MSW – STEPS TO OBTAINING TRANSCRIPTS

1. Submit thesis to Thesis Office within the established submission periods

2. Make corrections if required

3. After thesis clears Thesis Office, obtain final Department Chair’s signature by the following procedure:

a. Submit thesis signature page in Dr. Oliver’s thesis signature mailbox in the main office SPA 161

b. Log in using the log located in thesis signature box in main office

c. Office manager will contact student when signature page is signed off

d. Student picks up signature page in  Dr. Oliver’s signature page mailbox

4. Submit thesis to Copy Center in the Bookstore, pay binding and duplicating 

Fees

5. Call Thesis Office with Bookstore receipt number

6. Check grades online at MYCSULB.  Grades are available approximately 3 weeks after the end of the semester

7. Continue to monitor MYCSULB to see that everything has cleared (thesis and grades posted) until the site shows DEGREE AWARDED (DATE) under the “unofficial transcript” section of MYCSULB

8. Once DEGREE AWARDED is posted, order your transcript IN PERSON:

a. Go to Enrollment Services windows in the Brotman Hall courtyard

b. When placing your order, present your STUDENT PHOTO ID and

c. Complete a Transcript Request Form (available on line) http://www.csulb.edu/depts/enrollment/assets/pdf/transcript.pdf
d. Under section 9 fill out EXPEDITED SERVICE (Add $10.00 to total order)

i. Request the expedited transcript be either mailed to address indicated or

ii. Request the expedited transcript be available for pick up at Brotman Hall, room 123 (Photo ID required for pick up)






THIS IS AN INDIVIDUAL STUDENT RESPONSIBILITY

