www.getmytranscript.com
Clearinghouse site for FAMU

FAMU NAME AND LOGO

_____________________________
Welcome to Transcript Ordering Service!

All outstanding financial obligations to Florida A&M University must be satisfied before
your transcript can be released. You may contact Student Financials services at 850-561-2950
 You can order and/or track your transcripts 24 hours a day, 7 days a week
 You will need a valid major credit card or gift card (Visa, MasterCard, and American Express).
Your credit card or gift card is charged only when the transcript is sent
 Your email account is required
 Your signed consent is required
 You may also choose to pick up your transcript in-person - photo identifications will be
required
 Write a letter to authorize the release of your transcript(s) to a third party for pick up
 Order updates will be emailed to you along with text messages if you choose
 You may also track your transcript order online
You may:
 Request your official transcript to be sent electronically (except for work done prior to
2004). This will save you the cost of overnight mail delivery. Additional charges apply.
Check to ensure that your receiver can accept electronic transcript in PDF.
 Upload documents (in PDF only) that need to accompany your transcript. This option is
available when you place your order. Examples include Admission Application forms (for
Law, Nursing, Medical, Graduate Schools), and Scholarship Application forms.
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www.getmytranscript.com HELP page
Transcript Ordering Center
•

Go to www.getmytranscript.com to enter the Transcript Ordering Center,

Welcome to Transcript Ordering Service!

All outstanding financial obligations to Florida A&M University must be satisfied before
your transcript can be released. You may contact Student Financials services at 850-561-2950
 You can order and/or track your transcripts 24 hours a day, 7 days a week
 You will need a valid major credit card or gift card (Visa, MasterCard, and American Express).
Your credit card or gift card is charged only when the transcript is sent
 Your email account is required
 Your signed consent is required
 You may also choose to pick up your transcript in-person - photo identifications will be
required
 Write a letter to authorize the release of your transcript(s) to a third party for pick up
 Order updates will be emailed to you along with text messages if you choose
 You may also track your transcript order online
You may:
 Request your official transcript to be sent electronically (except for work done prior to
2004). This will save you the cost of overnight mail delivery. Additional charges apply.
Check to ensure that your receiver can accept electronic transcript in PDF.
 Upload documents (in PDF only) that need to accompany your transcript. This option is
available when you place your order. Examples include Admission Application forms (for
Law, Nursing, Medical, Graduate Schools), and Scholarship Application forms.
 Click on the Order a Transcript Now button

Submitting an Order
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Please complete the transcript order form beginning with your personal information.
1. Fill in all of the required fields on the personal information form (marked in red).
Note: Enter your student ID or Social Security number; neither field will be marked in
red although you MUST enter one or the other. If you do not enter either your student ID
or Social Security number, an error message will display when you submit your
information.

To receive mobile text alerts on your order, check the box located in the Contact Information
section: "Yes, please send me transcript order updates via text message to the following
number." Then, you will be prompted to enter your mobile phone number and carrier name in
the next two fields.
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2. Check on the box “I agree that my school may update their records with the address and
contact information above and acknowledge that this does not serve as an official
notification of this information to my school” if you desire to do so.
3. Complete the rest of the form on this page. Click “Next” to continue to the recipient
information form.
4. When available, you will have the option to hold your order for in-person pickup. Select
either “Hold for pickup” or “Send to the following address.”
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5. Fill in all of the required fields on the recipient information form (marked in red). Please
note that you must identify a recipient category (“Self,” “School, "Where I Intend to
enroll,” or “Other.”). If you identify the recipient as "Other," you'll be required to submit
a consent form.
6. Select your delivery options. Click the green Help button for a description of each option.
The options include:
a. Pickup: Photo ID is required. If you desire for a third party to pick up your
transcript, please write a letter authorizing the release of your transcript.
b. Mail: Your transcripts may be mailed by
- Regular mail
- Priority (2-3 days) - If you desire a delivery via a carrier service (UPS,
FEDEX and USPS), go to their website and obtain a shipping label. please
upload a pre-paid shipping label (in PDF) from your carrier. Retain the
tracking number so you can track delivery of your order on the carries
Web site
- Overnight - If you desire a delivery via a carrier service (UPS, FEDEX
and USPS), go to their website and obtain a shipping label. Please upload
a pre-paid shipping label (in PDF) from your carrier. Retain the tracking
number so you can track delivery of your order on the carries Web site
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7. Click “Save & Add another Recipient” to enter multiple recipients or click “Next” to
continue.
8. A pop-up will display a description of the delivery option you have selected.
a. Click “OK” to confirm.
b. Click “Cancel” to return to the recipient information form.
9. The order and fees will be displayed on the Review Your Recipients page. You can:
a. Add recipients by clicking the “Add” button in the recipient column.
b. Edit the order by clicking the recipient’s name.
c. Remove a recipient by clicking the Remove link.

10. When you are done reviewing the order, click “Next.” A small-pop up window will
display to confirm you have reviewed the recipient information.

a. Click “OK” to confirm your request (you will not be able to return to the form to
add, edit, or delete recipients).
b. Click "Cancel" to continue reviewing recipient information.
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Entering Credit Card Information
You will be prompted to enter your credit card information once you have completed and
reviewed the transcript order form.
Transcript Ordering accepts all major credit cards. All transactions meet international PCI
(payment card industry) compliance standards for data security.
The fee for your transcript order is displayed in red at the top of this screen.

1. Enter your credit card data.
a. Your information will be encrypted in the Clearinghouse database for your
protection.
b. Transcript Ordering’s security certificates are displayed below the form. You can
view our current certifications by clicking the TrustWave and Verisign logos.
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2. Enter the cardholder’s address and phone number.
3. Click “Place Order.”
. Click this just once for each transaction.
4. The total amount being pre-authorized against your credit card will be displayed in a
small pop-up window.
Note: A hold for the amount of the order (also known as a preauthorization or pending charge)
is placed against your card each time you submit a transcript request. Multiple holds on a credit
card account can result from clicking the "Place Order" button more than once during a single
transaction. As long as a hold remains on your card, the funds are unavailable until the
transaction is cleared or the hold "drops off." It can take seven to 30 days for the hold to "drop
off," depending on the issuing bank. If a hold(s) causes you to exceed the credit limit of your
card, you may be assessed overdraft fees. The National Student Clearinghouse is not
responsible for any overdraft fees that result from multiple submissions placed for a single
transaction. Regardless of the number of holds created for a single order, your credit card will
only be charged once after your order has been completed.

5. Click “OK” to confirm your order and continue. Click “Cancel” if you do not wish to
place the order.

6. You will receive a confirmation of your transaction via email, which includes the order
number.
7. Your credit card will not be charged until the transcript(s) are sent. The charge for your
transcript will appear on your credit card statement as "Online Transcript Service."

Sign & Return a Consent Form
A signed consent form is required to complete your request.
•
•

Printing a Consent Form
Submitting a Paperless Consent Form
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Printing a Consent Form
Florida A&M University requires a signed consent form. You will be asked to return a signed
and dated consent form to the Clearinghouse. Transcript Ordering dynamically generates an
order-specific consent form. You must open a consent form in order to complete your request.
1. Click “Print Consent Form.”

2. The consent form for your order will display. Print the form by clicking the printer icon
or the print link at the bottom of the form.
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3. Sign the form by hand (with black or blue ink) and return it within 30 calendar days*:
a. By fax to: 1-703-742-4238
Note: Be sure to dial 1-703 first
b. By mail to:
National Student Clearinghouse
2300 Dulles Station Blvd., Suite 300
Herndon, VA 20171

c. By email (attach a scan or photo of a signed copy of the consent form in one of
the following file types: GIF, PDF, JPEG, BMP, TIFF) to:
transcripts@studentclearinghouse.org
4. Once the form has been opened, a “Next” button will appear at the bottom of the order
confirmation page.
5. Click "Next" to complete your order and display your order confirmation, which you
should print for your records.
*Orders for which consent forms have not been returned within 30 calendar days are
automatically canceled. If your order is canceled, you will not be charged.
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Submitting a Paperless Consent Form
To expedite your transcript delivery we recommend the "Sign Paperless Consent Form" option,
if you are requesting to send your transcript to yourself or to a school to which you have applied.

Transcript Ordering dynamically generates an order-specific paperless consent form. You must
sign the paperless consent form electronically, check the certification box, and submit the form.

1. Click "Sign Paperless Consent Form."

2. The paperless consent form for your order will be displayed.
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3. Use your mouse to sign your name in the signature box while holding down the left
mouse button.
4. Click on "Save & Preview" to view your electronic signature. If you are not satisfied,
click "Re-Sign."
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5. When you are satisfied with your signature, check the certification box displayed under
your signature.
6. Click "Submit."
7. Your completed paperless consent form will be displayed.
8. Click "Print" to generate a copy of the paperless consent form for your records.
9. Click "Exit" to close the paperless consent form.
10. Click "Next" to display your order confirmation.
11. Print a copy of the confirmation for your records.
12. Click "Done" to complete your order.

Tracking a Transcript Order
You can track your order from the Transcript Welcome Center page.
1. In the Track Your Order box, enter the transcript order number and the email address you
used to place the order.
2. Click the arrow icon next to the email field.
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3. A time-stamped order history will be displayed.
4. To see the order detail (which provides the same information as the order confirmation
page), click the order number text link.

Order Statuses from the Clearinghouse website
 Order Confirmation: After you complete your request, you will receive an email
confirming that your order has been placed. It also contains the order details and
transaction ID.
 In Process at School: After we (FAMU) have received your order, we will change the
status to “In Process at School,” which releases it to be worked on by our staff. You will
NOT receive an email when the status is changed to “In Process at School.” However, if
you log on to track the request, this status will appear in the order history.
 Consent Form Status:
FAMU requires a consent form, you must return your completed consent form to the
Clearinghouse before your order can be fulfilled.
o Consent Form Received: Once the Clearinghouse receives your consent form, you
will receive an email notifying you that your order has been sent to your
institution.
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o Consent Form Not Received: You will receive email reminders four (4) and six
(6) days after your order confirmation email was sent notifying you that your
order cannot be processed until the Clearinghouse receives your consent form.
 Hold: If FAMU has placed a hold on your transcript order, you will receive an email
informing you that your order cannot be processed until the hold is removed. The email
will contain instructions on how to release the hold. The order will be held for up to 30
calendar days of the date the hold was placed on your order. You should check with your
school for their specific cancellation policy as its cancellation period may be shorter. If
your order is canceled, you will not be charged.
 Transcript Sent: Email from the Clearinghouse confirming that the transcript has been
sent to the recipient(s), as indicated in the order.
o If you requested “Hold for Pickup,” you will receive an email that your order is
ready to be picked up at FAMU.
o If you requested delivery via a carrier service, you will receive an email
containing the tracking number so you can track delivery of your order on the
carrier's Web site.
o If you requested electronic transcript delivery, you will receive an email when
your recipient has retrieved your transcript from our secure site.
 Electronic Transcript Reminders & Expiration Notice: If your recipient has not
retrieved your electronic transcript you will be notified via email so you can contact the
recipient and ask him to retrieve it before it expires. Until the transcript is retrieved or
expires, you will receive an email reminder on the 4th, 11th, 18th, and 27th day after the
secure link is sent to the recipient.
All electronic transcripts expire 30 days after the secure link is sent to the recipient. You
will receive an email when your electronic transcript expires.

Note: Some part of this document related to online transcript request was adapted from the
National Student Clearinghouse website © 2012 National Student Clearinghouse.
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