Babson College - How to Order a Transcript (Paper or Electronic)

1.

2.

Click here and select Babson College

Order a Transcripl

Enter the schood you wani to request your transcript from

i rch

Fill in all of the required fields on the personal information page and then click “Continue”.
You must enter either your student ID number or your Social Security number. Current
students - view your Student ID on your bill on the Babson Hub. If you no longer remember your
student ID number and do not want to use your Social Security number, please contact the
Registrar’s Office.

Transcript Ordering Center
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@ Erfiar Parsonal Indormation

Enter Personal Information
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Drabe of Birth Has your name changed Sinte albending School?
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Socil Becunty Number Confimm Social Security Numbser
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CANCEL ORDER
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https://secure.studentclearinghouse.org/tsorder/faces/TOBridge
https://secure.studentclearinghouse.org/tsorder/faces/TOBridge
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3. INFORMATION NOT CONFIRMED: If your information cannot be confirmed, a “Your
School Was Unable to Find Your Record” message will be presented. Please review your
information to be sure you did not make a mistake. You can select “No” if all information is
correct and then click “Continue”. If you need to edit your information, select “Yes” and make
any changes and then click continue. Students who graduated before 1990 should contact
the Babson Registrar’s Office to request a transcript.

A vour School Was Unable to Find Your Record

‘e ane having troulbde locating your student reconds with the personal information provided. Your request may require further reseanch by your school with the
information entered above, Please reconfam the information enfered

D you wand o edit the personal infermation you entered above? YES ND

CANCEL CRDER

INFORMATION CONFIRMED WITH HOLD ON ACCOUNT: If your information is confirmed
and a hold(s) is noted on your record then you will see the below message. If you would like to
proceed, select “Yes” next to the box that reads “Do you understand your hold(s) must be
cleared before your transcript order will be processed?” and select “Continue” to go to the next
step. Your request will not be processed until you clear the hold. Follow the instructions
on the screen to clear the hold with the specific office who placed the hold.

A Hold(s) Identified

Acct Hold

We're sormy, due to an Accounting Hold on your acoount, we cannot rélease your transcript. Please contact Student Financial Services at 781-235-421% or email
SES@babson edu to resohie RIS ISsue. I you résoivi this issue wilthin thifly days, your transcript will bé sent oul Any resolution aRer 30 aas, you will need 10
compéele a new transcript request

Do you understand your hold{s) must be cleared before your transcript order will be processed?

A { M
Acceplance is reguired ES s]

CAMCEL ORDER



Babson College - How to Order a Transcript (Paper or Electronic)

INFORMATION CONFIRMED WITH NO HOLD: If your information is confirmed and there is no
hold on your account, you will see this screen. Please answer the questions and select
“Continue”.

Contact Information A8 felds required, unless ohenvisa indicated
Address 1
S ey

Andness 2
Buikding campus bax, fioor, apl, sulle (Oplonaly

City State/TemonyARO -
Citurritry

ZigPosial Code United States -

Email Confiern Email

Phome Mumber

[A0G) MAE-B000E

To recetve NSC Msg updates 10 this phone number, you must Opt-in by selecting VES' balow. You may recetve up to 5 transonpt tesd status updates for each
reciplent order. Message and data rales may apply. If lext messaging is requesiad, you will receive an Opi-In confimmation message. For help lext HELP, To
cease messages, lex) STOP. Texing STOP will $lop all tex! messages 10 the Opled-in mabile phone number for all existing transcripl onders. Do you agree o
Opt-in? Torms of Use and Privacy Policy

YES NO

CANCEL ORDER

4. Select the appropriate recipient type and any additional information. Then select
“Continue”.

Select Transcript and Delivery Details

Recipient Al feids requined, unless cevenvise indicated

Accondng %o the Family Educational Rights and Privacy Adl (FERPA), In certain instances. schools must oblain the shedent’s parmission in order fo release
infermation from hiz of PBed educalionsd reconds. Tha type of consand foms Bhat is requined i@ delemingd by reciptant fpa

o ang pow pendeng your amcripl ie?
Bysall -

hiite MER
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5. Select which transcript you would like to send and how you would like it sent.

Note: On this screen you will have the option to hold processing until “After Degree Is Awarded”
or “After Grades Are Posted” if you are a current student. If you choose one of these options,
your transcript will not be sent to the recipient until you have graduated or grades have
been submitted for the selected semester.

Select Transcriot and Delivery Details

Recipient

FProcessang Delalls Al e regated, unless oifanwiie ndcaied

Wilich banacripl 83 you want senlT
Curment transcrigl bt

ViTial type of ranscripl o you want¥ >

Defevary Information

Hiow da you want your ranscnpl sent? -

6. Depending on the delivery option you choose, you will see the cost associated. You must
read and accept the terms and conditions. Then select “Continue”.

Dialrvary Information

i 24 i w t pelid’ W VA e
Elecizonic - §1.00 -

i muany nopien, i you el
1 copey = 54 TS -

Schools Tems and Condons

Sharlly Sef your pequest 5 rocessed by your school, you kanscrpl recipien] will be emaied 4 Bk 0.3 secure Intemet page where he of $he Can relneve your
SR AAEErpl USSR Thisd aisl Sollilicn, oLl el i wil Be Raiiged. Thi Mulicnal Shsssh] Cleainghoits aill juaiBntss thal yiod fecpient B noliled sl
YORF RO 5 SRl for reonrval B the S0l BOESE YOu PIOvIOBd Wi YOU pIRcd T I0er, DWW, Wit CRnNo! IDE NeSponsithy for ehedr of nol your
TECipienk Nelieves Of AcCepts The ranscriph. Because this i5 2 now techngiogy. we SLges! That you contact your recipient and weaty Bat he o she is willing 3o
accep! your ansorpl via this delivery method. The acosracy and cosmeciness of the elecinonic transoript 15 solely the sesponsibaty of your school

¥ harves read and accepl My school's berms and condiions for the delivery method of Electionic?
Arciphinee & B Tasm e CoriBer i tegueed

YES MO

oy SUsnimany
Trangcripd Quanify Feg -2 ]
Securs Elscironic POF Fes 5100

Cling Procissing Fee 5325

Tolal Fed fof this Recipsent
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7. On the “Recipient Delivery” page, fill in all of the required fields. This page will look
different depending on how your transcript is being sent and who the recipient is. Select
“Add to Cart”.

Provide Delivery Information
Recipianl

Recipent Delivary Information Al Selds regened. unless olhanvise indicated

Hsma of Recipient

Anenson

Jane Do
o)
Ricigiant Couiey

Adoress 1
BABSOMN COLLEGE REGISTRAR'S OFF

Sirest nume nd rame of PO B

Addrass T

231 FOREST STREET

Bulkding, campus Bax, Moo, spl, wule (Oplonal)

Caty EdsledTermanAPD

BABSON PARK tassachusetis -

Tpoatal Code
02457

Prvareg bharribesd
(TE1) 2594519
(R BEROE- SO0 {Oplanally

PP cavcer | TR

8. Recipient addresses for mail orders within the United States are validated against the
United States Postal Services’ database. The system may provide a suggested address,
formatted to the United States Postal Service standards or display a message that the entered
address is invalid. Perfectly formatted US addresses will skip this page.

a. If the address is returned as not found in the United States Postal Service database,
the system will display a possible reason. You can then select “Use Entered Address”
and continue with the order or correct the address by selecting “Edit Address.”

b. If you opt to move forward with an invalid address, please confirm it is accurate
with the recipient before continuing. You will be required to read and select the
acknowledgement checkbox that states your order may not be deliverable.

A Address Verification - Acknowledge Invahd Address

The enteed adaress Coukd not D2 Tound in the US Postal Senvice dalabase. By SElECling "Yes', you are acknowiedging hal your orger may

YES ND
not ke defpverable. It is your responsibiity to provide an accurate address. Do you want 1o continue with (his address? i

< PREVICUS CAMCEL
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9. The next screen will show your recipient(s). You can do the following:
- Add recipients by selecting the “Add Recipient” button in the recipient
- Edit a recipient by selecting “Edit”

- Remove a recipient by selecting “Remove”

After reviewing the information, select “Checkout”.

Pending Qrder Dedais

ADD RECIFENT +

# Edn B Bemave Total Fee for this Recipient: $B.00
Recipient BABSON COLLEGE Processing Option; Cutren irarscnpt
Emall; Delivery Method: Electranic @
ﬂl.lin‘tlﬂ'.‘ =
Transeript Quantity Fee: S4.75
Securs Electronic POF Fee; £1.00
Online Processing Fee: 5235

Total Fee for Order: 58 0

CANCEL ORDER CHECROPT »

10. You will now be prompted to sign a consent form to release you transcript. You can sign the
electronic form or mail the printable form. All mailed forms must be sent to the National Student
Clearinghouse within 30 days of submitting your request. You transcript will not be sent until you
signed consent is received. The fastest option is to sign the electronic consent.

Electromc Consant Form

Thi fasiest wiy 1o Submit your consent form & lectronically. LUse your finger of mouse 1o driny your signature in the box. Afer you Subms your Sgnatune, you may
downicad a signed copy of the cansent fonm for your records priar 1o providing payment in the next step

Need Help Signing7

Sipn Here
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11. You will then be prompted to enter your credit card information once you have completed
and reviewed the transcript order form. Enter all required information and then select “Submit
Order”. If there is a typo you can retry. If the second attempt fails, you will need to start a new
request.

Fayment Delails a8 beids moured, urless ohanvisa mdicaled

Ancepled Credil Cands

- [o] = BB

Cardhokier Name Gard Number Secunty Code

Expiration Dabe

Bdoaih = Year =
Do o AN 10 USE Your Contact a3dress as your biling address? YES MG
Agoress 1

Ttreod murmnbsr and! name o PO B

Address 2
Bulding campen ban. Bood, 300, slle (Oplonal)

City SateTemiony AP iy
Cinandry
FipiPosial Code Uniled Stales -
Seecing Subie Onder will iransmll your Sanmies Rfaimaion 1o &:*-" HH ;'g],l & P pairty payThieel penckiiing piowical. Firsi Dala will only shice yoar nas, Sadiuis. of a-mal pocnss

Wit Nabonal Shudent Cleanaghocie

Tofal Fees for Order. 55.80

CANCEL ORDER

12. If your payment was successfully submitted for processing, you will receive a confirmation
of your transaction via email, which includes the order number.

Please note: Your credit card will not be charged until the transcript(s) are sent. The
charge for your transcript will appear on your credit card statement as “Online Transcript
Service.” However, a hold for the amount of the order (also known as a pre-authorization
or pending charge) is placed against your credit card each time you submit a transcript
request. This pre-authorization is determined by your bank. Please contact your bank
with any questions on the pre-authorization.

Please see the FAQ document for information on tracking
orders, consent forms, and other frequently asked questions.



