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Ordering Transcripts Online 
How to access the transcript order portal, securely update personal information, and submit an 
official transcript order. 

Before You Begin 

If this is your first semester at UNT, please be sure to submit your order as "Hold until grades have been posted 

for the current term" to prevent a blank transcript from being sent. 

If you are a federation or IELI (Intensive English Language Institute) student, you will not be able to receive an 

official UNT transcript. 

If you do not have a myUNT login, you can still place a transcript request here: https://www.credentials-

inc.com/CGI-BIN/dvcgitp.pgm?ALUMTRO003594. Because we will not be able to authenticate who you are via a 

UNT login, you will be required to send in a signature authorization form before your order can be processed. 
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How to Access the Transcript Portal 

1. Login to myUNT with your EUID and password. 

2. In the Student Center, navigate to the Academic Records tab. 

3. Click on Official Transcript Request which will redirect to the Transcript Ordering Overview page. 
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How to Order Official Transcripts 

1. On the Transcript Ordering Overview page, click  on the top right portion of the screen. 

2. The Student Information page pre-populates personal information from your myUNT account. Please 
complete any missing fields or make changes as needed for the official transcript order. If any of the 
information is incorrect and you would like to change it permanently, you can notify the Registrar’s Office to 
update your school records by check marking the box at the bottom of the page or by updating the 
information in your myUNT student portal anytime. If you would like to change the name used in your 
student record, you must initiate a separate process. For more information:http://registrar.unt.edu/transcripts-
and-records/update-your-personal-information 
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3. Click  when you have completed the page. At this point, you can select  on this page or 
the following pages at any time. 

 
4. For updated communications about your order, fill out the fields on the Your Contact Information page. 

When you are finished, click . 
 

5. On the Basic Order Information page, the service option has already been selected as delivery to a 
chosen recipient.  

 
a. Carefully read through each box and their respective options so we can accurately process your 

order. It is required to fill out when you would like your transcript(s) released, the primary reason for 
ordering, the years you have attended UNT, and whether you would like to add the TSI/Core 
addendum or not. 

b. Note: If this is your first semester to be enrolled at UNT, you will not yet have an official transcript 
and will need to indicate to hold your request for grade posting. Your request will then be processed 
after grades are official for the current term. 

c. When you have completed the Basic Order Information page, click  to continue. 
 

6. Next, you will be prompted to select a recipient type. Click  to continue. 
 

7. On the following Transcript Recipient 1 page, you must fill out each field marked with an * to have the 
order successfully processed. 
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8. When selecting to have the official transcript(s) printed, you have three options for the delivery method: 
PDF Transcript sent electronically, or 1st Class Mail or Domestic Federal Express. For the transcript to be 

sent electronically, you must include a recipient email address. Click  to continue after you have 
selected your choice.  

 

9. You can now add another recipient, update the information for the recipient you have already selected, or 

remove the recipient. Click  to continue. 
 

Note: Each official transcript you order will cost $10. Each additional recipient to the order will be another 
$10 charge. 
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10. You can review your order information on the Order Summary page. At that time, you can edit any of the 
information you had filled out on the previous pages. At the bottom of the page will be a summary of 
charges for your order. You will be prompted to fill out credit card information on the following page. 

 
11. If you decide to cancel the order when you have reached the Order Summary page, you will be directed to 

this screen and must close out and begin the process again from your myUNT portal. 
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12. Click  to continue to the Payment Card Information page. Fill out the appropriate fields and make 
any changes to the pre-populated billing address information.  

Note: Click  for a detailed explanation of Credentials Inc. handles refunds. 

 
13. To confirm the payment for your transcript(s) order, you must select “I Agree” at the bottom of the page 

before clicking . 
Note: You will not be charged for your transcript order until your transcript has been posted. If you had 
selected the option to have your transcript held for grades or degree(s), you will not be charged at the initial 
order stage. 

 



 

2/9/16  Page 8 of 9 
 

14. You should see this page after completing the official transcript online ordering process: 

 

 
 
 
 
 
 

 

 

 

 

 

15. From here, you may make another transcript order or close the window. You have successfully completed 
your official transcript online order. You will receive communications to the email address you provided on 
the Your Contact Information page including information on how to view your order status:  
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Disclaimers 
 If you ordered an electronic transcript, forwarding the PDF transcript will make the transcript 

unofficial.  
 The transcript order form will not stop you from ordering a transcript if you have a hold on your account 

that would prevent ordering an official transcript. The order will be processed and you will be notified if 
there is a problem with your order in the communication method you selected when filling out the order 
form. The transcript order will be held until the holds are removed for up to 30 days. The order will not 
be charged until the transcript has been processed. 

 Recipient(s) for electronic transcript orders must have an access code in order to view the PDF copy of 
your transcript. The recipient(s) will then have two days to download the PDF. When the PDF version of 
the transcript is viewed by the recipient(s), you will receive an email to the email address provided with 
this notification and who viewed it. 

 


