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Ordering a Purdue University Transcript Online 

 If this is your first time to request transcripts through Purdue West Lafayette’s secure 
Transcript Request System, you will need to register for a new account. You will use one of 
your personal email addresses and create your own password. 

 If you encounter any issues while using a smart phone, we recommend using a Mac, PC, or 
laptop. 

 Requests through the Purdue West Lafayette system are processed the same day for 
electronic (emailed) transcripts and within one to three business days for paper (US Mail 
or FedEx delivered) transcripts. 

 Official transcripts are provided free-of-charge by the Registrar’s Office on the West 
Lafayette campus; however, fees are associated with special delivery methods. 

 Each student/alumnus is limited to 10 transcripts per request and 50 transcripts per 
semester. Differing attachments or notes to recipients or to the Purdue West Lafayette 
Registrar necessitate separate requests. 

 The online transcript system will accept a maximum of two attachments to be included in 
the distribution of your transcript. Attachments must be in one of the following formats: 
Word, Excel, or .pdf.  Examples of attachments would be completed forms or letters for 
the recipient. 

To request a Transcript from Purdue University online, go to http://www.purdue.edu/registrar 

 Click on the box labeled Transcripts.

 

  

http://www.purdue.edu/registrar
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Ordering a Purdue University Transcript Online 

 On the page that appears click the link Transcript Request System. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

If you are a new user of the Transcript Request System, proceed to page 4 of this 
document now.  
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Repeat User of Transcript Request System 

Ordering a Purdue University Transcript Online 

If you are a repeat user of Purdue West Lafayette’s transcript request system and 
have retained your username and password, enter those credentials on this page in 
the Login box.  For next steps, skip to page 9 of this document. 
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First Time User - Ordering a Purdue University Transcript Online 

 On the page that appears, click the link Register for a New Account. 

 

 

 

 

 

 

 

 

 

 

 

On the next page click the box No, I don’t want a Purdue Global transcript 
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 First Time User - Ordering a Purdue University Transcript Online 

Next, enter your chosen personal email address for your Purdue West Lafayette transcript 
system account and click Validate. 
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First Time User - Ordering a Purdue University Transcript Online 

 Enter required information, including your social security number. 
Enter your social security number.   Do NOT enter your Purdue Fort Wayne student ID 
number.  PFW student ID numbers are not held in the Purdue West Lafayette system.  
Purdue West Lafayette staff has no way to identify you by your PFW student ID. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 The box circled above the submit button, stating “I have read and agree to the Purdue 
University’s IT Resource Acceptable Use Policy,” must be clicked to proceed. 

 Then click the Submit button. 

 

  

Enter your social security number. 
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First Time User - Ordering a Purdue University Transcript Online 

 Next, the page below will appear informing you to check the email inbox of the email 
address you submitted for your account. You have 30 minutes to activate your account 
using the email just sent by purdue.edu to the email account you entered. 

• The email will come from a “no-reply” email address. Be aware that your email 
server may drop this in your spam or junk folder. 

 Failure to activate your account through this email in 30 minutes will result in being 
required to start the process over. 

 

 

 

 

 

 

 

 

 
 Click on the link provided in the email from purdue.edu. 
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First Time User - Ordering a Purdue University Transcript Online 

At this point, you will create a password for your new account.  It is suggested to save your 
account email address and account password credential for your future Purdue transcript 
requests. 

Next, you will select security questions and enter the answers.  This is collected in the event 
you forget or lose the credentials to your Purdue University transcript request account. 

 Click the Activate button when finished.
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Ordering a Purdue University Transcript Online 

You are now at the ordering step.  On this page you are offered the choice of ordering an 
Electronic (emailed copy) transcript or Physical (paper copy) transcript. 

This page also displays information about current and previous requests.  Use this page to verify 
the status of recent transcript requests.  A listing will appear at the bottom of page. 

The electronic transcript request process is detailed on pages  10 through 20.   The paper 
transcript request process is detailed on pages 21 through 31. If you are choosing to submit a 
paper transcript request, skip to page 21. 
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Ordering an Electronic Transcript 
Pages 10 through 20 address electronic transcript requests. 

 If you have nothing to attach to the outgoing transcript, click Next and skip to page 13. 
 But if you need to add an attachment to the transcript, continue below by clicking Choose 

File. 

 

 

 

 
 

 

 

 

 
 

 An option to Choose File or Browse will next appear (depending on your browser). 
 Click the option relevant to your browser and a file manager window will open. 

 

 

 

 

 

 

 
 

 

Ordering an Electronic Transcript 
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Ordering an Electronic Transcript 
 Select the file loaded on your device to attach and then click Open. 

 

 Then click Upload selected file 
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Ordering an Electronic Transcript 
The system now displays the filename that was attached.  Ensure this is the filename of the 
intended attachment. 

Repeat to attach another file. You can attach up to two files 

• The attachment(s) will go to each recipient on this request. 
• If you have different attachments for individual recipients, you will need to make a 

separate transcript request for each recipient. 
 Click Next when finished uploading all attachments. 
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Ordering an Electronic Transcript 
You will now be at the Recipient Information step.  Enter the individual, business, or university 
name of the first entity receiving the transcript. 

Enter the email address of the receiving party. 

You must re-enter the email address for confirmation purposes. 

If you are only sending the transcript to one entity, click the Next button and skip to page 15. 

Otherwise, you can send your transcript to multiple entities in one request by clicking Add 
Another Recipient.   Each recipient will receive the uploaded attachments. 

 

 

 

  



P a g e  | 14 of 31 
 

Ordering an Electronic Transcript 
After clicking Add Another Recipient, blank Recipient Information boxes will appear again. 

Enter required information.  Repeat until all recipients have been added.  The maximum is 10 per 
request. 

 Then click the Next button. 
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Ordering an Electronic Transcript 
You are now at the Review step. Review the delivery information. Confirm it is correct. 

If you do not have notes for the Purdue West Lafayette Registrar or for Recipient(s), click Submit 
and skip to page 18 in these instructions. 

If you have notes to include in the request for the Purdue Registrar’s Office and/or the 
Recipient(s), continue to next page of this document. 
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Ordering an Electronic Transcript 
If you have a note for the Purdue West Lafayette Registrar, click + Add a note for Purdue 
Registrar’s. A text box will appear on the page. 

 Enter any instructions for the Purdue West Lafayette Registrar.  The instructions you enter 
will appear for each recipient on the transcript request.   

 If you do not have Recipient notes to enter, click Submit and skip to page 18 of these 
instructions. 
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Ordering an Electronic Transcript 
If you would like to add a note for recipients, click + Add a note to Recipient. 

A text box entitled Note to Recipient will appear on the page 

 Enter any instructions for the recipient. 
• The note will be sent to each recipient on this request.  Thus, if you have a different 

note for individual recipients, you will need to make a separate transcript request 
for each recipient. 

 Click Submit when finished.  
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Ordering an Electronic Transcript 
A Confirmation page will now appear. 

 To view the status of the submitted request, click Return to myPurdue Transcript. 
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Ordering an Electronic Transcript 
This screen now displays the status of your request, See the bottom of the page for this most 
recent request and prior requests. 

When finished, remember to log out. 
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Example Electronic Transcript Request Results 

 Sender receives an email. 

 

 Recipient receives an email.
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Ordering a Physical Transcript 
Pages 21 through 31 address the process for ordering a Physical (paper) transcript. 

 Select your desired Delivery Method.   Note FedEx next business day is available for a 
charge. 

 Then click Next. 
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Ordering a Physical Transcript 
You are now at the Attachments step.   

 If you have nothing (forms, letters, etc.) to enclose with the outgoing transcript, click Next 
and skip to page 25 in these instructions. 

 If an enclosure should be included with the outgoing transcript, continue below by clicking 
Choose File.  
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Ordering a Physical Transcript 
 

 An option to Choose File or Browse will next appear depending on your browser. 
 Click the option relevant to your browser and a file manager window will open. 

 

 

 

 

 

 

 
 

 

 

 
 Select the file to attach loaded on your device and click Open. 
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Ordering a Physical Transcript 
 Then click Upload selected file. 

 

The system now displays the filename that was attached.  Ensure this is the filename of the 
intended attachment.  Repeat to attach another file. You can attach up to two files. The 
attachment(s) will go to each recipient on this request. 

 Click Next when finished uploading all attachments. 
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Ordering a Physical Transcript 
You will now be at the Recipient Information step.  Enter the individual, business, or university 
name of the first entity receiving the transcript. 

Enter recipient’s mailing address. 

You can send multiple transcripts with one request. 

If you need to send more than one transcript, click on Add Another Recipient. 

 Click Next when finished. 
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Ordering a Physical Transcript 
You are now at the Review step. Review the delivery information. Confirm it is correct. 

You also need to enter your phone number in case Purdue West Lafayette needs to contact you. 
 
If you do not have notes for the Purdue West Lafayette Registrar or for Recipient(s), click Submit 
and skip to page 29 in these instructions. 

If you have notes to include in the request for the Purdue Registrar’s Office and/or the 
Recipient(s), continue to the next page of this document.
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Ordering a Physical Transcript 

If you have a note for the Purdue West Lafayette Registrar, click + Add a note for Purdue 
Registrar’s. A text box will appear on the page. 

 Enter any instructions for the Purdue West Lafayette Registrar.  The instructions you enter 
will appear for each recipient on the transcript request. 

 If you do not have Recipient notes to enter, click Submit and skip to page 29 of these 
instructions. 
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Ordering a Physical Transcript 
If you would like to add a note for recipients, click + Add a note to Recipient. 

A text box entitled Note to Recipient will appear on the page. 

 Enter any instructions for the recipient in the text box. 
• The note will be sent to each recipient on this request.  Thus, if you have a different 

note for individual recipients, you will need to make a separate transcript request 
for each recipient. 

 Click Submit when finished.  
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Ordering a Physical Transcript 
A Confirmation page will now appear. 

To view the status of the submitted request, click Return to myPurdue Transcript. 
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Transcript Request System 
This screen now displays the status of all requests. 

When you are finished, remember to log out. 
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Example Physical Transcript Request Results 

 Sender receives an email. 
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