
   
 

Student: Requesting Transcripts 
 

 
Step 1: Login to Xello 
 

 
 
Step 2: On the Xello Dashboard; Click College Planning 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 



Step 3: Under College Planning; Click Create Your First Application  
  

*College/University must be selected to send transcripts* 
 
 
Step 4: Search / Select College or University 
 

 
 
Step 5: Add Application Method, Admission Type and Application Deadline; Click Create 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Step 6: Under the Application Checklist; Find Transcript and Click Request 

 
 
Confirmation Request will appear 

 
 
Track, Edit & Delete your Transcript Request by Click Options drop-down menu 
 

 


