
Steps to Submit a Transcript/Certificate Request 
 

1) AUBSIS Login 
 

Login to AUBSIS using Student ID and pin. 

 

Select Student Services -> Submit Enrollment / Transcript Requests 

 

 

2) Application Login 
Enter Student ID / Pin again to enter the Requests application. 

 



 

3) Bio Info 
Bio info should appear automatically. The email address in this section will be the primary 

notification channel. If you want to use a different email address change it here as per below: 

 

 
 

 

4) Item Selection 
 

Select the item(s) you want to request and the corresponding quantities  

 

 
 

 

5) Legal Document Upload 
 

Upload a photo or scanned image of your ID or any Legal document 

 

P.S. If you choose Degree Authentication as one of the items, you need to upload a scanned copy of 

your degree as well. If you are requesting a certificate in Arabic, the legal document you upload should 

display your name in Arabic. 



 

6) Delivery Options 

 

Active students and alumni can choose one of the following delivery options: 

a) Pick-Up (Registrar’s window) 

b) Courier Express (Shipment outside Lebanon, delivery charges apply) 

N.B. If you want to authorize someone else to pick-up the documents, you need to indicate in the 

Remarks fields the name of the authorized person. 

For Courier Express delivery, please specify the complete address of the destination where the items will 

be delivered. To ensure proper and timely the address has to be complete. 

Important: Make sure to enter a Phone number, otherwise the Courier will not deliver the items. 

 

 

 

 

  



7) Payment Options 
 

Active students have 2 payment options: 

a) On-Account 

a. Charges will be added to Student’s account. Can be paid either at Cashier, or added to 

next tuition payment. 

b) Online 

a. Credit Card payment 

Alumni can only pay Online (Credit Card) 

 

8) Confirmation 
After submitting, a Confirmation Page appears summarizing the selected items and the associated 

cost 

 

 

 

 

 

 

  



9) Proceed to Payment (Credit Card Payment option) 
 

If the Credit Card payment method is chosen, enter Credit Card info in the below form and submit. If On-

account Payment method is chosen, ignore this step. 

 

 

 

 

10) Payment Verification 
If the payment is accepted, a Payment Verified message should appear and your request would become 

in-process. 

 

11)  Checking Status 
You can check the status of your request by clicking on Transcripts and Certificates in the home screen, 

then clicking on My Requests. You will be notified as well via email when the items become ready. 

 



 


