
Cambridge Electronic Transcript Submission Instructions: 

 

1. Complete all information on the CIE Transcript Form provided 

a. Edit the exam sessions being requested according to the exam sessions you participated in. 

b. Add your Cambridge Candidate number (4-digit number you used in Cambridge Exams) 

2. Save the form as a PDF on your computer 

3. Take a picture of you photo ID and save it as a document on your computer. 

4. Send the saved form and ID to the email address listed on the instructions page (first page of the 

attachment) 

5. Cambridge will send an automated reply email 

6. SAVE the automated reply email (check your “junk” folder too) 

7. Cambridge will send an electronic transcript of all exams passed to the college you list (if they have an 

electronic transcript agreement with Cambridge) 

8. You will receive ANOTHER email from Cambridge when the transcript has been sent – so look for that 

too! 

9. Electronic transcripts are usually received by the college within 2 – 3 days at the most 

10. If the transcript has to be sent through the mail, it can take up to 3 weeks to be received. 

11. If you are submitting the Electronic Transcript Request form before the end of the school year, 

Cambridge will initially send a transcript with all exam grades EXCEPT the June exam session from your 

senior year.  

12. Another transcript, with the results from the June exam session from senior year, will be sent the 

following August (to the same school you requested on your request form) when exam results are 

released. 

13. If you earned your AICE Diploma Award (ADIP) during the June Exam session of your senior year, 

Cambridge will provide that information to the Florida Bright Futures (BF) Office in August when the 

results are released. 

14. BF will update their data base, include your ADIP and change your award status if applicable. 

15. At that time, you will need to go to the Financial Aid office at your college and let them know you 

qualify for the scholarship and ask them to access the Bright Futures update so they can apply the 

money to your account. 

16. If there is an amount owed on your college bill before this, just ask the Financial Aid Office to “defer 

payment” and they will. 

17. If you find that your college is saying they never received your transcript information, you can use the 

automated email reply that you saved, there is an “Enquiry Number” in the subject line of that email 

which is like a tracking number. Just re-send that automated reply back to Cambridge and ask them to 

send the transcript again. 

18. If you have any issues throughout this process, you can always email me! 


