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Requesting Your Document

1) Log into UR Self-Service located on the University of Regina website (www.uregina.ca)

Emergency Info | Directories | Library | UR Self-Service | UR Courses | Webmail | Academic Calendars & Schedules

SEARCH U of R |°

% Find a Person A Search Classes & Build Schedule

University

of Reg]n a I User Login

P Enter " you u ID/ ff tudent NUMBER, (consisting of nine digitgffand PIN (minimum of eight digits) below, then select "Login". If this is the first time you will access UR Self-Service, click on the Help button near the top, right side of this
page info;

* If a student has granted you access to their fin: recoggl as an authorized user through the on-line payment syste
** After five failed attempts to logi

select the "Authorized User Login link at the bottom of this page. **

count will be locked. **

P When von are finished using UR Seif-Sgffice, please Exit (top, right corner)
ur browser to protect ygfff privacy.
v

« If you have fore tlen our g4 please enter your User ID and then ciick the "Forgot PIN?" button.
« If you would lce to reset gl PIN please Click here

User ID: | ]
PIN:

[Login| [Forgot PIN? |

Authorized User Login

If you do not know your U of R student ID number and PIN, or have never used UR Self-Service
please contact IT Support and provide your complete name, date of birth, and the years you attended the
U of R. You can email IT.Support@uregina.ca or call 306-585-4685 for assistance

2) Ensure that your email address is up-to-date. Click the Personal Information Tab, choose View
E-mail Address(es). Use Update E-mail Address(es) if you need to make additions or changes.

Student

Personal Information

P

Search | | (G0

For instructions on how to update your e-mail or other personal
information, contact IT.Support@uregina.ca or 306-585-4685 for
Change PIN assistance.

Change Security Question

View Address(es) Telepho
Update Add nd/or Tel
Checlk/Set Forwarding

View E-mail Address(es)
Update E-mail Address(e
View Emergency Contacts
Update Emergency Contacts

I Ll b BA— it Ok mdbine


https://banner.uregina.ca:17023/ssbprod/twbkwbis.P_WWWLogin
mailto:IT.Support@uregina.ca
mailto:IT.Support@uregina.ca
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Requesting Your Document

3) Go to the Student tab, choose Student Records, then select Document Request.

Personal Infor%m Faculty & Staff Finance
Personal Information m Faculty & Staff Finance

Search | |(Go |

Search | |(Go|

Fé Student Services ___, . StudentRecords

Student Records

** view your studel

d; holds; final grades and academic history; charges StUdent Informatlon

nd Program Planning View Holds
vizor; contact your faculty advisor; and plan your ¢ Final Gl’ades

Registration ** viaw grades for the curr ndfor the most recent previous term. **
** search for, register a or drop, classes; check your registration status; D tR t

ocumen eques
Graduate Student Requests - . ) )
**Transfer, Program Eﬁensioﬂ, Progress Reporting, Voluntary Withdrawal, Leave ** Request your Official Transcript or Confirmation of Enrolment. Check the status
Canadian Tax Form(s) Current Registration & List of Courses (Unofficial Transcript)
Access/Purchase your Textbooks Academic History

** Textbooks are usually listed/available for purchase one month prior to the sta

RELEASE: 8.9.1.3 Apply To Graduate

View Status of Graduation Applications
© 2023 Ellucian Company L.P. and its affiliates. View Account or Make a Payment

** BEFORE wiewing your account, users of Internet Explorer 9 must choose "Col

U of R Photo ID Card Request

4) Select Official Transcript from the Document Type drop-down menu.

5) Select your current email address from the Your Email Address drop down menu.

: : . : This is for your email only.
Number of Terms Wwh box, your Confirmation of Enrolment
A notification email will be
sent to your email address
Document Type: | Official Transcript v with registration information
for MyCreds.
Your Email Address: ( ] ~
Transcripts will not be sent
Processing Options: | ..Select.. v if the email address is for an
institution or organization.
Submit Finished | You will provide this infor-
mation once you are in the
MyCreds portal.
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Requesting Your Document

6) Select one of the three possible options in the Processing Options drop-down menu.

Document Type: |' Official Transcript - '| Immediate - requests are processed daily and no
' ~" later than 2-3 business days.

Your Email Address: Your email
—v| Holding for *<term> grades - the request is in the

Processing Options: | _Select.. " I queue until your all your grades for the indicated term
: - have been received, then the request is processed.

L Select..
| Submit | | Finished | Immediate Holding for <degree or certificate> - the request is
I I _ in the queue until your credential has been approved
Holding for 202230 grades by Executive of Council (after faculty approval) then
" Holding for BA English — the request is processed.

* The terms are displayed by the year (2022) and then the term (10 for winter, 20 for spring/summer and 30
for fall). For example: 202230 would be the 2022 Fall term.

7) Click the Submit button.

Any past requests, as well as your new request, will appear under Requested Documents.

.Rx:qul:.tcd Documents

|Document Trpe |Emad Address Term - # |Processing Options |Date Requested SrATuS
@ Official Transcript Immediate 29-NOW-2022 Reguest received
Confirmanon of Enrolment 202230 - 3 01-0CT-2022 Available in MyCreds

o This icon indicates that you have 30 minutes to remove your most recent request. Hover your curser
over the icon to delete your request and then create a new one.

After 30 minutes the request is automatically locked, the request can no longer be deleted, and it is
sent to the Registrar’s Office for processing.

* After you have submitted the request, you will be able to go back to step 4 in these instructions and re-
quest other official documents, such as your Confirmation of Enrolment.

8) Click the Finished button when you are done requesting documents which will take you
back to the UR Self-Service menu.
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Requesting Your Document

9) You can check the status of your request at any time in UR Self-Service. Go to the
Student tab, choose Student Records, then select Document Request.

The Status of your request is displayed at the end of the table.

Request received indicates that the request has been sent to the
Registrar’s Office.

Waiting to be processed indicates the request has been received by the Status
Registrar's Office. The request will be processed immediately or held depend- Request received
ing on the processing option you requested. Available in MyCreds

Available in MyCreds indicates the request has been completed and you
can view it in your MyCreds account.

DO NOT REGISTER FOR A MYCREDS ACCOUNT before receiving your notification
email from noreply@mycreds.ca which will be sent to your email account.

Official Transcripts are processed daily or within 2-3 business days and once processed an
email notification is sent to your email account. Processing times can vary and may take
longer during peak request times (January and September). Requests are processed in the
order they are received.

NOTE: If this is not your first time requesting an official document from the University of Regina and you
have already registered for MyCreds, you will receive a “notification of new document” email.

You can click the View Document button/link in the email OR you can proceed to the Login Instructions in
the full instructions document.
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Registration for MyCreds

1) Locate the notification email from noreply@mycreds.ca in your email account.

If you did not receive the email, please check the email listed in your request from UR Self-Service to
ensure it is correct. If the email is correct, contact MyCreds@uregina.ca or call 306-585-4127 and the
email will be resent. If the email is not correct, you will have to make a new request in UR Self-Service

using the correct email.

2) Click the Register button located in your email to register for a MyCreds account.
Some e-mail systems do not display images and you may only see a link that you can click
which will take you to the same location.

The button or link will direct you to the MyCreds online registration page which is different depending on
whether you are a current or past student. This is further explained on the following page.

Do not use this link to forward your document to an institution, organization, or other location.
They receiver will not be able to access your document this way.

A digital Official Transcript from the University of Regina has been issued to you and is ready for
viewing and secure sharing online through the Mca | MesCertif.ca Learner Portal.

This document is digijtally signed to ensure authenticity and tamper evidence.

To access your Official Transcript and to share it with third parties online,
please register for your WAL @ gt ca | MesCertif.ca account.

If you have any queries, please contact the University

Frequently asked questions on the use of m,ca |Wie be found on the FAQ

page.

General information about the University of Regina's use of this technolog¥can be found here.



mailto:mycreds@uregina.ca
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Registration for MyCreds

For Active/Current Students
(students that have taken at least one course within the last year and used
their @uregina.ca email to request transcripts)

Umversugy
You will be directed to the University of Regina’s Multi-Factor Authentica- (}fReglna

tion page which requires your student username, password, and access to

the verification software on your phone or computer. Lot to ARUCE Nations!
i i Network SP
You can also contact it.support@uregina.ca or call 306- e
H ] - - U
585-4685 if you experience login issues. sername
Password

Choose an authentication method

§ [ pon't Remember Login
[«f; Duo Push recommenDED Send Me a Push
[ clear prior granting of

permission for release of your

[ Passcode information to this service.
What is this? CF [J Remember me for 7 days

Meed help?
Secured by Duo .
ARUCC Mational Network SP
For Past Students ¥ ¢ : - e———
(students who have not attended in the last year STUDENTS "7 GRADUATES;  SEPROFESSIONRlS

and used a personal email to request transcripts in
UR Self-Service )

1) You will be directed to enter your email and W O
create a password which will be used ——
when logging into your MyCreds account
(you will need this password to login to o
MyCreds in the future).

2)  You will receive an email with a link to verify
that your information is correct. 5 pam——:

My eQuals Account Registration
Why register?

3) The link in the email will re-direct you to the
login page where you can use your email and
password to access your MyCreds account.


https://www.uregina.ca/is/mfa/what-is-mfa.html
https://www.uregina.ca/is/mfa/what-is-mfa.html
mailto:it.support@uregina.ca
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Login to MyCreds

Once you have registered for MyCreds using your notification email, you can login to your
MyCreds account and access your documents anywhere there is internet access.

3) Go to the for MyCreds at www.mycreds.ca to login.

XI_\'(‘I?dS.('El Learners Members Verifiers News About Us

4) Sign in by using your email and password or with your Education Provider depending on
your student status.

For Past Students Sign in
Enter the Email and Password that you provided when
registering for MyCreds and click the Sign In button.

Do

For Active/Current Students
Click on the Sign in with your Education Provider

button. -

You will be directed to the University of Regina’s Multi- Can't sign in?
Factor Authentication page which requires your studen
username, password, and access to the verification
software on your phone or computer.

.
Other Options E -
You can to link to other accounts (Google, Facebook

and LinkedIn) once you have logged into MyCreds.

Sign in with your Education Provider

in Sign in with LinkedIn



https://www.uregina.ca/is/mfa/what-is-mfa.html
https://www.uregina.ca/is/mfa/what-is-mfa.html
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Can’t Sign In

1) If you do not remember your password or are
unable to sign in after you have registered, click Sign in
on the text icon Can’t sign in? located below the
Sign in button on the sign page.

Do

Email

Please enter an email address

Password ®

Can't sign in?

QR

2) Enter your email address. Click Submit.

This will send you either an activation email or an
email to reset your password, depending on which is
required for you to access your account.

I'mi neot @ robeat

laving trouble using Google reCAPTCHA? Click here for an altermnative
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Paying for Your Document

Once you are logged in you will be directed to the Documents page. All documents in your account are
listed on this page.

1)

2)

3)

List View
You can switch from two different types of views for the list of documents in your account.

Status of Document

Payment required (view) - indicates that payment is required from before viewing and sharing

the document.

Avalilable - indicates that the document is valid and available to view and share.

Revoked - indicates that the document has been removed by the university and the student will need
to contact the University of Regina at mycreds@uregina.ca.

Pay

Click on the document title or status to view and pay for your document. This will direct you to
the individual document page and allow you to enter payment information.

MyCreds.ca¥MesCertif.ca @ Documents g Sharing X EN v / Jv

Documents
Currently signed in via 2 University of Regina sign in as.{ }On\y documents issued to this user are visible here (Learn more).

If you have documents issued to another email address and/or Organization sign in, you must sign in to those accounts separately. To merge multiple MyCreds™ accounts, use the Link Account feature in your Account

settings page. To share your document with a third party, click the SHARE button. 1

Q, Search 2

University Payment required University Available University Revoked University
“Regina (view) E “Regina E “"Regina “Regina (view)
Confirmation of Enrolment Confirmation of Enrolment Fall Confirmation of Enrolment Official T int
Winter 2023 - 1 2022 -1 Winter 2023 - 1 cial Iganscrip

30 Nov 2022 27 Oct 2022 o 26 Oct 2022 20 Oct 2022
Confirmation of Enrolment Confirmation of Enrolment Confirmation of Enrolment Official Transcript

I
“ {Q Search = SHARE SELECTED
o
Organisation Document Type Issued | 3 Status Actlons |:|
University 3 K\ i Payment required
.-,( Confirmation of Enrolment Winter 2923 - 1 Confirmation of 30 Nov 2022 v R 4
e{.’,md Enrolment (view)
20 Oct
Officia
Ulll\L[blLW X Confirmation of .
Showing 1 e{_{md Confirmation of Enrolment Fall 2022 - 1 Enrolment 27 Oct 2022 Available SHARE D
University . ) Confirmatien of
of Reglnd Confirmation of Enrolment Winter 2023 - 1 Enrolment 26 Oct 2022 Revoked

10
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Paying for Your Document

When a document has the status “Payment Required”

1) Click the PAY button. o
UI]]VGI‘SlLy Official Transcrif
IREGINA  © v e ) (&} |
(@ Payment of 15.00 CAD is required to view the document.
V Issuer information

v Document information
Your document will appear here

Vv Certification information

2) Complete the payment form.

Entering the billing address and postal code of the credit card you use is a requirement of the MyCreds™ payment
system (Stripe). The verification for the postal code goes back to the bank / financial institution that issued the pay-
ment card. The format for the postal code needs to match the financial institution’s records. You should refer to your
statements (online or hardcopy) to see what the format for the postal code is with the issuing financial institution. To
give you an idea of the variations, some need the letters to be uppercase while others use lowercase; some are
looking for the space between the first 3 characters and others are not. There is not one standard format; the format
for the postal code needs to match your financial institution’s records.

0 ;\';RIILk [ O

Billing Address
D Same as residential address
T ral
ARYCC
Address line 1° -~
g . &
State / County / Province * {—\
Post code ™ Al

a»

11
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Paying for Your Document

3) Click the PAY button on the lower left side of the form.

A message will tell you if your payment has been successful. You will be returned to the documents page
where your document’s status will be updated to Available.

Ligyersity
E "Nr,'.:;ll.n

s
ARCC g

PN University Available
© "'Regina

Official Transcript

20 Oct 2022
Official Transcript

University o Official
of R(*gma Official Transcript Transeript 20 Oct 2022 Available SHARE |

12
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Viewing Your Document

1) Once you have paid and click to view the document listed on your Documents page, you
will be sent to the Official Transcript view page.

UﬂiV@I‘Sity Official Transcript

OfRegina © Avallable  E Expires NA™

This is the date that your access
to the document will expire.

) (@)

@ You have not created any shares for this document yet.

¢ BACK

Q

4 DOWNLOAD PDF <5 SHARE

= | This will let you know if you have shared this
document to any institutions or organizations.
J 1 0of5 — 4+ AuomaticZoom v n»

Vv Issuer information

This will take you back to the

Documents Page D

@ "Regina

document to your computer (not
official)

ownload a pdf version of your |. ,
information

information

University of Regina Official Document Cover Page

University of Regina official documents are issued directly through MyCreds™ which is owned by the Associatio
Registrars of the Universities and Colleges of Canada (ARUCC) and powered by Digitary, a trusted international

verified digital credential platform. MyCreds™ ensures document authenticity. When transcripts, credentials, and|

other documents are issued through MyCreds™, they are verifiable, secure, and include a cryptographic signatu

If you have received notification of this document and a link to access it through MyCreds™,. you are viewing a
certified official document that you can trust. A document routed to you as an attachment from an individual pers
email is not official and may not reflect the most recent version.

This will direct you to the share options for
sending your document to other locations di-
rectly from the University of Regina.

2) The first page of your Official Transcript is the University of Regina Official Document
Cover Page which has information regarding the security aspects of the document. The
second page will be the start of your Official Transcript.

University

*Regina

o

University of Regina Official Document Cover Page

University of Regina official documents are issued directly through MyCreds™ which is owned by the Association of

Registrars of the Universities and Colleges of Canada (ARUCC) and powere

d by Digitary, a trusted international

verified digital credential platform. MyCreds ™ ensures document authenticity. When transcripts, credentials, and any

other documents are issued through MyCreds™,, they are verifiable, secure,

and include a cryptographic signature.

If you have received notification of this document and a link to access it through MyCreds™ , you are viewing a
certified official document that you can trust. A document routed to you as an attachment from an individual personal

email is not official and may not reflect the most recent version.

‘When viewed in PDF format in Adobe 9.0 or later, this document has a number of security features described below
These security features do not apply to a printed copy. Under no circumstance should a printed copy be relied upon as

it could be subject to tampering. This document is shared as a single-use tra
recipient and downloads are for record keeping purposes only. Forwarding o
the document not valid

Security information

nsaction between the leamer and the
r reproducing this document will render

To verify the authenticity of the digital document, make sure you are accessing it online via a link to the document on

MyCreds™ . The link will start with https:/leamer. mycreds ca

When viewed in PDF format in Adobe 9.0 (or later), the digital signature of the document should be interpreted as

follows:

The blue-ribbon symbol signifies that the contents of the document

have not been altered after it was

downloaded. It does not signify its currency (it may have been revoked or replaced by the institution or

organization with a more up to date document). If the document does not display a valid certification and

signature message, reject this document immediately.
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Viewing Your Document

1) Your Official Transcript will look similar to what you see below.

i UNIVERSITY OF

ltems to be awareof: P REGINA Official Academic Record
Date Issued: This is the date your Official e
Transcript was uploaded to the system. If you i
need a more recent version of the document,
you can request it again in UR Self-Service. S —
Undergraduate Academic Record: Your / cmﬁﬂf‘iﬁ:ﬁmi"% e E— Dewsmiond 1606159
transcript will display all of your Undergradu-
. . . Diploma of Associate in Administration Term complated: 15-Oct-1994
ate information first and then your Graduate Anardig ity Admistion
information will follow in the same document. Bachlorof Adinsstion Duconfora: 291958
Avarding Faculty:  ~Administration
Degrees: Once your faculty has approved
. . . Bmhﬂmal‘%m Tmcn!:uplamd' lﬂﬂiﬂifda: Data confarrad: 21-May-2008
your credentials for graduation, your credential TS g LA Yale Lo il i 5 Tl
information will be displayed here. =
Date Conferred: This is the official date RSITY OF REGINA ],
your credential is conferred. This date will not o Tt Ayl 3 i jmdmePod ORS00 ToulCedtHom 30
appear until after the EXECUTIVE OF COUN- T
. Aftempted Eamed  Class Average
CIL has approved your credentials. Contact — >
your faculty for information regarding your TETT REGIVR BoPimEdl\ Pty SRAmMESEG Qb et
. . . HIST 100 INTRO TO HISTORY \‘_ 0.0 0.0
graduation application. HERSITY OF iP5 N1ViEg
Term GPA: 0.00 Credit hours earned. 0.0

If your document is not the most recent version, you can re-request a new Official Transcript in your UR
Self-Service account. Once we receive your request the most recent version of your document will be up-
loaded to MyCreds and an email will be sent to you. If you have already paid for your Official Transcript
and it is still within the 365 day access time, you will not be required to pay again to view the most recent
version.

14
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Sharing Your Document

1) When in the Document View area you can select SHARE from the Actions column.

Organisation Document Type Issued Status% Actions D

Universily e Official n
of Rf‘gmd Official Transcript Tanscript 20 0ct 2022 Available SHARE D

OR use the SHARE button located at the top when you are viewing the Official Transcript document
page.

.\-’I}'Ciids.c;l
MesCertif.ca

Xp EN v Denise Seidler v

(@ Information U Access control ® History
UI]IVBI‘Slty Official Transcript x ]
OfReglna @ Available = Expires: N/A

@ You have not created any shares for this document yet. %

{ BACK i «<2SHARE

[En] Q J 1| of5 — 4+ Automatic Zoom  w

»

g
|

Fﬂ Unjversity

© “Regina

15
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Sharing Your Document
2) A pop-up window will appear. You can choose between Generate a link to my document
OR Send my documents to a registered organization.

OPTION 1 Generate a link to my documents. You will need to enter the email address of the location you
are sending your transcripts to in the Recipient Email Field.

Document sharing X

View document

> @ Generate a link to my documents

v O Send my documents to a registered organisation

Share name Gﬁ
The name you choose will be visible only to yourself and will not be seen by the recipient of
your share

Enter the email address for the Institution Srome of <hore

i ) ) urpose of share =

or Organlzatlon y0U are Sendlng Categorise your shares by giving them a simple description (only visible to you)

your transcripts to.
Recipient Email [

OPTION 2 Send my documents to a registered organization.

You will need to fill the organization name in the Recipient.

Not all organizations are registered with MyCreds. Document sharing x
View document ~
(O Generate a link to my documents
:> (® Send my documents to a registered organisation
Share name <

The name you choose will be visible only to yourself and will not be seen by the recipient of
your share

Enter the name of the Institute or Organization you
wish to send to.

If No organization match your search criteria % e
appears, you will need to change your option to

Generate a link to my documents. You will need the e 3
email of the location to send the document. Please type organisation name

See the next page for information on the other fields in this form.
16
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Sharing Your Document

3) Other than the Recipient Emalil field, all other fields are optional and do not need
information in order to send your document. Please see below for further explanations of
each field.

s

Share name <,

The Share name field is for your own information and will T e v o s b vl o o vouree il ot be seen b e vecient of
s . ) he name you choose will be visible only to yourself and will not be seen by the recipient of

not be seen by the recipient. You can leave this blank if yourshare
you choose.
The Purpose of share field is for your own information  e——p01005 of share 0
and will not be seen by the reCipient- You can leave this Categorise your shares by giving them a simple description (only visible to you)
blank if you choose.

Recipient Email  REQUIRED ™

The Reference field is viewed by your recipient. This can
be used if you have an ID with the receiving location or

need to specify the department you are applying to. \
ference
The reference will be visible to the recipient of the share

Access PIN is optional. It is intended for additional security. If

left blank, the person receiving the document will be able to——p 1 ... oy A
view without any information from you. You can leave this

blank if you choose. When used, the Access PIN must be

disclosed to the receiver or they will not be able to access

your document. / Expiry date

The Expiry date is optional. It can be used to set a time limit
on the availability of your document. If left blank, the receiver HELP & CANCEL
can still access the document.

4) Click the SHARE button.

Please know that documents shared through MyCreds™ | MesCertif™ come directly from the University
of Regina and are tamper-evident and cryptographically signed, making them authentic and official. You

can securely and conveniently access and share your academic documents with other colleges and uni-

versities, government, employers, and third parties.

If you have attempted to send your transcript via MyCreds™ | MesCertif™ and the institution or organiza-
tion has rejected your document, please email us at mycreds@uregina.ca so that we can assist you in
sending your document.

17
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Sharing History

1) While on the main Documents view page, click the SHARING link on the top right of the
page to view your sharing history.

.\[)‘(‘I‘L‘(ls.t'il*\k‘\(‘t‘l‘lil..(‘:l @ Docurfiénts 0(: Sharing 7‘2\ EN v —V

Documents

Currently signed in via Z£ University of Regina sign in 35-‘ Only documents issued to this user are visible here (Learn mare).

If you have documents issued to another email address and/or Organization sign in, you must sign in to those accounts separately. To merge multiple MyCreds™ accounts, use the Link Account feature in your Account

settings page. To share your document with a third party, click the SHARE button.

2) The Shares page will list all the shares you have sent for any document you have in
MyCreds.

() DISABLE ALL () ENABLE ALL
Share name Reclplent Date shared Explry date Status Actlons
—
2 ~ 9 / | & g
Instructions 1998 2023 Doeffatt expire Enabl}d G DI
| | 2 9 “r D 4 Vi

This is the share name you would have created when you shared the document.
This is the email of the location you to which you shared the document.

This is the date the email was sent to the location with your document.

This will have the expiry date, if you created one.

This means the document is available to the receiving location.

2 U

This allows you to disable the document if you no longer want it available to the receiving location.

18



