
Cambridge Electronic Transcript Submission Instructions 

 

1. Download the Cambridge General Paper Transcript Request Form from the 

school website, http://elc.leeschools.net >Cambridge Transcript Request, 

or in the Cambridge Google Classroom.    

2. Save the form, on your own computer, as “Results Transcript Application 

UX623-your name-your candidate number”, close and reopen, then fill out, 

following all directions exactly as written on the form.   

3. Send the form and a copy of your photo ID, to the email address on the 

form.  Make sure you put the correct subject line in the email. 

4. SAVE the automated reply email and the Enquiry Number (like a tracking 

number).  (Check your Junk folder, too.)  If you do not receive the email 

within minutes or hours, you have done something wrong and you need to 

try again. 

5. Cambridge will send an electronic transcript of your exam to the college 

you list in August when results are released.  (If the college has signed 

electronic agreement with Cambridge, otherwise it is mailed to the school) 

6. Cambridge will send an email to you when they send your transcripts.  

(Make sure the email address, you include on the form, is current and one 

you will be using for a long time, NOT Lee Schools email.) 

7. If you find that your college is saying they never received your transcript 

information, you can use the automated email reply, that you saved, and 

site the Enquiry number to ask when they were sent or to just ask them to 

send again.  

8. If they respond that they were already sent, you can then take their 

response right to the college and show them that they are somewhere at 

their school.  If absolutely necessary, you may have to resubmit the 

request. 

9. If you have any issues throughout this process, you may email me, Mrs. 

Hutto- CarolynHu@leeschools.net for additional help or guidance.  If you 

need your candidate number, let me know. 

 

 

http://elc.leeschools.net/

