
**Recipients are having problems viewing transcripts in chrome.  Use a different bowser to open the transcript. ** 
 
Recipients of electronic transcripts will receive at least two emails.   
 
The first email will have the subject line: “transcript link for …”  
 
There is a link and a username included in the email.   
 
The recipient should click the link, and receive the following page: 

 
 
 
The recipient should enter the email address that they received the emails and the password that is included in the 
second email with a subject line of: “transcript password for...”   
 
Enter the email that the student used as the recipient email.  (For example:  If the student requested the transcript to be 
sent to admissions@jmu.edu, but the electronic transcripts are then forwarded to an staff members email for 
processing, the individual opening the transcript needs to enter admissions@jmu.edu as the email address.) 
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The following screen will appear but a second screen (popup) should also come up. 
 
First screen: 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Second screen (popup): 
 

 
 
When the recipient selects the PDF link the below box comes up: 
 

 
 
The recipient needs to enter the username from the first email and the password from the second email. 
This is needed each time the document is opened, even after being saved to the recipient’s computer. 


