
E-Transcripts Step By Step Screens 
 

Order transcripts from National Student Clearinghouse 

 

 

 
 

 
 

If no is selected, the option to enter the start year 

and end year of enrollment will be provided 

underneath. 

If you do not remember your Student ID, do not 

have an SSN, or do not want to give SSN, all 0s 

may be entered for either. The system will 

prompt you that your record cannot be found.  

Select to not edit your personal details and you 

may then continue with the ordering process.  



 
 

 
 



 
 

• Current transcript – Process As Is – transcript will send 

as is 

• After Degree is Awarded – you wish to wait for your 

degree to be officially awarded before your transcript is 

sent (about a 2-8-week process after graduation) This 

selection is only for students that are graduating in the 

current term. 

• After Grades are Posted – you wish to wait for your final 

grades to be posted before your transcript is sent. This will 

be at the end of the current semester. 

 

 

Delivery is only assured with Express and 

US Certified Mail. Tracking information is 

provided. 

Additional documentation may be uploaded and attached here 

such as completed request forms, course transfer forms, 

certifications, cover letters, resumes, etc. We do not complete 

the forms that are attached. 

If electronic transcript type is selected, 

enter the recipient’s name and the 

recipient’s email address. The email 

address that you provide here is where 

the electronic transcript will be sent. 

 



 

If electronic transcript type is selected and 

recipient information is NOT provided here to 

enter an email address, your transcript is being 

sent Electronic Exchange – ETX, which is the file 

sharing agreement IUP has with many other 

institutions and agencies; therefore, a recipient 

email address is not needed. Your transcript will 

most likely be in the FTP drive in the admissions 

office of the receiving institution. 

 

If mail is selected, enter the 

mailing address here. Be sure 

to enter an accurate mailing 

address to avoid delays in 

receipt or your transcript 

being returned to sender. 

 

*We cannot accept 
responsibility for non-delivery 
if the address provided to us 
is either incomplete or 
incorrect, nor can we accept 
responsibility for timely 
delivery by the U.S. Post 
Office, FedEx, or any other 
mail carrier vendor. 

 



 

Click inside this box and use your 

mouse, track pad, or finger (if 

using a touch screen device) to 

sign your name. 



 

 

 

 



 

How E-Transcripts are Received by the Recipient 
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When an electronic transcript is sent to a recipient by email, the recipient receives two emails from the email 

address donotreply@studentclearinghouse.org.  Be sure to check the junk email/spam folder if the links are 

not received.  The first email includes a link to the transcript.  The second email includes an access code that 

must be entered within the first email to download the transcript.  Both links are only active for 30 days.  

After the 30 days, the links will expire, and the requestor must place a new order.  The transcript must be 

accessed, downloaded, and saved within 30 days of receipt. 

 

 

Email 1:  Transcript Link 

 

 

Email 2:  Access Code 

Select this link to access the transcript.  

You will be prompted to enter the 

recipient email and the access code 

provided in the second email. 

Enter this access code into the first 

email along with the recipient email. 

mailto:donotreply@studentclearinghouse.org


 

Checking Transcript Order Status and Resending eTranscript Links 
 

 

 

 

 

 

 

 

 

 

1.)  To check the status of your transcript order and resend the transcript link and access code link of an  

       eTranscript order, visit www.studentclearinghouse.org.  Select Order-Track-Verify, then select Track  

      Transcript Order Status. 

 

 

2.)  Enter the transcript order number sent in your order confirmation and the email address you used to  

       place the order.  Select view status. 

http://www.studentclearinghouse.org/


 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

3.)  Confirm the details of your order and select view details.  You are also able to view your order  

       confirmation again if needed by selecting the link View Order Confirmation. 

 

 

4.)  Review the submission history of your order.  To resend the transcript link and access code link, select  

       both and confirm when prompted. 

 

 

Review 

order 

history 


