
 

 

 

 

 

 

 

Step 1: Go towww.carlalbert.edu. Select “Admissions,” then “Transcript Request.” 

 
 

Step 2: Click “Order Transcript Online”. This will take you to the National Clearing House website. 
 

Step 3: Type in “Carl Albert State College” in the “Select School” box. 

Transcript Online 

http://www.carlalbert.edu/


Step 4: Read the “School Notifications” and “Clearinghouse Notifications” then click “Order Transcript(s)” 

 

Step 5: Enter your current personal information and answer the questions. 
 



If you had a different name while attending Carl Albert State College please select “Yes” and enter 

your other name. If you did not have a name change please select “No”. 

 

If you are a current student select “Yes”. Next, click the “Continue button”. 

If you are not a current student please select “No” and put the year you started and the year 

graduated or stopped attending. Next, click the “Continue button”. 

 

 

Step 6: Enter your current contact information. 
 

You have the option to receive text message updates and have your information updated with the 

school. 



Step 7: Next, you will select whom you are sending the transcript. 
 

If you select “College or University” You will need to select the State the College/University is in, 

the name of the College/University, and what department the transcript needs to be sent to. 

 



If you select “Education Organization, Application Service, Scholarship and Professional Licensing” 

You will need to select the name of the organization and the department. 

 

 

If you select “myself” then just click “Continue”. 
 

 



Step 8: Select how you want the transcript processed and why are needing the transcript 
 

 

Step 9: Select how you want your transcript to be sent and the number of copies if you select “Mail” 

or “Hold for Pickup”. *Transcripts are $5.25 each* 

 



Step 10: Accept the Terms and Conditions 
 

Step 11: Verify Your “Send To” information is correct and click “Add to Cart” 

 

Step 12: Click “Checkout” 
 



Step 13: Sign the Consent Form, Accept the Signature, and click “Continue” 
 

Step 14: Put in your card information and click “Submit Order” 



Step 15: After clicking “Checkout” you will be sent to the “Order Confirmation” page. It will allow 

you two minutes to review the screen before you will be timed out. 

 

 

 


