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How to share your transcript in MyCreds™  
For organizations, such as educational institutions or employers, to access your official NAIT transcript, you 
will need to share it with them directly in 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. 

• Remember to log in 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. 
 

 
 

2. Within the Documents section, open the Official Transcript you want to share.  
 

 

https://my.nait.ca/default.aspx
https://mycreds.ca/
https://my.nait.ca/default.aspx


    
 

Page 2 of 7 

 

3. You can see how many share credits you have remaining. If you need to purchase share credits, 
select Add more.  

• If you have already purchased your share credits, like in the sample below, proceed to    
step 4. 

• To learn more about how to purchase share credits, you can review this step-by-step guide. 
Please note that share credit purchases are final and non-refundable. 
 

 
 

4. To share your document, select the share button. 
 

 
  

https://publicdocs.nait.ca/sites/pd/_layouts/15/docidredir.aspx?ID=4NUSZQ57DJN7-208515216-21156
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5. This will open a pop-up window for you to identify who you want to share your document with.  
• Generate a link to my documents: This will send an email to the recipient with a link to 

access the document. 
• Send my documents to a registered organization: If an organization is registered as part of 

the MyCreds™ network, such as the York University, you can select the recipient search 
field.  

• Please note that if you leave this section blank, a link to your transcript will be sent to your 
email. This option will use one share credit. If you download this transcript and try to send 
this downloaded transcript to a third-party, it will not be valid as a secured, verified and 
official transcript.  

Complete the required fields. Please note that an access PIN and expiry date is not a mandatory 
field.   

• If you chose to include an access PIN, it is essential that you share this code with the 
recipient as they will be unable to access the document without it. You can review the 
access code by selecting the recipient within the Access Control tab in MyCreds™.  

• If you chose to set an expiry date, the recipient will be unable to access your transcript once 
the expiry date arrives. 
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6. A confirmation of share window will appear. If your details are correct, select share. 
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7. A confirmation window will appear to confirm that the document has been shared with the 
recipient’s email listed. 

 
Your transcript has been successfully sent to the recipient.  
 
For additional support navigating your MyCreds™ account, you can Take a Tour or review the 
Learner FAQ.  
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Here are some additional tips for after you share your transcript: 
1. To review who you have shared your official document with, and if they have accessed the 

document, select the Access control tab.  

 
 

 

2. Select the share name to view more details. 
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3. As displayed below, you can view and update the details of your share, including:  
• Editing the share name  
• Resending the email 
• Disabling access to the document 
• Reviewing the number of views, including the last viewed date 
• Viewing if you have placed an Access PIN on the document; the PIN code will be displayed 

here. 
• Viewing activity of your transcript including when the transcript was uploaded, who it was 

shared with, etc. 

 


