
Appendix I 

1. Sign up a Certree Individual Account at Certree.com  

 

2. After signing up, click on Request My Documents button in My Vault.  

 

3. Search Randolph Community College to request your transcripts 



 

4. Select Official Academic Transcript (or Document Type needed) 

 

5. In Request Form, make sure the email request is sent to rccwc@randolph.edu (default email) 

mailto:rccwc@randolph.edu


 

6. Go through facial recognition to verify your identity 

 

 
 

7. Once you pass the authentication, your request for a transcript will be sent to your college registrar’s 
office for processing. An email will be sent to you once your transcript is issued to your Certree vault.  

8. Sign in your Certree Individual account to view the transcript issued to you. Click on the transcript to 
review for accuracy, share via download, email, text, or fax.  



 
 
 

 

 


