
HOW TO REQUEST YOUR OFFICIAL
TRANSCRIPT

Please follow the instructions carefully! The notes
throughout the guide will help you with any

questions you may have!

If you’re struggling and need assistance, you can make
an appointment with the CollegeNow Office using this
QR CODE!



Open your web browser,
go to www.lehman.edu
and click on "Login" as

shown here. 



Scroll down on this
page and click on
"CUNYfirst" under
CUNY Logins to be

taken to the
CUNYfirst login page. 



If you have not
claimed your

CUNYfirst account,
you must do that
first so you can log
in. You can click on

"New User" and
follow separate

instructions.

Enter your CUNYfirst
login credentials as

shown in this example.
If you have used
Brightspace or

Blackboard before,
the login credentials

are exactly the same.

NOTE



This is the CUNYfirst
Homepage; yours may
look slightly different
but you should have
the "Student Center"
tile shown here. Hover
your mouse over and

click to continue. 



Locate the
"Graduation and

Transcript" tile, then
hover your mouse
over and click to

continue.



Locate the "Request
Official Transcript" tab
on the left hand side
menu as shown here.
Click on the tab and a
new web browser tab
will open. If it does not,

check the pop-up
blocker of the browser

you are using. 



This new page will
open on your browser.
Scroll down and click
on "CUNY Lehman
College" as shown

here. This will redirect
you to the Parchment
Ordering page. This is

the CUNY vendor that
processes official
transcript orders. 



The previous page
should redirect you to

the Parchment
Ordering page. If not,
follow the instructions

below.



You will need to create
a Parchment Learner
account to proceed.

Your email address will
be populated from
CUNYfirst. You can
delete the current

email on this page and
use a different one. 



Create a password and
click "Create Account &
Continue" to finish on

this page. 

Your phone number and
address will be populated

from CUNYfirst. Verify that
the information is correct

and add missing
information, if any. You can
also change your address. 

Your phone number and
address will be populated

from CUNYfirst. Verify that
the information is correct

and add missing
information, if any. You can

Your phone number
and address will be

populated from
CUNYfirst. Verify that

the information is
correct and add

missing information, if
any. You can also

change your address. 

Create a password and
click "Create Account
& Continue" to finish

on this page. 

Your phone number and
address will be populated

from CUNYfirst. Verify that
the information is correct

and add missing
information, if any. You can
also change your address. 

Your full name and
date of birth will be

populated from
CUNYfirst. Verify

that the information
is correct.Your phone number and

address will be populated
from CUNYfirst. Verify that
the information is correct

and add missing
information, if any. You can
also change your address. 

Select your highest
level of education

from the drop-
down menu. 



Check this box and
click "Complete My

Registration" to finish
on this page.

Check this box to verify
your name. If you

changed your name,
check the box below
and type your name

variation.

Select your enrollment
status from the drop-

down menu. We
recommend to wait

until your CN course is
finished and final

grades are posted in
CUNYfirst to order an
official transcript. In
that case your status

will be "No, not
currently attending". 

Select your enrollment
status from the drop-

down menu. We
recommend to wait

until your CN course is
finished and final

grades are posted in
CUNYfirst to order an
official transcript. In

that case your status
will be "No, not

currently attending". 

Type the years you
were enrolled in the

Lehman College Now
Program. Type your
EMPLID in the field
"Your Student ID

Number"
We recommend to

download your
unofficial transcript

from CUNYfirst so you
can see the years of

attendance and
EMPLID.

Check this box to
verify your name. If
you changed your

name, check the box
below and type your

name variation.

Check this box and
click "Complete My

Registration" to finish
on this page.



Lehman College will be
added to your

Parchment Learner
account and you can
click "Order" in the
"Transcript" tile to
place your order



Know the full name and address of the
college, university, or institution. Know the
office that should receive the transcript in
case multiple offices appear within one
institution. It is common for transcripts to be
received by the Admissions or Registrar's
Office but you need to confirm with the
institution. Some institutions have an
undergraduate processing center, know if
you should send the transcript there instead
of the general address. 

Know the full name and address of the college, university, or
institution.
Know the office that should receive the transcript in case
multiple offices appear within one institution. It is common for
transcripts to be received by the Admissions or Registrar's
Office but you need to confirm with the institution. Some
institutions have an undergraduate processing center, know if
you should send the transcript there instead of the general
address. 

On this page you will set the destination
of the transcript. Here are some tips:



This is just an example but notice
the full address is shown on the

right side after hovering the
mouse over the desired

institution. Click on the institution
name to select it.

You can send the physical
transcript to yourself or an
individual but keep in mind
that once the envelope is

opened, the transcript is no
longer official. We highly

recommend to refrain from
using this option unless it is

absolutely necessary. 



This question is required.
Select "Undergraduate

Admissions" unless you need
the transcript for another

purpose.

This question is required. Select
"Send Now" for when you want to
send the transcript. Remember to

order the transcript after your
final grades are posted in

CUNYfirst. 



It is not required to add an
attachment unless you have

been instructed by the receiving
institution. For example, an

attachment may be a course
syllabus or letter of explanation. 



John  Smith

Sign your full name in this section. 



Click "Continue" to go
to the payment page. 

On this page you can review
the order and see the total

fee. Read carefully and
ensure everything is correct. 



Type the payment
information carefully
and make sure the

billing address
matches with the
debit/credit card

records.

Then click "Submit
Payment" and you will

see a confirmation
page with an order

number. You will also
receive an email

confirmation. 
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