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take a moment to read through the fallowing before placing your order 

Please Note: Elisabeth Haub School of Law at Pace University transcripts MAY NOT be 
ordered in this method. To request and obtain a law school transcript, please reach out to 
the Law School Registrar's Office.You can access their transcript request formhere. 

Welcome to Pace University’s 
Online TranscriptOrdering! 

https://law.pace.edu/
https://law.pace.edu/academics/registrarbursar/forms


 

 

 

 

• Pace University has contracted with The National Student Clearinghouse to 

handle all transcript requests for current students, former students, and alumni 

o All transcript requests must be submitted to The National Student Clearinghouse Transcript 

Ordering Page 

o If you are a current or recently graduated student, please check to confirm that your final 

grades and degree information are posted on MyPace Portal prior to ordering your transcript 

o The National Student Clearinghouse will send updates on the status of your order via email 
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• Through the National Student Clearinghouse website, students and alumni can 
choose between two types of transcripts: 

1. A traditional hard copy transcript 

o Can be sent via regular mail or express mail 

o For students who attended Pace University prior to 2005, there may be delays in the processing 

time as these records require additional research 

2. An electronic transcript, a certified PDF of your official Pace University transcript 

o Can be emailed to a university, business, organization, or to any individual with a valid email 

address 

o Recipients of the Electronic PDF transcript will receive an email with a secured link, password, and 

instructions on how to retrieve the document; they will have 30 days to access the link 
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• Begin your order by entering your personal 

information. The information entered on the first 

two screens is the contact information that Pace 

University will use should they need to reach out 

to you with any questions or issues regarding your 

order. 

• You must provide either your student UID Number 

(ex. U0123xxxx) or your Social Security Number (ex. 

123 45 xxxx); you will need to enter this number 

twice to confirm 

• Please note: If your name has changed since you 

attended Pace University and you need your 

new name to appear on your transcript, you 

must submit a General Change Form along 

with the required documentation prior to 

submitting your transcript request. Once you 

receive  confirmation that your name has been 

changed,  you may submit your transcript 

request. 5 

https://www.pace.edu/registrar/forms#general-change-form
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• Enter your contact information on this 

page. 

• You will receive updates regarding 

the status of your order to email 

address you provide here 

• Please make sure the email 

address you enter on this page is 

valid and one that  you access 

regularly. 

• You can also choose to receive 

text messages in this section 
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Schools/ Programs Attended (Optional) 

0 New York City Campus 
Begin Year 

yyyy 

r 

O Pleasantville Campus 
Begin Year 

yyyy 

0 White Plains Campus 
I Begin Year 

yyyy 

Degree I Certificate Titles and Award Years (Optiona1J 

Degree I Certificate Title 

(Optional) 

Degree I Certificate Title 

(Optional) 

Degree/ Certificate Title 

(Optional) 

Degree/ Certificate Title 

(Optional) 

r 

End Year 

YYYY (Optional) 

r 

End Year 

YYYY (Optional) 

I End Year 

YYYY (Optional) 

Award Year 

YYYY (Optional) 

Award Year 

YYYY (Optional) 

Award Year 

YYYY (Optional) 

Award Year 

YYYY (Optional) 

If you are not currently enrolled at  
Pace University, you will need to 
provide the approximate years that  
you attended. 

For students who attended Pace 
University prior to 1985, there may be  
delays in the processing time as these 
records require additional research. 

Please provide additional information 
regarding which campus you 
attended, your degree received, and 
year awarded, if applicable. 
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Step 2: Selecting Transcript Recipient Type 

Select Trcinscript cind Delivery De-toils 

Aul'l--rl ne -:'I th,.. I 11m;iy I ,1111r11ril'l·.11I mztn" 11-..; l'ri~·M"/ ',..~ (11 HI '"-.I, ir, O"l"l"'tftiri i-.-,;r., -.,-,.., vhnnl'I m ,q /'ll",T11in r-,.-"fllrlt-1'1-,:; f'l"rmi,.._ir,ri i-. nrrll"r rn r!'-lf'"l'l<I;/" 

1nbr-,.n1on fr,:,m his orr,cr c::l.rc.:,: on.JI rcc•:•r,:ls. The t:IPC of corc.cnt form th.:it 1s rcqu1r<:d s •:'ctcrm11.cd b:, rcc~••:nt ~,:•c. 

:=oUe,g:-e or LniversitJ 

Employer or Other 

My,;rtf 

Once you’ve entered your contact information, you will select and provide information for the recipient 
of your transcript. Below are the different types of recipients. 

8 



Recipient >J flelds reqolrEd. ...-.lets ,therwlte rndl:ated 

A1.1.•.rJh_~ l:.o .•1c, f.,11,t,- hh.,1. .. Li:.,11.,11 Rij,;hu. :11J P,i .-..<.)I Au (F:~?Aj. i111.:, t..:iu ·•~l"'n'-::.-, >•.liv'-lb 1·1..1u vLtciin llio: :. . .1t.J ... 11.\ IJ""' .- ~>i1.111 in :.,1Ji:,1 ,_.,: o:,n,: 

iuhJl"I:. :.,11 hJIII Iii:. VI 1,.,, :V1.1~<1tiV1 wl ...... v,,J:.. 111 ... ->'~= vi I.VI l;.,:111 l•.r111 l.lwt i:. 1..-4u I :J i:.. tJ:.:·11,i1 lll:IJ Uy 1 =•-iJ.iieu, L)'I'=• 

I
-WIN ere: "VU :,:1K.litf. \'l:,11 U<11f'l>IJ iuc. w7 

c~lege •:+r univers1r1 

r C-.:u11Ut; 

1. United States 

Not in List 

V I
-Sl<11.,:fT"'' iw1 ,.,•:,.po 

New York 

Selecting an institution or organization from the provided list sends the transcript to a predetermined email or address 
that was provided to the National Student Clearinghouse by the institution or organization. Please confirm with your 
institution or organization where the transcript should be submitted prior to placing your order. 

If your recipient cannot be found on the provided list or you have been instructed to provide an exact email/address, 
please type/select NOT IN LIST to enter the recipient information manually. 
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Proc&ssi ng Details 1\11 rctc1~ ,cquif'C<I, ur,ICS~ c,;he(WiS.C if'l<lic.Y.C<I 

current Transcrtpt • Process AS Is 

NOTE: I hie,. oplloo io; for 'llurtrnh 11nd 11lumm who w1111I thr-ir lrmi'l«ipl pn~r-o;-.rrt n.nrt '>rnl 4'> II i'I to,foy.11 w1D rrOr-rl your grMir'I lhrnugh your l,i,;,t or 1111 ..... 1 

ler"m. 

\"'V--•-•nr..,.,.., ..,._I'll", 

EmplQYmcnt 

Delivery Information 

El«tron!c 

MaiVUnltea States 

Exprcs5/1Jmte<I St.:ltCS • S3'J..OO 

Express/Cariada & Mexico. $.S9.00 

ExptesuiotematiOt\a:I s75.00 

Step 3: Select Transcript and Delivery Details 

Delivery fees above are set by the National Student Clearinghouse and are subject to change 
10 



Delivery Information 

[ How do you want your transcript sent? 

Electronic 

[ How many copies do you want? 

1 copy= $7.25 

School's Terms and Conditions,: 

V 

Shortly after your request is processed by your school. your transuipt recipient will be emailed a link to a secure Internet page where he or she can retrieve your 

official transcript. Upon that emaiil notification, your credlit card will be charged. The National Student Cleaninghouse will guarantee that your recipient is notified 

that your transcript is ready for retrieval at the email address you provided when you placed the order; however, we cannot be responsible for whether or not 

your recipient retrieves or accepts the transcript. Because this is a new technollogy, we suggest tihat you contact your recipient and verify that he or she is willing 

to accept your transcript via this delivery method. T:he accuracy and correctness of the electronic transcript iis solely the responsibility of your school. 

I have read and accept my school's terms and conditions for the delivery method of E1lectronic? 
Accepatn,ce ro the Terms and Condi1:ions is required. 

Upload Attachment (optional) 

Do you want to send additional documents with your transrnipt? 

0 

If you need to attach additional documents for our office to complete and process along with your transcript, 
please add them during this step. 

ATTACH DOCUMENTSHERE 
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Step 4: Recipient Details 
Continue entering the recipient details; the following may be required depending on the delivery method: 

✓ Contact person 

✓Valid email address 
Mail/Express Delivery: Address Details 

✓Valid mailing address (domestic or international) 

Electronic Delivery: Email Details 

This section may not be required if you 
selected your recipient from the Recipient 
Listing. 
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Fending Ordet Details 

R-:cillienc KU.IMVII Proc;,:,iiru:, OptjOll: 

Em~il: KL :ll'ILN I lr/f,IL,)lti,t'•JL,:.UM Ocli~r, 1.l<-thcd: 

Qutnlit,: 

ll;)IUCtlpt Qu;)llttty Fci,;,; 

U,1t1,:1 l ll'fliY.'1~", l'IXO:a),',); I) 

F~lff~lt. 

1 ~1:Vt 

1,., .. 

Step 5: Reviewing the Transcript Order 

• After providing the delivery details, you 
will be prompted to update your cart 

o You will be able to review your order 
and add the order to your cart 

o You still have the option of going 
back to edit the information you 
provided 

• After adding the order to your cart, you 
will be prompted to the checkout section 

o You can press the Checkout button 
or cancel the order to start over 

o You can then submit the payment for 
the transcript 

• Order updates will be sent to you via email 
and, if you choose, by text message 
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Step 6: Finalizing the Transcript Order 

• To complete your transcript order, you must  

sign a consent form to release your 

information; this authorizes Pace University to 

send your transcript 

o You can choose to sign the consent form 
electronically as shown on the screenshot to 
the right or you can choose to download a 
PDF version of the form 

o If you choose the PDF consent form, you will  
have to email, fax, or mail the form to the 
National Student Clearinghouse; your 
transcript will not be processed until the form 
is received via the methods offered by the 
National Student Clearinghouse 

• Once you complete this section, you will be 
prompted to the payment section 
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Step 7: Adding the Transcript Payment 

• There is a standard transcript fee of 

$7.65 per  transcript 

• There are additional fees for express and 

international  mailing services provided on the 

ordering page. 

• These are the ordering options: 

o Electronic PDF 

o US/International Mail 

o US/International Express Mail 

• Once submitted your order is final and will be 
sent to the National Student Clearinghouse 

• You will receive email updates on the status 
of your transcript 
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• Additional payment information: 

o Payment can only be made by credit/debit card on the National Student Clearinghouse webpage 

o You will not be able to complete your order until the payment is submitted 

o Your credit or debit card is not charged until your transcript has been sent 

o If you use a debit card, your bank may put a hold on your funds when we pre-authorize your 

payment; please contact your bank for questions about the pre-authorization 

o Please see our Transcript &Verification Page for additional information on transcript fees 
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https://www.pace.edu/registrar/transcripts-and-verification


Congratulations! 

You have successfully ordered your official transcript. 

You can track your transcript order online by providing the order number and your email address. 

If you have any questions, please contact the Office of the Registrar/Transcript & Verification 
Department. 
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