Transcript Ordering Procedure

Step 1: Log onto National Student Clearinghouse with the following link:

http://www.studentclearinghouse.org/  (Note: Please use IE explorer)
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Step 2: Choose Order-Track-Verify and click Order or Track a Transcript.
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Step 3: Choose Kean University.
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Ordering and tracking a transcript has never been so quick and sasy. On the list below, sele
you want to order a transcript or track an existing transcript order, then select Subm

I want to order a transcript from: | Kean University -
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Johns Hopkins University-SAIS

Johnson C. Smith University

Kankakee Community College
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Questiol Kellogg Community College

Kentucky State University

Kentucky Wesleyan College

Keuka College
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King's College
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Step 4: Click Start.
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Instructions/Important Information:

« The transcript fee is $10 per copy.

= Transcripts must be requested and cannot be issued same-day.

= All transcripts issued to students or former students will be stamped ™
= The University reserves the right to withhold grades/transcripts from §
outstanding obligation.

MNotes about processing times:

= Active transcripts (attendance at Kean from 1982 to present) will be
days.

» Inactive transcripts (attendance at Kean prior to 1982} will be mailed

= During peak periods mailing may be delayed beyond above noted wor

You can pay for your transcript order, if 2 cost is involved, with any maj
Your credit or debit card is not charged until your school sends your trar
you use a debit card, your bank may put a hold on your funds when we
payment. If you have questions on the pre-authorization, please contact
updates will be sent to you wvia email and, if you choose, text messages
transcript order online.

The following may be required to order a transcript online:

" A major credit or debit card
» An email account

" Your signed consent

Questions? Check Transcript Ordering Help.




Step 5: Carefully input your information and then click Next.
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Step 6: Continue on Step 5. Caution: there are different Delivery Methods.

Notice: If you are requesting that a transcript be sent to anyone other than yourself,
we recommend that you complete the "Attention" field. The delivery of transcripts
sent to a business, organization, or corporation can be delayed if you do not provide

the name of the specific recipient.



Step 7: Carefully check your information and the click Check Out.
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Review Your Recipients

@ Important Information
Verify your transcript order information before continuing. To edit your order, select the recipient's name. To add another recipient, select 'Add
Recipient',
Verify Information

Add Recipient
pi

Processing
Option
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‘ Remove

Request Order Updates Via Text

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

Mobile Phone Number: | | 000-000-0000

Mobile Phone Carrier: |Select v
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Notice: If your mobile phone carrier is not in the list, please do not tick the box, and

click Check Out directly.

Step 8: Pay with your Credit Card.
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Review Your Order

Order Number
16730072

Total Amount: usD 11.75

« Return to Transcript Ordering Center

Pay With Your Credit Card |
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CVW2 s the Visa term for the 3-digit securty code on
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