
Ordering Transcripts

Please review the following slides if you need to order a 
transcript for the college(s) to which you are applying. 
Keep in mind that the UCs/CSUs typically do NOT require 
an initial or midyear transcript (they do, however, require 
a final transcript). 



Navigate to the “Colleges I am Applying To” 
section. 

Note: If you don’t have any colleges in this 
section, or you have no idea what Naviance 
is, watch this video (and then add some)!

https://vimeo.com/576038563


Click the “Manage 
Transcripts” link 



Click the “plus” symbol. Also 
note the “Fee Waivers” 
message (in case you qualify 
for one).



Select the type of transcript you seek. 
Generally, “initial” is what you need 
when first applying. Then select the 
college(s) to where you want the 
transcript sent.



After you select the 
college(s), click “DONE.” 



The total cost for an initial (electronic) 
transcript, for as many as you need, is 5 
dollars. Pay your balance in the counseling 
office (speak with Ms. Sabory). After your 
counselor receives notification that you have 
paid, your transcript(s) will be sent 
electronically. Under the “Mailed” column 
“Pending” will appear until your transcript is 
sent. 



Important! If a college has a “snail mail” 
symbol next to it, you will need to fill out one 
of THESE forms and have your transcript sent 
via snail mail. Print the form, fill it out, then 
bring it (with the 5 dollar fee PER snail mail 
transcript) to Ms. Sabory in the counseling 
office. 

http://dev.nphs.org/wp-content/uploads/2020/08/NPHS-Transcript-Request.pdf


That is it! You will repeat this process 
for midyear transcripts (and then once 
more for a final transcript to whatever 
college it is that you decide to attend). 


