are an international or continuing education student, or you require a COE for RESP or CPP, or for the
Academic Upgrading program, see Academic Records Request by Document Type to ensure you are selecting the
correct form.

All other students should follow the steps below.

1. Select “Confirmation of Enrolment (COE) Letters” from the drop-down menu

Gggggg & The Office of
>~ @ e Registrar

(Gsorga Brown Colege Email

form to request one of the following documents
“Official Tramscripts

i i SOE) Letters - D oy, Infernationsl stusents may tequest confimation of envolment lefters through iy
“Electronic Credentials

Replacement Hardeopy Credentials

A requested documents wil bs susd electranically via e MyGreds piatior. except for replacement hardcopy credentisfs. You will receive an email nofification ance your SoCUMENt 5 avalatie via your (e0rge Brown Collegs mail account {oument studants) o
f you alvasdy have an sccount

2. Select the academic year for which the COE is needed. Note, you can only select one year at a time. In most
cases, you should only need a COE for the current academic year. If you require multiple COEs, it may be best
to request a transcript to illustrate your academic history.

* Type of Request

Confirmation of Enroiment (COE) Letters

CONFIRMATION OF ENROLMENT (COE) LETTERS — Domestic Students:
Please note that your COE letter will be issued via MyCreds for a fee $15 (plus tax), which will unlock this letter for 4 months - with unlimited shares/update requests. You v

#Please select the academic year for your Confirmation of Enroclment (COE) letter? \
- September 2022 - August 2023
- September 2021 - August 2022
© September 2020 - August 2021

M/

O * | have reviewed and confirmed that the information provided above is correct. | understand that all documents — with the exception of hal

3. Once you have selected the academic year, select ‘I have reviewed and confirmed that the information provided
above is correct. | understand that all documents — with the exception of hardcopy replacement credentials — will
be issued electronically via MyCreds.”

4. Complete the Captcha (does not appear all the time) and click SUBMIT

* | have reviewed and confirmed that the information provided above is carrect. | understand that all documents — with the exception of hardcopy replacement credentials — will be issued electronically via MyCreds.

™

CAPTCHA

 Im ot a rabot

SUBMIT

5. Once the request has been successfully submitted, you will see the message below
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Thank you for submitting your records request. You will receive an email once your request has been processed, usually within 2-3 business days

To submit another request, please refresh your page.

6. You will receive an email notification with the subject “GBC Records Request Submitted” with a PDF attachment
of your request. See Email Notification to see a sample email.

HOW TO ORDER AN ELECTRONIC CREDENTIAL

Only graduates who completed their program before Fall 2023 should submit a request for an electronic credential.
Any graduates from Fall 2023 onwards do not need to request electronic credentials as these are automatically
issued via MyCreds a few weeks after the end of their graduating term.

If you completed your program before Fall 2023 and need an electronic credential, follow the steps below.

1. Select “Electronic Credentials” from the drop-down list

i e Office o
QR " e

2. Answer if you graduated before 1995

* Type of Reguest

Electronic Credentials

ELECTRONIC CREDENTIALS:
As of Fall 2023, all graduates will bave eCredentials automatically uploaded to MyCreds free-of-charge, so there is n0 need to submil a request — please check Iuportant Dates for Graduates for timelines.

Did you graduate before 19857
0 Yes

@ No

Please select the credential you require from the following list

a. If yes, you must enter your Program Name and Approximate Date of Completion

Type of Request

Electronic Credentials

ELECTRONIC CREDENTIALS:

A of Fall 202 tes il e eCredentials automatscally uploaded to My Creds fiee-of charge, sa there 15 o need o submit 2 request — plea
Did you graduate before 19957

® Yes

No

Please enter the name of your program and approximate date of completian:

Program Name
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b. If no, you will see the option to select from a list of programs attached to your student ID. Or you
can select “l do not see my program on this list” to access the above Program Name field.

* Type of Request

Electronic Credentials

ELECTRONIC CREDENTIALS:

As of Fall 2023, all graduates will have eCredentials y uploaded to MyCreds free-of-charge, so there is no need to submit a request — please check Important Dates for Graduates for timelines.
* Did you graduate before 19957

O Yes

@ No

* Please select the credential you require from the following list

@ Game Development

© 'do not see my program on this list.

* | have reviewed and confirmed that the information provided above is correct. | understand that all documents — with the exception of hardcopy replacement credentials — will be issued electronically via MyCreds.

SUBMIT |

3. Select “I have reviewed and confirmed that the information provided above is correct. | understand that all
documents — with the exception of hardcopy replacement credentials — will be issued electronically via
MyCreds.”

4. Complete the Captcha (does not appear all the time) and click SUBMIT

* | have reviewed and confirmed that the information provided above is correct. | understand that all documents — with the exception of hardcopy replacement credentials — will be issued electronically via MyCreds.

™
+/ Im nota robot

SUBMIT

5. Once the request has been successfully submitted, you will see the message below

Thank you for submitting your records request. You will receive an email once your request has been processed, usually within 2-3 business days.

To submit another request, please refresh your page.

6. You will receive an email notification with the subject “GBC Records Request Submitted” with a PDF attachment
of your request. See Email Notification to see a sample email.

HOW TO ORDER A REPLACEMENT HARDCOPY CREDENTIAL

This option is only for graduates who require a replacement of a hardcopy credential that was lost, stolen, or
damaged. Hardcopy credentials are automatically provided free of charge after the end of each graduating term, so
no request is required for the first copy.

1. Select Replacement Hardcopy Credential from the drop-down list
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The Office of

“ @ the Registrar

First Name George Brown College Email

Last Name

George Brown College 1D

Please use this form o request one of the following documents:
«Official Transcripts

“Confirmation of Enrolment (COE) Letters - Domestic students only. International students may request confirmation of enrolment letters through applynow georgebiown cavlntemationalietierrequest
-Electronic Credentials
-Replacement Hardcopy Credentials

Foi Confirmation of Enrolment (COE) Letters 195, paf

Elecironic Credentials

Replacement Hardcopy Credentials

Select

All requested documents will be issued electronically via the MyCreds platiorm, axcept for replacement hardcopy credentials You will receive an email notification once your document is available via your Georga Brown College email account (current students) or

3. Answer if you graduated before 1995
a. If yes, you must enter your Program Name and Approximate Date of Completion

Type of Request

Electronic Credentials

ELECTRONIC CREDENTIALS:

As of Fall 2023, ll graduates will have eCredeatials atomatically uploaded to MyCeeds free-of-charge, so there i no need 10 submit a request — piease check Important Dates for Graduates for timelines
Did you graduale before 19957

@ Yes
No

Please enter the name of your program and approximate date of completion

Program Name * Approximate D

b. If no, you will see the option to select from a list of programs attached to your student ID. Or you
can select “I do not see my program on this list” to access the above Program Name field.

Type of Requast

A of F arve eCredentiahs auomaszally sploaded 1o MyCreds free-of-charge, so there is no neod 8o uskmit 3 7equest — please cheek Tmportam Diates for Graduates fioe timelines
Did you 10857
Yes

& No

Pleasa select the credential you require from the following list

m on this kst

eviewed and confirmed that the informaton provided abave is comect. | understand that all documents — with the exception of hardcopy replacement credenbals — wil be i=sued alectronically via MyCreds

SUBMIT

7. The last known mailing address that we have on file will auto-populate. Confirm if this is correct. If not, please
contact the Academic Records department at records@georgebrown.ca for assistance.
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mailto:records@georgebrown.ca

he last known mailing address we have on file for you is listed below If you want your credential to be mailed to a different address, please conlact the Records department

Send To City

Street Address Province/State

Ontario

Apartment/Unit Number (optional) Postal Code

Country

Canada

8. Select “I have reviewed and confirmed that the information provided above is correct. | understand that all
documents — with the exception of hardcopy replacement credentials — will be issued electronically via
MyCreds.”

9. Complete the Captcha (does not appear all the time) and click SUBMIT

* | have reviewed and confirmed that the information provided above is correct. | understand that all documents — with the exception of hardcopy replacement credentials — will be issued electronically via MyCreds.

™
+/ Imnotarobot

SUBMIT

10. Once the request has been successfully submitted, you will see the message below

Thank you for submitting your records request. You will receive an email once your request has been processed, usually within 2-3 business days

To submit ancther request, please refresh your page

11. You will receive an email notification with the subject “GBC Records Request Submitted” with a PDF attachment
of your request. See Email Notification to see a sample email.

| have a Hold on my Account

If you have a financial hold or a Registrar's Hold on your account, this will prevent you from submitting an official
document request via STU-VIEW or the Academic Records team from processing your request. To resolve any hold
issues, see Holds for more information.
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https://experience.elluciancloud.ca/gbcoaaat915/page/holds

