
 
 

1. Type in the search box for an institution, employer, or email address; or click the Send to 
Yourself, Another Individual, or Third Part link 



 
 

2. Click to select your search results or enter the information manually with the Enter Your Own 
button 

 



 



 
 

3. Use this page to do several things: 
a. Switch to mail/paper copy  if desired  
b. Select hold for grades or degree if desired 
c. Add attachments  
d. Add another copy of transcript 

 



 
4. Review a summary of your order and do one of the following: 

a. Make changes to your order (update shopping cart) 
b. Add another order (continue shopping) 
c. Finish order and proceed to checkout (checkout) 

 



 
5. Accept the FERPA consent and click Next 

 



 
 

6. Enter payment information 
 
 



 
 

7. Review order and edit information if necessary, then  confirm 
 



 
8. Receive the order number and submission confirmation.  Student will immediately receive an 

email with more detail 
9. Log off 


