
How to Order Transcript 

1. Go to www.UWGB.EDU webpage 

2. Depending if you are active students or not you will have to indicate which link to choose to 

order a transcript. 

 

 

3.  
a. Expand each arrow can be expand to find additional information. 

b. Otherwise click on “Begin Order” to start !  

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


4.  

 



 
a. This error message alert will pop up if the system cannot verify your address to be a 

valid postal service address.  

i. Reason for this- 

1. That your address can be mistyped. 

2. New address yet to exist in the postal service address system 

3. International Address 

b. If you believe what you typed in is correct, check the checkbox to continue using typed 

in address. 

c. International address 

i. If you have an international address, you will have to change the country box. 

Please see sample below. 

 
 



5. 

 
a. Note: If you select an Unofficial Transcript, you won’t have the option to send it 

electronic. No PDF option, only mail via FirstClass Mail by the Postal Office. 

b. Note: If you are a current student, it’s very important and your responsibility to check 

your grades before requesting your transcript to be send. If you are awaiting your 

grades for the current semester or waiting for your degree to be posted after 

graduation, please select the hold that best applies to you. We will NOT reissue your 



transcript if you failed to identify to hold your transcript after your order was already 

completed, you will be ask to reorder and be charged again for the full amount 

processing fee. 

 

6.  
a. You can select your recipient by looking them up in the table and/or type in them in 

manually. 

b. Application service ex:(Pharmcas, AMCAS, NursingCAS, ect.)  

i. If you have a barcode identification form you need to attach, it is not necessary 

to mail in your barcode identification form. The form will be generate into an 

electronic form that will be send out with your transcript. Please see below. 

 



ii. Type in the barcode numbers correctly from your barcode identification form.

 

 
iii. If your Application Service accept electronic copies of your transcript, you will 

be giving the option to send it electronically by select that option. If it does not 



accept electronic copies, you will not see the option on the screen. 

 
c. If you select a reciepient that required you to send an additional form along with your 

transcript please select the attachment box. See below.  

i. If you have an attachment need to be send along with your transcript, please 

select the 1st option. You will be prompt to upload your attachment. It is 

important you verify your attachment after uploading it using a link sent to your 

your email address. 

ii. If you need UW-Green Bay to complete your attachment to be send with your 

transcript, please select the 2nd option. Please upload your attachment. UWGB 

will download, complete the form and send it out along with your transcript. 

You can also send the attachment to the Registrar’s Office by email it to 

registrar@uwgb.edu or fax it to 920-465-2765. 

 

mailto:registrar@uwgb.edu


7. 

 



a. Select the correct address formatting

 
b. If you are delivering to an international address, you do not need to fill in the State field. 

 



8.  
a. Note: Here you can select which method you want the transcript deliver 

i. If you have a Pre78 Transcript, we cannot offer the transcript the electronic 

delivery method. Since the transcript are archived, we have to create the 

transcript and mail it. All transcripts will be mail only.  

9.  



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.  

10. 

 



11. 

 
 

  



12. After you submit your order, there will be an email send to you or you can click on the link 

provided after your order is submitted. This will take you to Credential Solutions Self Service. 

There will be a record release authorization form asking for a signature to release the records. 

Please sign it to complete the order. 

 
13. Click on the Authorization Process

  



14. Sign it electronically by clicking the Sign Electronically button. 

 
15. Click Sign to electronically sign your name and check the checkbox to authorize the your order. 

 
16.  Your order is complete. 

 


