
How to Order Transcript 

 

1. Go to www.uwgb.edu/registrar/transcripts  

2. UWGB campus student click on “Click to Order UW Green Bay Transcript” 

 
 

UW Green Bay branch locations students prior to Fall 19 semester students.  

 
 

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


3. Expand each arrow to find additional information. Otherwise click “Begin Order” to start! 

 

  



4. Personal Student Information Page 

a. You will be asked to provide your personal information in order for us to find your 

transcript. 

 

 

  



5. Choose a service 

a. Standard Service – Official Transcript delivered by mail or pdf 

b. Same Day Service – Official Transcript Pick up same day on campus 

c. Unofficial Transcript – Unofficial Transcript delivered by mail only

 
6. When to send your transcript  

a. Send Now – Transcript will be send right away 

b. Hold until grades have been posted for: - Transcript will be hold until the semester is 

over and grades are posted for the current semester. 

c. Hold until semester degree have been posted – Transcript will be hold until the degree 

is posted for the current semester if you are graduating that semester and want your 

degree on your transcript. 

 
7. Reason for Ordering – Select what the reason transcript is for. 

 
8. Choose your recipient type 

a. Search our Recipient Table 

i. Select the e-script schools participants you are sending your transcript to. 

b. Myself  

i. Send the transcript to your email or mail it to your address. 

c. Select an Application Service 

i. Select to send to AMCAS, LSAC, PHARMCAS 



d. Direct Access Code Lookup 

i. Provide 7 character direct access code 

e. Enter Recipient Manually 

i. Provide 3rd party information that are not e-script participants 

 
 

9. Select Delivery Methods 

a. Select PDF if you want to be send electronic. Please note that if you don’t see PDF as an 

option, you will have to provide an email address. 

b. Select Paper if you want to be mail. 

 

  



10. Attachments 

a. If you have any documents you want to be send along, you can upload the document 

here by clicking answering the attachment question. 

 
11. Select mail delivery options 

a. Select 1st class mail – 3-5 business days delivery USPS mail 

b. Select Domestic Federal Express to main 48 states- Overnight FedEx Delivery 

 
 

  



12. Order Review 

a. Review your order

 
13. Go to Payment 

a. We accept all major credits cards. You can provide your card information here. 


