How to Retreive Your Unofficial Transcript

Step 1: Log into your HCC student account. You will be directed to your Student Homepage.
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Step 2: Click on “Academic Records:
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Step 4: Click on the green Submit button
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Step 5: Your unofficial transcript with all your course history will populate. You will have
access to save the document or print the document for your records.

Please note that every dual credit student with a course history will need to have an official
transcript sent to the institutions they are applying to along with scholarship applications if
required. This will allow your credits to be transferred to those institutions.

To do so you will need to follow the above steps and instead of clicking on “View Unofficial
Transcript” you will click on “Request Official Transcript”

You will have several options but I recommend you PDF send it directly from our institution to
where you need it to go. There is a $7 fee for each transcript.



