How do | request a copy of my transcripts?
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You can access your unofficial or official transcript from your portal. From the home page of the
portal, click View Unofficial Transcripts.

To order official transcripts, follow the directions below
Ordering Official Transcripts from your Student Portal:
1. In your Student Portal, towards the bottom of the home page, click on Order Official

Transcripts

Booklist and Course

Degree Progress Details > > Add/Remove Specializations -
Materials

Academic Catalog > University Policies > View Unofficial Transcripts

Order Official Transcripts > Resources >

2. You will then be taken to the Parchment Exchange transcript request system. If this your first
time requesting an official transcript through Parchment, you will need to enter some personal
information to create your account. Once you have entered your information, please click on
“submit” on the bottom right of the page. You will then be taken to a page listing the "Available
Credentials" that can be ordered. Certificates from conferred undergraduate and graduate
certificate programs as well as undergraduate or graduate degree diplomas can be ordered here
along in addition to official transcripts. Select the desired credential by clicking on the green
"Order" button.
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Available Credentials CANCEL x

Please be aware that Canadian mail and parcel processing and delivery will not occur for the entire

o ‘ duration of the Canadian national strike, and some Canadian post offices will be closed.

JIATE
Ly _ °"zﬂ The following credentials are available from Colorado State University
*'=; '&' % Global Campus. Start your order by selecting a credential listed below (you
e can add more later)
TRANSCRIPY Transcript

An academic transcript is a inventory of courses
that a learner has taken and the grades that they

earned in those courses during the academic year.

Replacement Diploma Digital and Print
DIFLOMA

A Diploma is a certificate awarded by an
— educational institution to show that someone has Order
-O- successfully completed a course of study. You will

receive a digital copy via email and a printed copy
of you ... View Full Description

3. Next, please select who or where you would like the transcript to be sent to. If you would like
the transcript to go to a school/institution, you may use the ‘Search’ Function to search and select
the appropriate address/recipient to send the transcript to.
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< BACK Set Delivery Destination CANCEL %

INTERNATIONAL MAILING DELAYS: PLEASE NOTE: We are seeing longer than normal backlogs in
International Customns Offices. Please allow 4 -6 weeks for International shipments sent via mail.
Parchment is unable to issue refunds related to this delay. Please keep this in mind when selecting
your delivery method.

Please be aware that Canadian mail and parcel processing and delivery will not occur for the entire
duration of the Canadian national strike. and some Canadian post offices will be closed.

Your order will be sent from Colorado State University Global Campus to the
individual and/or organization at the destination below.

Please note, orders for a replacement diploma or certificate will include both a digital and print copy.

Q | Where would you like to send the credential? m

OR

& I'm sending to myself or another individual @

4. If you are sending an official transcript to yourself, select “Send to Yourself, Another Individual,



or Third Party” and then select either “eTranscript” or “Paper Transcript - Mailed”.
electronic:
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Your order will be sent from Colorado State University Global Campus to the individual and/or organization
at the destination below. Select a delivery method for your order

i

Electronic Print & Mailed
Delivered By Email Printed On Paper & Mailed

RECIPIENT INFORMATION

@ John Smith
@ johnsmith123email@email.com

@ johnsmith123email@email.com

print & mailed:

PROFILE =
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Your order will be sent from Colorado State University Global Campus to the individual and/or organization
at the destination below. Select a delivery method for your order

A ~2

Electronic Print & Mailed
Delivered By Email Printed On Paper & Mailed

INTERNATIONAL MAILING DELAYS: PLEASE NOTE: We are seeing longer than normal backlogs in
International Customs Offices. Please allow 4 -6 weeks for International shipments sent via mail.
Parchment is unable to issue refunds related to this delay. Please keep this in mind when selecting

your delivery method.

Please be aware that Canadian mail and parcel processing and delivery will not occur for the entire
duration of the Canadian national strike, and some Canadian post offices will be closed.

RECIPIENT INFORMATION

|Q John Smith
Attention Phone

& United States of America v

© 123 Fake St
@ Address 2

@ Nowhere I @ Oklahoma v IO 73038

a4 ‘ UNABLE TO VALIDATE ADDRESS

Need this delivery expedited?

:'/‘ Add rush delivery via FedEx FedEx

Additional fees will be applied

+Back to search

NOTE: Once an official transcript is opened, it is no longer considered an official
transcript. If you are sending an official transcript to another school/employer, we
recommend you select to send it directly to the Third Party as forwarding it yourself is
often considered unofficial

5. Once you have identified who the transcript is being sent to, you will need to confirm your
delivery method and select “Continue”. This next step will confirm the details of the order such as
delivery method and address, as well as fees. In addition to that, there is an option to add
attachments to the order to be sent along with the transcript. Individuals placing the order will also



need to sign the electronic consent to release their transcript and proceed by clicking on
"Continue".

Please note that the Processing Time will always remain “now” and you cannot request transcripts
to be processed in the future. Please see below for processing fees. Screenshots do not reflect current
processing fees.
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Transcript
TRANSCRIPT

& For: John Smith

FROM & Delivery Method: Electronic
Colorado State University Global
Campus
Denver, CO
TO Credential Fee: $5.00
o .
- John Smith ) ) Sales Tax: To Be Calculated
Johnsmith123email@email.com
Item Total: $5.00
* Purpose
| & Other -
Add An Attachment File
& Would you like to add an attachment file? (optional) Add Attachment

Please review the information below pertaining to the type of consent that is required to
complete this order.

Sign here with mouse or finger Clear Signature

o Lo,

Type full name as signed above
I @ John I [N | & Smith

* &4 | consent to the disclosure of the credentials and any provided attachments to
the delivery recipient, each as I've selected above, and for the purpose identified by
me above.

CONTINUE

*  All items marked with a red asterisk are required.

ORDERS

PROFILE =



6. Transcript Fees/Cost
a. Electronic Requests = $6
b. Standard USPS (paper requests) = $9 + s/h
c. Now (Overnight FedEx) = $9 + s/h

7. If you have a balance due, you will need to confirm your order by clicking “Checkout”.

Sub-Total: $25.00

S—

Then you will need to read the consent and select “Next”.

Consant Recehed

Wa Nave your Consent On retord, S0 you may proceed 10 chedkout

ou may have provided consent through one of the faliowing methods:

= Azcessing the Ordering Site while logged inko the University Ponal
+ Submiting a signed consent form from a previous order

o,

Confirm the billing address and then click on “Next”. You will then need to verify your order again,
select “Confirm” and then you will be redirected to Authorize.Net’'s Secure Checkout site to
process your payment. All major credit cards (Visa, MasterCard and Discover) are accepted.

NOTE: Your payment must clear before we can process your transcript request. Thus, it
may take up to 1 - 2 business days to process your request even if you have selected
Overnight FedEx as your delivery method.



