Placing a Transcript Order Using TranscriptsPlus

1. To begin your order, go to TranscriptsPlus and select, “Begin Order.” For more information about pricing or
general transcript information, click on the purple bars for information about that topic.
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2. Complete all student information, and click “Next” at the bottom of the page.
Please note, only SSN OR Student ID number must be specified to locate your account. On this page, the
email address you will enter is your own email address.

Student Info
—_—

Student Information

Information needed to locate your records

Student 1D I | l

Social Sec # Either SSN or Student ID must be specified
Attended From Year
Attended To Year
*Required

Birth Date

Enter names as they exist in the school records

First Name

Middle Name

Last Name

Suffix Jr, Srietc.

Other Last Names
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Placing a Transcript Order Using TranscriptsPlus

3. Onthe “Order Options” page, you will select how and when you would like your transcript sent.
a. Choose for your transcript to be sent to yourself or another recipient
b. Choose for your transcript to be picked up by yourself or someone else from the Registrar’s Office in
Smyth 1 during business hours.
4. Choose when you wish to have your transcript sent:
e Now
e  When current semester grades are posted
e When your degree has been posted to the transcript
5. Select the primary reason for ordering the transcript (this does not affect how your transcript is sent).
Click “next.”

Please choose a service for this order

[#} Offical Transcript - Deliver to Recipient

3a $4.50 per copy
Processed within 2-3 business days after order has been authorized.

| (0 Official Transcript - Pick Up

3b $4.50 per copy
Processed within 2-3 business days after order has been authorized. Pick up in the Registrar's Office

Tell us when to release your transcript(s)

® Send Now (Include courses in progress)

) Send after grades are posted

© Send after degree is conferred

Other information required by Nazareth College

+ 7 fact Rty * *Required
5 Primary Reason for Ordering Select a Reason for Ordering v

Previous Next

Please go to the appropriate number, depending on how you would like to send your transcript:
» If you would like to pick up or have your transcript picked up, go to number 6.
» If you would like to send a transcript to yourself or a third party, select that option and go to

number 7.
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Placing a Transcript Order Using TranscriptsPlus

6. If you would like to pick up or have your transcript picked up in our office at Nazareth College, select the Pick Up
option, and type in the name of the person who will be picking up your transcript. If you are not sure if it will be
you or someone else, type the other person’s full name into the box (if you are the one picking up, we will
always be able to release your transcript to you, as long as the order has been processed). Whomever is picking
up the transcript must show a current photo ID (Nazareth student ID, driver’s license, passport, etc.).

Please choose a service for this order

& Offical Transcript - Deliver to Recipient

$4.50 per copy
Processed within 2-3 business days after order has been authorized

fficial Transcript - Pick Up

$4.50 per copy
Processed within 2-3 business days after order has been authorized. Pick up in the Registrar’s Office.

Please select a quantity and tell us who will pick up this order

o [

*Required

) Pickup b)r Justin Timberlake

Person who will pick up this order

7. On the “Recipient(s)” page, you will see options to choose a type of recipient. Please see descriptions of these
types of recipients below to ensure you choose the correct option. Please note the information in the red box
regarding transcripts sent electronically or to an email address.

Note: You may cancel the current recipient at any time during the process.

| A valid mailing address must be provided for all transcript requests from Nazareth College: this includes any transcript that will be sent using an electronic

delivery option. If your order is eligible for an electronic delivery option, you will be shown that option after you have provided an address for the recipient

Please choose a type of recipient

Go to 8 | Search our Recipient Table

is option to search recipients that are already set up in our syst

Choo
I This is the only way to find colleges or universities who receive transcripts electronically

Goto 1l | wyself

|

G 12 o Select an Application Service
oto Choose this option for Application Services such as AMCAS. LSAC, PHARMCAS. etc
| !
Direct Access Code Looku

Goto13 g e __ ——

1 Choose this option if you were provided with a "Direct Access Code" by your recipient
Goto 14 _ Enter Recipient Manually e

———

| If you have a specific email or address where you would like to send a transcript, choose this
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8. Search our Recipient Table: This is a compilation of other colleges and some central school districts who have a
receiving account for electronic transcripts, so specific contact information is not required. Simply select the
state (image ‘a’), and it will take you to a page to type in the name of the institution or school district (image ‘b’),
where you would like to send your transcript. If the recipient you are looking for is not found click, “I do not see
my school” to type in an address manually (and email address, if you’d like to send the transcript electronically).

Please choose a type of recipient

® Search our Recipient Table
Choose this option to search recipients that are already set up in our system

This is the only way to find colleges or universities who receive transcripts electronically

Select the recipient's state:

Unknown State or Non-US Country b

T
MICROMNESIA, FEDERATED STATES OF
MINNESCTA

MISSISSIPPI

MISSOURI

MONTANA

MEBRASKA

NEVADA

MNEW HAMPSHIRE

MEW JERSEY

NEW MEXICO

NEW YORK rvices such as AMCAS, LSAC, PHARMCAS, etc
NORTH CARDLINA
MORTH DAKCOTA
MORTHERN MARIANA ISLANDS

OHIO led with a "Direct Access Code” by your recipient
OKLAHOMA :
ORECON
PALAU
PENNSYLVANIA

QLICOTO nEEA

Searching for Recipient 1in NEW YORK

Search naz] 7]
NAZARETH COLLEGE

| do not see my School

9. If your school is found, click the name and then select the department which most accurately describes where
you wish to send the transcript. If the department does not appear, you may manually type in the recipient
information (click, “My Recipient was not found...”), or contact the school to verify a recipient information.

Available Recipients

Address College/University Type Delivery Methods
UNDERCRADUATE ADMISSION Undergraduate PDF
NAZARETH COLLEGE Mail

4245 EAST AVE
ROCHESTER NY 14618-3703

CRADUATE ADMISSIONS Craduate FDF
NAZARETH COLLEGE Mail
4245 EAST AVE

ROCHESTER NY 14618-3703

was not found. | want rthe address manually
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Placing a Transcript Order Using TranscriptsPlus

10. Attach a file (if applicable), and confirm the address, then click “next.” You will only be given the option to send
the transcript as a PDF. If you would like to send the transcript by mail, please cancel the recipient and go to
number 13.

Transcript Recipient 1 - Undergraduate School

Recipient Address

Address UNDERGRADUATE ADMISSION
NAZARETH COLLEGE
4245 EAST AVE
ROCHESTER NY 14618-3703
UNITED STATES

Telephone # 585-389-2827

Attachment Options for this Recipient

Some recipients require additional information pages ("Attachments”) alongside your transcript

Any transcript order with an Attachment is currently limited to a single recipient

Are you providing an attachment?

® No Yes (This is not comman)

Address Confirmation

Please Read and check the box to continue. Although we make every effort to maintain current school addresses in our database. it remains your
responsibility to ensure that the correct address is used on your transcript order.

@Dnﬂrm this address

Cancel This Recipient

11. Myself: select “myself” from the list and click “next,” to confirm your mailing information. This should match the
information you filled out initially. When you are satisfied, click, “next.” From here, you may select the PDF
option or the printed transcript to be mailed for an additional shipping fee. If you select PDF, you will need to
input your email address.

Please choose a method for delivery of your transcript for Recipient 1

‘ PF Transcript Downloaded by Third-Party Recipient
@ Icll Me More

mec\ Transcript Mailed to Recipient

# Transcripts to this address.

1 Transcript ¥

15t Class Mail

$2.30 per transcript

Domestic Federal Express to main 48 states

$20.00 for each destination. plus $2.30 per transcript
Completed orders ready for mailing by 4:00 PM EST are shipped SAME day: after 400 PM EST next day.

Attention: All Federal Express orders require a signature at the time of delivery. Nazareth College does not offer Federal Express Saturday.
Sunday, or Holiday delivery. Undeliverable packages will be returned to Nazareth College and mailed via 1st Class Mail. Federal Express fees
will not be refunded due to lack of signature delivery.

Cancel This Recipient Next
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Placing a Transcript Order Using TranscriptsPlus

12. Select an application service: If you have an application service with an applicant number, please select this
option. You may choose the service from the list, and on the following page will have an opportunity to enter
your applicant ID number.

Please choose a type of recipient

) Search our Recipient Table

Choose this option to search recipients that are already set up in our system.

This is the only way to find colleges or universities who receive transcripts electronically
Myself

@® Select an Application Service

Choose this option for Application Services such as AMCAS, LSAC, PHARMCAS, etc

Choose an Application Service

AACOMAS COLLECES OF OSTEQPATHIC MEDICINE --- TRANSCRIPT PROCESSING T

AACOMAS COLLEGES OF OSTECPATHIC MEDICINE -—-

AAMC MEDICAL SCHOOL APPLICATION SERV - ATTN: TRANSCRIPTS

AANP CERTIFICATION PROCRAM-NURSE PRACT ITIC MERS -—— CERTIFICATION PROCRAM

ADEA ADVANCED PLACEMENT FOR INTL DE (CAAPID) --- TRANSCRIPT PROCESSING CENTER

EA DENTAL HYCIENE CENTRALI --- TRANSCRIPT PROCESSING CENTER

ALABAMA BOARD OF NURSING --- LICENS UR

ALABAMA BOARD OF PHYSICAL THERAPY --- STATE PPI_- LICENSING ACENCY

ALLIED HEALTH CENTRALIZED APPLICATION SWC (AHCAS) -—- TRANSCRIPT PROCESSING CENTER

AMERICAN ACADEMY OF NURSE PRACTITIONERS - ERTIFIC IDON PROCRAM

§  AMERICAN ASSGCIATION OF CRITICAL-CARE NURSES-AACN -~ NURSING CERTIFICATIONS |
ICAN ASSOCIATION OF MEDICAL ASSISTANTS (AAMA) -- A Tl ATICHN EXAM

QCIATION OF VETERINARY STATE BOARDS ——VE

- CERTIFICATION TRANSCRIPTS

TRAN PT PROCESSING DEPT

TRANSCRIPT PROCESSING DEPT

RIPT PROCESSING =

=]

[}

ol

c

13. Direct Access Code Lookup: if you have been provided with an access code, please select this option (this is not
common).

® Direct Access Code Lookup

Choose this option if you were provided with a "Direct Access Code” by your recipient.

Enter your recipient's 7-character Direct Access Code

Next
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14. Enter a Recipient Manually: If you have a physical address or an email address other than the Admissions or
Registrar’s office of an institution, this is your best option. You may send transcripts this way either
electronically or by postal mail. AlImost always for this option, once you select this option and click ‘next,” you
must input a physical address, even if you prefer to send the transcript electronically.

Under “This recipient is...” please select, “A Business or other third party.” From there, enter in the information of

the recipient. If you do not know the phone number, enter “N/A”

Once that is complete, click “next”

Transcript Recipient 1

Recipient Address
This recipient is A Business or other third party v
Cou n[ry UNITED STATES
AttentionfDepanmem Hurnan Resources
SchooIfinstitution;company Webster Central Schoal District
Address 1 119 South Ave.
Address 2

*Required

City Webster

State NY *Required Only for United States, Canada, Mexico, and Australia
ZIP Code | 14580 City/State/Zip Help
*Required

Telephone # | /A

Enter N/Aif not known  Telephone Help

Attachment Options for this Recipient

Some recipients require additional information pages ("Attachments”) alongside your transcript

Any transcript order with an Attachment is currently limited to a single recipient

Are you providing an attachment?

® No Yes (This is not common)

Cancel This Recipient

If you are sending the transcript electronically, go to number 15.

If you are sending the transcript by postal mail, go to number 16.
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Change Country

*Required

Next



Placing a Transcript Order Using TranscriptsPlus

15. To send a transcript electronically, select “PDF Transcript Downloaded by Third-Party Recipient.” Type in the
email address to where the transcript should be sent, and click next.

Please choose a method for delivery of your transcript for Recipient 1

® PDF Transcript Downloaded by Third-Party Recipient
@ Tell Me More

PDF transcripts viewed electronically are recognized as official documents. A printed copy of a PDF Transcript will be considered "unofficial” and will
display the words "PRINTED COPY" on all pages of the PDF.

Disclaimer: We will inform the recipient when the transcript is ready to be downloaded and provide instructions for completing the download.

You assume all responsibility for:

1. Ensuring that the recipient is willing to accept this transcript in a PDF format.
2. Providing the correct email address for the recipient
3. Ensuring that this PDF transcript is downloaded within 30 days (No refund will be given)

4. Delays on the part of the recipient in fulfilling his/her responsibilities
Rec‘lpient Email humanresources@websteredu
RE—EhlEr Recipient Emﬂil humanresources@websteredu

Printed Transcript Mailed to Recipient

Cancel This Recipient Next

16. To send a transcript by mail in a sealed envelope, please select, “Printed Transcript Mailed to Recipient.” Choose
either 1* class mail or Domestic Federal Express (FedEx) shipping.

Please choose a method for delivery of your transcript for Recipient 1

PDF Transcript Downloaded by Third-Party Recipient
@ Tell Me More

® Printed Transcript Mailed to Recipient
# Transcripts to this address

1 Transcript v

® 1st Class Mail

$2.30 per transcript

Domestic Federal Express to main 48 states

$20.00 for each destination, plus $2.30 per transcript
Completed orders ready for mailing by 4:00 PM EST are shipped SAME day; after 4:00 PM EST next day.

Attention: All Federal Express orders require a signature at the time of delivery. Nazareth College does not offer Federal Express Saturday.
Sunday. or Holiday delivery. Undeliverable packages will be returned to Nazareth College and mailed via 1st Class Mail. Federal Express fees
will not be refunded due to lack of signature delivery.

Cancel This Recipient Next
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Placing a Transcript Order Using TranscriptsPlus

17. From here, you will be directed to the payment submission information. Be sure to submit the electronic or
paper authorization form, or your transcript will not be processed (this is not necessary when orders are placed
through NazNet). To access the authorization form, check, or update the status of an existing TranscriptsPlus
order, click here.

18. Attachments: you may not attach transcripts from other institutions, certification test results, or any
information other than a cover page to your transcript. Any academic information to which Nazareth College
cannot verify firsthand is prohibited.

Only one attachment per order is permitted. If you would like to send the same attachment to multiple
recipients, separate orders must be placed. Up to five transcripts with an attachment may be sent to
one recipient per order.

19. Number of transcripts per order: Up to five transcripts total may be placed under one order number. This may
be any combination of same or different recipients.

If you have any additional questions regarding transcripts, please visit the Registrar Transcript Information Page.

During business hours, please call 585-389-2802

After hours, please email registrar@naz.edu
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