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1	 The user must first sign into their account

2	 Their account must be associated with a high school.  This can be checked by going to: 
	 Your  Portfolio ->  Your Profile-> The Basics

3	 Once their account is associated with their high school, the user should go to the 
	 College Planning tab.
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4	 Select the Applications and Transcripts box
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5	 Select Request and Track Your Transcript
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