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How to Request a Free Transcript Online
Updated August 2009

1. Log into Banner Self-Service from the FSU Homepage (http://www.uncfsu.edu/)  
2. Select “Current Students”, and then “Banner Log In”
3. If you are an Alumni and do not know your Banner ID, go to the FSU Homepage, select Alumni and then scroll to the bottom of the page and select “Look up your new Banner ID”.  Fill in the form and follow the prompts.
4. After you have logged on, you will be on the Welcome Page
· Click on Student and Financial Aid
· Click on Student Records
· Click on “Request Printed Transcript”
5. Follow the directions below:
Select a mailing address
INSTRUCTIONS
If you want your transcript sent to a college or university for any purpose:
· Click on the “Look Up College Code” to find the “External College Code”
· DO NOT enter data in the “One of Your Addresses” block
· DO NOT enter data in the “Internal College” block
· DO NOT enter data in the “Issue to” block
· Follow the prompts until you have found the college or university where you want your transcript sent and select
· Click “Copy selected College information to Data Entry form” 
· If you do not find your college or university, then click on “Return to College Page", which will bring you back here
· Follow directions below

If you want your transcript sent to a third party other than a college or university (for example your place of employment) or if you did not find your college or university listed in the External College Code process or you want to send your transcript to a department at Fayetteville State:
· DO NOT enter data in the external college code block
· In the “One of Your Addresses” block, select NONE
· DO NOT enter data in the “Internal College” block
· In the “Issue to” block, enter the name of the institution where you want your transcript sent (for example, Fayetteville State University, Bell Labs, FBI, etc) and click continue





OVER



If you are sending the transcript to yourself:
· DO NOT enter data in the external college code
· In the “One of Your Addresses” block, select the address where you want us to send your transcript (if we do not have your correct address, see the instructions below titled “If we do not have your correct address listed”) 
· DO NOT enter data in the “Internal College” block
· DO NOT enter data in the “Issue to” block
· Click continue


If we do not have your correct address listed
· DO NOT enter data in the external college code block
· In the “One of Your Addresses” block, select NONE.  You will have an opportunity to input the correct address later.
· DO NOT enter data in the “Internal College” block
· In the “Issue to” block, enter your full legal name
· Click continue

Select Transcript Type
INSTRUCTIONS
· In the “Transcript Type” block, select “Official”
· In the Course Level Block, select the level that you want (undergraduate, graduate or doctoral)
· Select all, if you want all levels that you attended FSU to show on one transcript.
· Check that the address information is correct where you want your transcript sent (If you are sending your transcript to yourself, enter or correct your address information here)
· Critical Step: On the “Second Address Line”, enter the name of the person or department that you want your transcript sent (for example, the Office of the Registrar, the Office of Graduate Admissions, Office of Personnel etc).  If you do not enter a specific department, we cannot guarantee that your transcript will arrive to its destination.
· Click continue

Transcript Request Information
INSTRUCTIONS
· Enter the number of copies you want sent (minimum of 3 per day)
· Click “Yes” for official transcript
· Select an “In Progress Cut-Off Term” if you are currently enrolled in classes and want them to show on the transcript (they will appear as “In Progress” on your transcript)
· Select “Standard Mail” as your delivery method.  If you leave this at “NONE” your transcript will not print.
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