b

LAKELAND
<UNIVERSITY-

Official Transcript Request Instructions

STEP1: First, you will want to make sure that you have:

A valid major credit card (issued under your name)

Your LUW Student ID Number (not your LUJ Student ID Number)
An email account

Mailing Address, or an email address where a PDF file can be sent

STEP 2: Open up the LUW website (http://www.lakeland.edu), go to the “ACADEMIC PROGRAMS” tab, go to the

“Traditional Undergraduate” tab, and click on “Registrar’s Office.”
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STEP 3: On the “Registrar’s Office” pace, scroll down the page to a small box saying “Request your transcript

online,” and click on the box.
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REGISTRAR'S OFFICE .
Need a copy of your transcript?

You may request your official Lakeland College transcript online

< emall Registrarglakeland.s The cost of an official transcript is $8 (or $10 for a rush request) ¢
expiration date),

» ‘ Request your transcript online |
Please note that there may also be additional fees based on the

If you have questions, please contact

Office of the Registrar
Lakeland College
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http://www.lakeland.edu/

STEP 4: After clicking on the “Request your transcript online” box, you will be connected to a Lakeland College
Welcome Center web page stating “Welcome to Transcript Ordering.” Please take the time to read the

instructions, and once you fully understand it, click the start tab.

- Currently enrclled students - If you =r= ting = transoript 4o includs your curent semester gradesidegres,
please make sure the gra are p e

lifz ). Your credit cas
be emailed to you slong with text me:

“You may also

The following may be required to order a transeript online:

' Avalid major credit card

' An email account

? Check Transcript Ordering Help.

STEP 5: Items marked with * are required. Areas that have the Student ID Number or Social Security Number
(SSN) need to be inputted as the following.
1. Input your L UW Student ID Number (not your LUJ Student ID Number

2. Input your Social Security Number that was issued in the U.S. (Skip if you do not have SSN)

Enter Your Personal Information

2, Soect Recipent 2 Entar Rciiva Dutay P s———" 5, Enor Crodt Caré & Sign Consent

liems marked
ENTER YOUR INFORMATION
Current Name Name While Attending Sehool
(F different from current name)
First Name:
Middle Name:
Last Name:

Student ID. -

Socll Security Number. Confirm Social Security Number.

You can dter the SSN either with or without dashes,
eg. 123456765 or 123456759,

CONTACT INFORMATION
Fle. hers we r Pt order. ¥ datne s wil a o el i 4 ord The Nationa! Student Gleannghouse will not use your contact information for
200
Phone Numbe:
Farintzmatonli ph mbers, include the country and ity codes (e.g., 44-202-12345678)
Email.
Confirm Email
Next Cancal Ordar

folowing personal identifiers % Do not input your LUJ
Student ID: - Student ID Number. If you do

Social Security Number: not know your LUW ID Number,

You can enter the SSN either with or without dashes .. .
e.g. 123-45-6789 or 123456789 contact LUJ Administration

Office.




STEP 6: Input your home address. If you are currently enrolled at Lakeland University Japan or Lakeland
University Wisconsin, click “Yes.” If you do not apply for the two options, click “No.”
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1. Enfer Personal Info 2, Solect Redplant 3. Enter Ruciplent Dataily

= markad with * are required.

ADDITIONAL CONTACT INFORMATION

“our school would like you to provide the following additional contact information to assist them in fuffilling your request.

Address 1: *
Address 2:
City: ~ |
State/Province/Region: " | Szlact v |

If the addrezz iz outzide the US, US femfones, or Canada, zelect Infemational”.
ZIPiPostal Code: * If noe ZIF or Postal Gode iz required, enter A"

Country: * | United States v |
# | authorze my school to update its records using the address and contact infor
iy school.
ENROLLMENT/DEGREE INFORMATION
Are You Currently Enrolled at 2 ¥es O No
Lakeland College? *
ENROLLMENT/DEGREE INFORMATION
Are You Currently Enrolled at O Yes [ENo M
Lakeland College? *
Approximate Years of Attendance at Lakeland College: Begin Year [vyyy) |:| End Year [yyyy) l:l

If you click “No,” this option will appear.

STEP 7: Read carefully, and click the options of your choice.

SELECT A RECIPIENT TYPE

Who will be the recipient of your transcript? *
@ College or university
I want my transcript to be sentto a college or university.

( Educational organization (other than a school)
I'want my transcript to be sent to an educational organization such as LSAC or AMCAS.

, Business or individual (other than myself)
I want my transcript to be sentto a business or individual.

» Me
I'want my transcript to be sent to me or to pick it up in person

FERPA COMPLIANCE

According to the Family Educational Rights and Privacy Act (FERPA), in certain instances, schools must abtain the student's permission in order to release information from his or her education records. To determine whether and what
type of a consent form is required, please answer the following guestion

Who is the intended recipient of your transcript? *

Me
School where | intend to apply or enroll
Other

| e



STEP 8: Choose the state that the college of your choice is located, and choose the name of the school.

Then choose the purpose for your transcript.

Selecta state: * | Alaska v

School Name: * | |lisagvik College v

SCHOOL RECIPIENT
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Select a state: * [ Sglect M

TRANSCRIPT TYPE AND PURPOSE

cript Purpose: * | Undergraduate Admissions v
Select
Certification/Licensure
Employment
Graduate Admissions

/ Law School Admissions
livery Method: * | Medical School Admissions

Transcript Purpose: * | Select

DELIVERY OPTION S

v/

Register with a State Examination Board
Scholarship/Grant/Fellowship
Self

Semester grade verification
sky ot

Transcript Processing: * Your school offers rush processing of transcript orders. Rush processing means that
normal business hours. If your transcript is being sent by first class mail, the delivery

standard or rush transcript order processing
*/ standard Processing Rush Processing

Undergraduate Admissions.
Other

rorders during
- te if you would like

Delivery Method: * (Sajct L Heis ¢ Standard Processing Rush Processing
PROCESSING TIMEFRAME \ ethod: * ‘ Select v }m
Processing Option: * | Sglect v \ swEl t : PDF
ectronic
| Express/Intemational - $55.00
Jption: * | Hold for Pickup
| Mail
Select either Electronic PDF, Express/International (extra
Processing Option: * [Select v| Charge of $55), or Mail. *Do not choose Hold for PleUp
Now . . , .
Kilos Dagme ta el because the transcript will be sent to LUW's office.
| After Grades Are Posted |
Save & Add An

After Degree is Awarded: If you choose to have your degree

information on your transcript, then choose this option (this
process will take some time to complete the transcript after
graduation). [Note] Any orders made 3 weeks prior to your
graduation date will be cancelled.

After Grades Are Posted: This option allows your final grades

for the term to be posted on your transcript, but this process may
take some time to process. [Note] Any orders made 3 weeks

prior to the end of term will be cancelled.

Electronic PDF: Make sure your transfer college accepts Electronic PDF transcript before choosing this

option.

Double-check your email address for mistakes.

Delivery Method: * | Elecronic PDF
Recipient Email:”
Ceonfirm Recipient Email:™
Hame of Recipient:~
Quantity: * | 4 copy = 35.00 T

Special Instructions:
(Maximum 255 Charscfers)
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STEP 9: Final verification page before your order is complete.

1. Enter Personal Info 2. Select Recipient

Verify your transcript order information before continuing.

To edit your order, select the name of the recipient. To add another recipient, select "Add."

(IMPCRTANT: Do not use your browser's back button to add/edit a recipient.)

0 % a L =

3. Enter Recipient Details 4. Review Order 5. Enter Credit Card
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6. Sign Consent

Remove Recipient ( Add_ Processing Option Delivery Method 2 Quantity Total Fee
Remove ILISAGVIK COLLEGE Now Mail 1copy =$8.00 $5.00
Total Fee for This Order $8.00

REQUEST ORDER UPDATES VIA TEXT

Yes, please send me transcript order updates via text message to the following number
(Carnier message and data rates may apply)

Mobile Phone Number: 000-000-0000

Mobile Phone Carrier: Select v

Check Out Cancel Order

STEP 10: Credit card information input for your transcript order.

NATIONAL STUDENT
CLEARINGHOUSE

Transcript Ordering

Review Your Order

Order Number
15815781

— This is your order number and your

Total Amount: USD 8.00,

total amount.

« Return to Transcript Ordering

Pay With Your Credit Card

Cardholder Name

Credit Card Number

S visa = 2 038

Expiration Date (MMYY)

Security Code

Billing Address

STEP 11: Click on “Sign Paperless Consent Form.”

% You have to agree to the University to release your personal information. Otherwise the registrar at LUW

cannot issue your official transcript.

X
Transcript Ordering Center 3 LAKELAND

) COLLEGE

Enter Personsl Info Select Recpient Enter Recpent Detals Revvewy Order Enter Payment Info

Authorization for Release of Educational Records Information M_NMM
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sent form within 30 calendar days from the dat
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school until Na
Co
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N ment

In order 12 ¥ou may need the latest versions of Adobe Reader. .u',‘ DGR
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STEP 12: Using the cursor, draw your signature in the box shown below. Do not forget to check the check-box for
the final consent, and click the “Submit” button to complete the process.

Transcript Ordering Center

Transcript Order Number: (20074459

Consent to Release Information from Education Records

Only the student him/herself may sign this form

The undersigned individual authorizes
Lakeland College

to release the official transcript of hisfher education record to the individuals and/or organizations listed below and agrees to the chargas on his/her
credit or debit card resulting from this order (which will appear on his/her credit or debit card statement as "College Transcript”).

Authorized for Order Number: 20074459

.‘
J 01/20/2016
Date
ication Statement
certify that [ am the above named student and my electrenic signature provided on this form is

ing this box, I,
Fand has the same validity and legally binding effect as signing this consent form by my hand in ink.

In order to complete your transcript order, you must electronically sign this consent form. When we receive your consent form, National Student
denendinn an what vau selected as vour nrefarance) nnee the consent form has been

Claarinahnusa will sand van a natificatinn (via amail nr text



