
Accessing Your Unofficial Transcripts 

Current Students can view and print their unofficial transcript from their Student Center.  Past Students can 

request their unofficial transcript from the online request form.   

The transcript includes all undergraduate courses completed or enrolled in at Heartland.  Transcripts also 

include any awarded transfer credit, including Advanced Placement, CLEP, proficiency, and prior learning 

credits.  All degrees and certificates awarded at Heartland are also indicated.  

If you need an official transcript, you must order it online through the National Student Clearinghouse.  There 

is a $5.00 fee for each official transcript.  If you need help ordering an official transcript, contact the Records 

Office at Records@heartland.edu or 309.268.8071. 

 Instructions Screen Shot 

1.  Navigate to myHeartland 
(home.heartland.edu) 
Click the Student Center button 

 
2.  Click the Academic Records tile 

 

https://k2.heartland.edu/Runtime/Runtime/Form/SR__TranscriptRequest__Request__Form/
http://www.getmytranscript.org/
mailto:Records@heartland.edu
http://home.heartland.edu/


 Instructions Screen Shot 

3.  Select View Unofficial Transcript 
on the left 

 
4.  Click Submit 

• A PDF will open in a new 
window. Your transcript 
can be printed or saved. 

 

 
 

 

 

 

 

 

 

 

 

If you no longer have access to your student center due to lack of enrollment, you can request an unofficial 

transcript through the online request form.  This form will validate information to ensure we have the correct 

student account before sending a transcript.  

https://k2.heartland.edu/Runtime/Runtime/Form/SR__TranscriptRequest__Request__Form/


 Instructions Screen Shot 

1.  Fill in all the information 
and click on Validate 
Information. 
 

 
2. If the information can be 

validated, you will fill out 

all the information on the 

next screen.   

• You can choose 

to send the 

transcript by 

email, mail, or 

both by checking 

the boxes 

accordingly. 

• You will need to 

type your name 

as your Signature. 

• Click on Submit 

Request. 

 

 

3.  Click on OK on the Pop-up 
and close your previous 
window 

 



4. • Shortly after you 
close the form, 
you will get a 
confirmation 
email that we 
have received 
your request. 

• Additionally, you 
will get an email 
that we have sent 
your transcript. 

 

5. If you cannot resolve an 

error, please call the 

Records Office at 309-

268-8071. 

1. Click Ok & fill in 

all the fields.  

2. Click OK & Call 

Records. 

3. Click OK.  You will 

automatically be 

taken to your 

student center.  If 

you are not 

logged in, it will 

take you to the 

login page. If you 

are a current 

student or 

employee and do 

not have access 

to your student 

center, please 

contact the 

Helpdesk at 309-

268-8350.  

 

 

Error 1.   

Error 2.    

Error 3.    

 

 


