
How to Order Transcript 

1. Go to www.UWGB.EDU/registrar/transcripts webpage 

2. Click on Order Transcripts Button 

 

 

3. Select the transcript version you want to order; Electronic or Hard-copy. 

 

http://www.uwgb.edu/registrar/transcripts/




 



 

a. Note: Grades and Degree are not posted until the end of the term. If you want to hold 

your order from releasing immediately, please identify when do you want your 

transcript to be send out. 



4. Select your type of recipient

 
a. Search our Recipient table – All institutions part of Parchment escript network are 

included in this option. Look up the name of the institution by state. 

b. Myself – Email the transcript to your own email address. 

c. Select an Application Service – AMCAS or any medical application services. 

d. Direct Access Code Lookup – 7 digits code provided by your recipient. 

e. Enter Recipient Manually – Type in your recipient email address or mailing address 

manually. 

5. Provide Attachment 

a. If you want to attach a document along with your transcript, select yes. An email will be 

email to you with instructions on how to attach your document. 

 
6. Recipient Review 

a. You can select to add more recipients if you have more than 1 order. You can order up 

to 5 recipients. This will allow you not to have to go back restart the whole process for 

another transcript.  

 



 

7. Order Summary 

8. Payment 

9. After you submit your order there will be an email send to you. There will be a record release 

authorization form asking for a signature to release the records. Please sign it to complete the 

order. 


