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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. 

 

 

 

 

 

 

 

 

 

 

 

  

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. 
 

 

 

 

 

 

 

 

 

 

 

https://www.credentials-inc.com/CGI-BIN/DVCGITP.pgm?ALUMTRO002779
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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. 

3. On the “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:  

• Now 
• When current semester grades are posted 
• 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.” 
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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.). 
 

 

 

 

 

 

 

 

 

 

 
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. 
 

 

 

 

 

 

 

 

 

Go to 8 

Go to 11 

Go to 12 

Go to 13 

Go to 14 

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). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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. 

 

 

 

 

 

 

a 

b 



Placing a Transcript Order Using TranscriptsPlus 

5 
Updated 8/8/2017 

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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

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. 
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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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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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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. 

  

 

 

 

 

 

 

 

 

 

 

 

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

 

 

 

 

 

 

 

 

 

 

 



Placing a Transcript Order Using TranscriptsPlus 

9 
Updated 8/8/2017 

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 

 

https://www.credentials-inc.com/cgi-bin/rechkcgi.pgm?TPORDER002779
https://www2.naz.edu/registrar/transcript-requests/
mailto:registrar@naz.edu

