How to purchase share credits from MyCreds™

To share your transcript with organizations, such as educational institutions or employers, you will need to
purchase non-refundable share credits directly through your MyCreds™ account. Here’s how:

1. After requesting your official NAIT transcript on your MyNAIT portal, you can log into your
MyCreds™ account using the link included in your MyCreds™ confirmation email.
e Remember to login with your primary email on your MyNAIT profile.
o If you are unsure of which email you have on your MyNAIT profile, you can review
this information on your MyNAIT portal > Open Self Service > Profile.
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2. You will see your official transcript listed under the Documents section of MyCreds. To purchase
shares, select your official transcript.
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3. Once you click on Official Transcript, you can see how many share credits you have remaining. To
add share credits, select Add more.
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4. Within the pop-up payment window, you can add as many share credits as required.
e For example, if you need to send your transcript to a university outside of Alberta and an
employer, you will need to purchase two share credits.

Enter your billing information. Please note that share credit purchases are final and non-refundable.
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5. Once your payment is processed, you will receive a confirmation window identifying how many

share credits you now have. With these share credits, you can now successfully share your
transcript.
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Now when you go to view your official transcript, it will state you have 2 share credits remaining:
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You are now ready to share your official transcript with other educational institutions or companies.

Your transcript will be available here for you to access for future use and you can purchase
additional share credits at any time.



