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Frequently Asked Questions:

Q1: How can I see my award 
transcript?  

A1: Award documents open by 
default on the Certificate. Use the 
dropdown above the document to 

select the transcript or cover letter.

Q2: Why have my personal 
details not been updated on 

the Statement of 
Registration letter?

A2:  Documents will be updated with any 
changes made to your personal details 

via My Imperial by 2pm the following 
working day. If documents have still not 
updated after this, please send an email 

to: registry.systems@imperial.ac.uk

Q3: Why is the third-party 
connection still appearing 
as ‘Pending’ on my portal?

A3:  Connections will be saved as 
pending until the third party accepts 

the connection request.

Q4: How do I resend an 
email to the third-party 

connection?

A4: If a connection is still pending, 
you can resend the email under the 

‘Actions’ section. 

Q5: How do I report an issue 
with my document?

A5: You can use the ‘Report’ button 
to raise an issue with your document.

Q6: How do I report a 
technical or access issue?

A6: Please submit an ‘Ask’ ticket or 
contact ICT Service Desk if you can’t 

access your documents or for any 
other technical issue.

Q7: Where do I go for more 
information?

A7: Please access this link for more 
information.
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Accessing your official documents

This document is aimed at students currently 
enrolled at Imperial College London. 

It will guide you through the process to access your 
official college documents, such as letters, 

transcripts, and certificates, or share a document 
with a third party.

Q8: How do I access my 
documents once I graduate?

A8: Please visit ‘For Alumni’ web 
pages for more information on 

accessing your official documents 
after graduation, including the DC 

Alumni Reference Guide.

mailto:registry.systems@imperial.ac.uk
https://servicemgt.imperial.ac.uk/ask?id=icl_index
https://www.imperial.ac.uk/admin-services/ict/contact-ict-service-desk/
https://www.imperial.ac.uk/student-records-and-data/for-current-students/request-an-official-document/
https://www.imperial.ac.uk/student-records-and-data/for-alumni/
https://www.imperial.ac.uk/media/imperial-college/administration-and-support-services/student-data-and-records/public/DC-Alumni-Reference-Guide-v2.pdf
https://www.imperial.ac.uk/media/imperial-college/administration-and-support-services/student-data-and-records/public/DC-Alumni-Reference-Guide-v2.pdf
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How to view your documents:

If you have access to My 
Imperial, log in, and click on the 

‘My documents’ tile.
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Click ‘Log in with Imperial 
email’ to directly access the 

Student Portal. 
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Click ‘View’ on the document 
you want to view.

Click on the ‘View’ button next to 
‘Documents’ tile.
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Use the dropdown option to 

switch in between award 
documents.
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Accessing your official documents

Award documents open by default on the Certificate. Use 
the dropdown to select the transcript or cover letter.

This document is aimed at students currently 
enrolled at Imperial College London. 

It will guide you through the process to access your 
official college documents, such as letters, 

transcripts, and certificates, or share a document 
with a third party.

https://my.imperial.ac.uk/
https://my.imperial.ac.uk/
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How to download or print your documents:
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Click on the cog icon to 
'Download' or 'Print'.
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Some organisations will not accept this online version. 
In this situation you can share the documents with the 
third party.  This is covered later in the guide. 

If a downloaded file causes any 
issues e.g. it is too large to upload 
then you can instead print to PDF. 

Select ‘Print’ on the cog menu 
and then click ‘Print’ again.
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How to report an issue with your documents:

Click on the yellow 'Report' 
button to report an issue.
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Provide as much information as 
possible on the  issue 

experienced.
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Note that documents will be updated with any changes 
made via My Imperial by 2pm the following working day. If 
documents have still not updated after this, please send an 
email to: registry.systems@imperial.ac.uk.
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How to share your documents:
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Click on the ‘Manage’ button next 
to ‘Connections’ tile. 

To add a new connection, click 
‘Add Connection’.

Fill in the person’s name, email 
address and how long you wish 
them to have access to your 
documents and click ‘Send’. 
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On the next screen, tick the 
documents that you wish the 
person to view and then click 
‘Share documents’.

Using the radio buttons under the 
‘Actions’ section, you can edit the 
connection (documents shared, 
expiry date), delete it or resend 
an email.
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