
ORDER OFFICIAL TRANSCRIPTS FROM AHC 

 

INTERNET REQUEST (QUICKEST WAY) 

1. Log into myHancock portal. 

2. Under Student Account, click on “Pay Fees” and verity that you don’t own fees. Transcript order will not 

be completed until all fees are paid in full. 

3. Under TRANSCRIPTS, click on “Order Official Transcript”. 

4. Read “Information from Allan Hancock College” and then begin order. 

5. On the next screen, verify that the pre-populated information is correct, make changes if needed 

through the student portal or Admissions and Records, and complete the missing fields marked with *. 

6. IMPORTANT: Check transcripts submission deadline with your college. 

7. On the next screen, select the following:  

a. Regular Request (5 business days) or Rush Request (3 business days) 

b. See if you have 2 free transcripts 

c. Put a checkmark  to certify that you have not received any free transcripts yet. 

d. Make your selection on when to release your transcripts. There are two options: 

i. SEND NOW: If your final grades were already finalized, select “Send Now”. If you are 

currently attending spring term, the grades will be posted after the first week of June. 

ii. HOLD: You can hold your transcripts for posting of current semester grades 

(RECOMMENDED if requesting transcripts before the end of the term). After the grades 

are posted, your transcripts will be sent automatically to the school of your choice. No 

further action needed. 

e. Select your primary reason for ordering, typically, “For Undergraduate Admission”.  

8. On the next screen, select recipient’s state and type in the name of the recipient in the Search box. Once 

populated, select the school you are planning to attend. 

9. Electronic delivery costs $0.60; paper delivery with 1st class mail is free. Some colleges will give you an 

option to choose from. The other, however, might only have one option. Please read carefully and be 

prepared to pay the fee. THIS FEE IS NOT WAIVED even if you have a free transcript. 

10. If a mailing option was selected, please confirm the recipients address on the next page . 

11. After you selected your first recipient, you will have an option to either select another college or 

proceed to final steps. 

12. Under Summary of Charges, click “Place Order” or “Go to Payment” (if applicable). 

13. Accept Agreement on the next page if you are sending transcripts electronically. 

14. Enter Payment Information / credit card (if applicable). 

15. Submit Order. 

16. Print or take a picture of the confirmation page for your records.  

17. You can check your order status by either logging into your portal and selecting Transcript Order Status, 

or on our website by entering your Order Number. 

 

NOTE: If  you are not able to log into myHancock portal, please use our public webpage to place an order 

with TranscriptsPlus directly.  Follow the link www.hancockcollege.edu/admissions_records/transcripts.php 

and click on their icon:  

 

IN PERSON 

You may request that your transcripts are printed in person at the AHC Santa Maria Campus Admissions 

and Records office, the Lompoc Valley Center, or the Santa Ynez Valley Center during office hours. 

http://www.hancockcollege.edu/admissions_records/transcripts.php


 


