
 

Ordering Transcripts Online 

 
There are two options for ordering transcript online. Option 1 is to login to your student EdNet account. You 

will continue to have access to this system even after you are no longer enrolled or have graduated from 

Glenville State University. We do not deactivate accounts or student access. Once logged in, you will see an 

option to order a transcript on the main menu. 

 

Option 1 

 
 

After selecting “National Student Clearinghouse”, you will see the following page: 

 

 
 

You will want to select “Order a transcript” which will direct you to a landing page. We recommend taking a 

few moments to read the important information provided on this landing page so you are aware of the different 

delivery options and processing options. 

 

NOTE: If you have already placed a transcript order, you may also use this menu option to view the 

status of your transcript order. Be sure to have your Order Number handy.   

 



 

 

 

The landing page looks like this: 

 

 
 

 

Once you have read the information provided, you may proceed by selecting ORDER TRANSCRIPT(S).  

 

 

 

 
 

 

 

 



 

It will take you to the first page of the ordering process where you will be required to enter your personal 

information.  

 

 

 
 

NOTE: By ordering through your EdNet account, you will not be required to enter your Social Security 

Number or your GSU Student ID#. In addtion, you will not be required to electronically sign a consent to 

release your transcript. The next step in the process will take you direclty to where you will enter your 

contact information.  

 

 (Next steps and instructions for Option 1 are located after Option 2 information)  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Option 2 

 
The second option to order your transcript is to login directly to the National Student Clearinghouse at 

studentclearinghouse.org. Below is the first page you will see.  

 

Select Order Track Verify and then Order a Transcript from the drop down menu.  

 

 
 

You will be prompted to enter the name of the school you need the transcript from. (This is not where you want 

a transcript sent to. That will be asked later in the process) Begin typing Glenville State Unversity and our 

school name will auto populate.  

 

 

 
 

 

http://www.studentclearinghouse.org/


 

Select Glenville State University and then CONTINUE 

 

 

 
 

 

 

 

The GSU transcript ordering landing page will appear.  

 

 
 

 

After reviewing the important information included on this page, you will need to scroll down to the bottom.  

 

 

 



 

Select ORDER TRANSCRIPT(S) to begin the process. 

 

 

 
 

 

You will be directed to enter your personal information, including your GSU Student ID# or Social Security 

Number.  

 

  

 

 
 

 

 

 

 



 

Next steps relate to both Option 1 and Option 2. 

 
When entering your personal information, it will ask if your name has changed since attending school.  

 

If you select NO it will look like below: 

 

 
 

If you select YES, additional fields will appear and you will be required to enter your name as reflected on your 

student education records during the time you attended Glenville State University. There is only space for one 

name. If your name has changed several times since you last attended, please use your name as it was when you 

first enrolled.  

 

 
 

After entering your personal information and selecting CONTINUE, the Clearinghouse system will connect with 

our student information system to verify we have a record for you. If a record cannot be found, you will receive 

the following message: 

 

 
 



 

 

You will need to review the information you have entered for any errors. Select YES if you need to edit any of 

your information and make any necessary changes. You may select NO and continue with your order, but your 

request may not be able to be fulfilled if no record is found. You will be notified via email if no record is found. 

You may contact registrar@glenville.edu if you feel you have received the message in error.  

 

Once completed, the CONTINUE button will turn green and you will be able to continue with your order.  

 

If you are not currently enrolled and you select NO, the process will ask you if you attended at any time prior to 

1990.  

 

 
 

 

If you completed coursework prior to 1990 and after 1990, you will need to select YES to this question. 

Not doing so may result in an incomplete transcript being sent and another request will be required. You 

will need to complete the fields asking for your “Year From” and “Year To” of attendance. This information 

does not need to be exact, but should be as close as possible. Your request will still process even if you end up 

being off a year or two. The CONTINUE button will not turn green until you complete the “Year From” and 

“Year To” fields. Once it turns green, you will be eligible to continue with your order.  

 

NOTE: You will need to keep in mind that if you completed any coursework through Glenville State 

University prior to the summer of 1990, you will not be able to request electronic delivery. Only the 

option of a mailed copy will be available to you as a delivery method.  

 

If you are currently enrolled in classes at the time you are submitting your order, you will select YES and you 

will be eligible to continue with the process.  

 

 

 
 

 

 

 

mailto:registrar@glenville.edu


 

NOTE: If you select you are currently enrolled, later in the process it will ask you when you want your 

transcript to be processed. You will have three selections: 1) Current Transcript - Process As Is; 2) After 

Grades Are Posted; 3) After Degree is Awarded. If you select you are NOT currently enrolled, you will 

only have Option 1 and 3 available to you.  

 

If you want your transcript to be sent immediately and are okay with the courses you are currently enrolled in to 

show as “Work In Progress” on your transcript, you will select option 1. If you want your transcript to reflect 

final grades for the courses you are enrolled in before the transcript is sent, you will select option 2. If you are 

attending your last semester and are graduating and want your degree and graduation date on your transcript, 

you will select option 3.  

 

Next fields will be where you enter your contact information. Be sure to confirm your email address by entering 

it twice. If any fields remain blank, the CONTINUE button will not turn green and you will not be able to 

continue with your order.  

 

 
 

You may opt in for order updates via text here. If you opt in to receive text messages about the progress of your 

transcript order, you will need to make sure the phone number you listed is eligible to receive text messages 

before you continue with your order. By selecting YES for allowing GSU to use the information to update our 

records, we will be able to make sure we have your most current contact information in our student information 

system. The default is YES. When finished, select CONTINUE.  

 

 



 

The next step is to select the type of recipient. 

 

 
 

You will select the drop down arrow and then select the appropriate recipient type.  

 

 
 

If you select College or University: 

 

 
 

You will begin typing the name of the school and an auto-populated list will appear. Choose the school from the 

list. All fields must be completed except for the Department name (which is optional) in order for you to be 

eligible to continue. 

 



 

If you select Education Organization, Application Service, Scholarship and Professional Licensing: (select this 

if you are sending your transcript to LSAC or AMCAS) 

 

 
 

There will be a generated alphabetical list of choices. Depending on your selection, you may be required to 

enter an account number and transcript ID number. Otherwise, you will be required to select a department. You 

will not be eligible to continue with your order unless all fields have been completed. If the recipient only 

accepts transcripts through the Electronic Exchange System, you will only have the option of Electronic 

Exchange System as your delivery method in the next step. All fields must to be completed before you will be 

eligible to continue. 

 

If you select Employer or Other: 

 

 
 

If you select Myself: 

 

 



 

 

After making your selection and completing the required fields, select CONTINUE. You will see the next page. 

 

 

 
 

When do you want your transcript processed? You will have two or three selections depending on how you 

completed previous fields. The three selections are: 1) Current Transcript - Process As Is; 2) After Grades Are 

Posted; 3) After Degree is Awarded.  

 

If you want your transcript sent immediately and are okay with the courses you are currently enrolled in to show 

as “Work In Progress” on your transcript, you will select option 1. If you want your transcript to reflect final 

grades for the courses you are enrolled in before the transcript is sent, you will select option 2. If you are in your 

last semester and are graduating and want your degree and graduation date on your transcript, you will select 

option 3.  

 

DO NOT select “After Degree is Awarded” if you have already graduated. Doing so will prevent your 

order from being able to be processed and your order will have to be cancelled. You will then be required 

to submit another order.  If you already graduated, your degree and graduation date will automatically 

be reflected on your transcript. You will want to select “Current Transcript – Process As Is”.  

 

 

 

 

 

 

 

 

 

 

 

 



 

You will then be asked why you are ordering your transcript. Select one of the options from the drop down list.  

 

 
 

 

You will then select your delivery method. The two options below are the typical options available. Depending 

on how you completed previous fields, you may only see “Electronic” as an option. This means the recipient 

will only accept electronic transcripts.  

 

 

 
 

 

FEE CHART FOR DELIVERY METHOD 

 

 Mailed:   Total will be $9.50 

 Electronic:  Total will be $10.50 

 Pickup:  Total will be $9.50 

 Electronic Exchange: Total will be $9.50 

 Rush-Express:  Total will be $44.50 

 Rush-FedEx:  Total will be $44.50 

 

 

 

 

 

 

 



 

If selecting Standard Processing: 

 

 
 

 

When selecting Electronic, you will see the below information and there will be an additional fee of $1.00 on 

top of the base fee of $7.00. You will not receive this option if you selected that you attended Glenville State 

University at any time prior to the summer of 1990.  You will only be eligible to send 1 copy if you choose 

Electronic as your delivery method.  

 

 

 
 

 

You will need to select that you have read and agree to the terms and conditions before you will be eligible to 

continue with your order. If you skip this step or select NO, you will be unable to continue.  

 

NOTE: It is very important you confirm the recipient will accept electronic transcripts and you have 

entered a valid email address. If you provide an incorrect email address and your order is processed, we 

cannot retract the order or process a refund and you will be required to submit another request and pay 

additional fees. In addition, we are not responsible if a recipient does not retrieve an electronic transcript 

after it was sent to them within the 30-day time frame. After 30 days, the transcript will expire and you 

will be required to submit another request.  

 

Important 

Information 



 

 

If you need to include a document to accompany your transcript, you will upload the file at this point in the 

process.  Otherwise, skip this step.  

 

 
 

File Requirements: File name can include alphanumeric characters, non-consecutive periods, dashes, 

underscores and spaces. The maximum file name size is 64 characters. A maximum of 3 documents may be 

attached to your order. Supported formats include .jpg, .pdf, .doc, .docx, and .jpeg. Do not upload secured or 

password protected documents.  

 

 

When you continue, you will be asked to provide the recipient’s email address. You must enter it twice before 

you will be able to continue with your order. Once you select CONTINUE, you will be verifying the recipient 

information.  

 

 
 

If the information you entered is correct, you will then select ADD TO CART. If not, select PREVIOUS and it 

will direct you to the previous screen and you can make corrections.  

 

 

 

 

 

 

 

 

 

 

 



 

When selecting Mail, you will be required to specify the number of copies you need mailed. Keep in mind, all 

copies will be sent to the recipient you specified earlier. If you need a transcript sent to a different recipient, you 

may add another recipient later on in the process. Doing so will add an additional $7.00 transcript fee to your 

order. 

 

 
 

You must agree to the terms and conditions to be eligible to proceed with your order. You will then be 

prompted to enter the address of the recipient.  

 

NOTE: Transcripts can be mailed to an International address, but there may be additional charges 

required for postage. You will be contacted if this applies to your order.  

 

 
 

Important 

Information 



 

If all of the information is correct, select ADD TO CART to proceed with the order.  

 

When selecting Hold for Pickup:  

 

 
 

You must agree to the terms and conditions to be eligible to proceed with your order. You will not be required 

to enter any recipient information and will be directed to CHECKOUT  

 

 

If you select Rush Processing instead of Standard Processing, you will see two options. 

 

 
 

The $35.00 fee is on top of the $7.00 base fee for the transcript. If ordering multiple copies, the $35.00 fee will 

only be charged one time, but the $7.00 fee will be charged for each copy of your transcript. 

 

 

 

 

 

 

 

 

 

 

Important 

Information 



 

If you selected Rush - Express/United States: 

 

 
  

 

Be sure to read the School’s Terms and Conditions. You must agree to the terms and conditions before you will 

be eligible to continue with your order. 

 

If you selected Rush/FedEx/United States: 

 

 
 

Again, be sure to read the School’s Terms and Conditions. FedEx does NOT deliver to PO Boxes. You must 

agree to the terms and conditions before you will be eligible to continue with your order.  

 

Important 

Information 

Important 

Information 



 

After completing the required fields, you will be provided a Fee Summary at the bottom of the page reflecting 

the transcript quantity fee, an electronic PDF fee if applicable, an online processing fee, and your total fee.  You 

will select ADD TO CART when finished.  

 

If you are only placing the one order, you will select “CHECKOUT” to process your payment. If you need to 

request a transcript to be sent to an additional recipient, you will select ADD RECIPENT. This will take you 

back to where you can select why you are sending your transcript, your delivery method and the recipient 

information.   

 

 
 

After completing the required fields, your additional transcript will be added to your cart.  

 

 

 

 
 



 

If you are finished with your order, you may select CHECKOUT. This will take you to a page where you will 

need to sign that you are consenting to the release of your transcript. NOTE: If you logged into your online 

EdNet account, you will not be required to do this step because your identity has been authenticated 

through your secure sign-in to your EdNet account.  

 

 
 

 

You will be required to submit your consent to release your transcript by electronically signing your name with 

a mouse or your finger if using a tablet. Once completed, you will need to ACCEPT SIGNATURE to be eligible 

to continue.  

 

 
 

 

 

 

 

 

 

 



 

If you prefer not to sign electronically or are unable to do this, you may download a printable version of the 

consent form and submit it.  

 

 
 

If you select to download a printable version, you will see this box pop up. 

 

  

 
 

 

Once you select “OK”, the consent form will download and the CONTINUE button will turn green so you can 

continue with your order.  

 

Instructions will be provided pertaining to the paper consent form. (See next page) You may submit your order, 

but it will not be processed until the Clearinghouse receives your consent form. If you do not submit your 

consent form within 30 days, your order will automatically be cancelled.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Example of the consent form: 

 

 

 

 

Consent to Release Information from Education Records  
Only the student him/herself may sign this form 

The undersigned individual authorizes 

Glenville State University 
__ 

to release the official transcript of his/her education record to the individuals and/or organizations (recipients) on this order and 
agrees to the charges on his/her credit or debit card resulting from this order (which will appear on his/her credit or debit card 
statement as “College Transcript”). 

__ 

Recipients: 
Name Mailing Address (if applicable) 

Xxxxxx  xxxxxxxxx 200 HIGH ST 
GLENVILLE, 26351-1200, US 

     Student Name:    xxxxxx  xxxxxxxxx                                                                               Authorized for Order Number: 61121298 

 
 Student Signature Date 

In order to complete your transcript order, you must fax, mail or email a signed and dated copy of this consent form to the 

Clearinghouse. DO NOT RETURN THIS FORM TO THE SCHOOL. When we receive your consent form, National Student 

Clearinghouse will send you a notification (via email or text, depending on what you selected as your preference) once the consent form 

has been processed. We will not confirm receipt of your consent form over the telephone.  

 

If we do not receive your signed and dated consent form within 30 calendar days from the date you 

submitted your request, your order will be canceled and you will not be charged. 

Fax:        703-742-4238 (remember to dial the ‘1’ before the area code) 

Mail:       National Student Clearinghouse, 2300 Dulles Station Boulevard, Suite 220, Herndon, VA 20171 

Email:     consent@studentclearinghouse.org  

The information contained in this transmission may contain privileged and confidential information. It is intended only for the use of the person(s) named above and the National Student 

Clearinghouse. If you are not the intended recipient, you are hereby notified that any review, dissemination, distribution, or duplication of this communication is strictly prohibited. If you are 

not the intended recipient, please destroy all copies of the original message. 
 

 

 

 

 

 

 

 

 

 

Transcript Order Number: 61121298 

Instructions 



 

You will then be directed to enter your payment information.  

 

 
 

Select SUBMIT ORDER once you have entered you payment information. You will receive an email 

confirmation of your order. You may track the status of your order by logging back into 

studentclearinghouse.org and entering your Order #. If you signed up for text messages, you will automatically 

receive text alerts as to the status of your order.  

 

NOTE: If you have any holds on your student records which prevent a transcript from being released, 

you will be notified via email of the hold and who you will need to contact to take care of the hold. Once a 

hold is removed from your account, your transcript order will be processed within 24 hours. Should you 

not take care of your hold within 30 days of the notice, your request will be canceled and you will be 

required to submit a new request. You will not be charged if your order is canceled.   


