
(1)  Double Click this Icon        (2)   Click on Connect 
 

(3)  Type in the Password and click o.k.    (4)  Click Continue 
 

(5)   Open Internet Explorer     (6)   
 

 
(7) 
 Type in your user id and password 
 

 
(8) 
You are now into the state VPN Site.  To do a student lookup click on Lookup 

 
 
(9) 

 
 
You must fill in at least the last name.  
Fill in the blanks and Click Search. 
 
The more information you enter the quicker the search process goes. 
 



 

(10) Select the correct student by clicking their name. 
 
 
(11) 

 
 
 
 
After making certain that you have selected the correct 
student click the “Assign To My School” Button. 
 
 
 
 
 

 
 
(12) 

 
 Click o.k. to finish this process. 
The STN Center will now submit a transcript  request to the 
previous school. 
 

 
(13) 
 

 
 
 
When you are finished looking up students close Internet Explorer and click on the VPN 
Dialer Icon.  
 
 

 
 
(14) 

 
 
 
Click on the disconnect button. 
 


