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Introduction 
 
Content Intentions 
 
This manual is intended to be used by all current, former and Alumni students at Wake 
Forest University. Some sections of the manual is intended to be used by individuals 
who have received an electronic transcript from a current, former or Alumni student at 
Wake Forest. In terms of the transcript request process, the majority of information and 
instructions below are similar, if not the same, for all students and former student types 
across the university; however, some of the features and functions are specifically for 
specific users. Therefore, it is advised that all users read carefully and use their 
designated section in the manual. For more information, please 
visit http://registrar.wfu.edu/transcript/ 
 
What is a Transcript? 
 
An official transcript, which contains the signature of the University Registrar and the 
Wake Forest University seal, is a student’s academic record. It contains 
ALL coursework taken while enrolled at Wake Forest University. Only the record holder 
can authorize/request an official transcript. Please note that for a student who has taken 
courses and/or has degrees at both the undergraduate and graduate levels, an official 
Wake Forest University transcript will include ALL levels of coursework. 
 
***Only official transcripts are issued through the university. Unofficial transcripts are 
available via WIN.  
 

College, Graduate School and School of Business Transcripts  
 
If you are an undergraduate, graduate or business school student and are requesting a 
transcript, please request your transcript using this transcript request process through 
the Office of the University Registrar, http://registrar.wfu.edu/transcript/.  
  

School of Law Transcripts 
 
If you are a Law student and are requesting a Law School transcript, please visit 
the Law School, http://registrar.law.wfu.edu/.  
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Transcript Options 
 
The following types of official transcripts are provided: 

Electronic Transcripts (fastest) 
 
When placing your orders online, you can select a pdf format of your official transcript. 
Many recipients now accept “paperless” official transcripts. Before placing your order, 
ask the recipient whether an electronic transcript (e-Transcript) is acceptable and, if so, 
the email address you should use for delivery. Once you have placed your online order, 
the recipient is notified by email that he or she can retrieve a certified pdf from our 
transcript ordering service. 

These e-Transcripts are official documents and can be validated through a third party 
vendor, Parchment, because they have been digitally signed and certified by Wake 
Forest. 
 
Note: e-transcripts cost $2.75 per transcript. 
 
Mail Printed Official Transcripts 
 
Wake Forest provides printed official transcripts through the Office of the University 
Registrar. Paper transcripts are mailed using standard delivery through the U.S. Postal 
Service. 

Note: Standard mailing through the U.S. Postal Service cost $2.75 per transcript. You 
may opt for express shipping through FedEx when ordering online at an additional cost 
of $18.00 for domestic destinations and $25.00 for international destinations. 
 
Pick-Up Printed Official Transcripts 
 
Wake Forest provides pick-up printed official transcripts through the Office of the 
University Registrar, 110 Reynolda Hall, the next business day after 2:30pm. Please 
provide a photo ID when picking up your transcript. 

Note: Picking up a transcript cost $2.75 per transcript. 
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How to Request a Transcript 
 
For All Current Students  
 
1. Log into WIN 

 
There are two ways to access WIN: 

 
1) Go to the WIN login page: http://win.wfu.edu   
2) Click on the Current Student link if you come across this screen.  

 
At the login screen, log into WIN. 

 

  
 
 
 
 
 
 
 
 
 
 

 
 
2. Enter/Verify your information page:  
 

Please verify your personal and biographical information to authenticate your 
identity. Click Submit to submit this form at bottom of the page. You will only be 
prompt to verify this page once. 
 

mailto:registrar@wfu.edu
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3. Select Documents Page:  
 

 
 
Please start by selecting where you would like your transcript to be sent. 
You can search or you can manually enter in the destination.  

 
Keep in mind the transcript option product types (Each transcript option will cost 
$2.75 per request): 

• E-Transcript (Fastest): You can choose to search where you would like to 
have your transcript sent electronically or you can enter the email address of 
the destination. 

• Paper Transcript Mailed: Please enter the mailing address information of 
where you would like to have your transcript sent. You can also indicate 
whether you would like to have your transcript sent now, held for grades or 
held for your degree to be posted. The only option for express mailing will 
be FedEx, at an additional charge. Please visit the FAQ section at the bottom 
of this manual for additional information. 

• Paper Transcript Pick-up: Please enter the recipient name under who 
should pick up your transcript, whether it is you or someone else. You can 
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also indicate whether you want your order processed now, held for grades or 
held for your degree to be posted. 

 
Example 1: Send a transcript to an institution or nonresidential location 
using the search option (e.g. Boston University)  

 
1) Type in the institution or nonresidential location. Then click on Search.  

 

 
 

2) A list of Boston University affiliated addresses and email addresses will 
populate. 
 
NOTE: These affiliated addresses and email addresses are standardized 
and pre-uploaded. PLEASE make sure that the address or email address 
is the right address you want to send your transcript to. And PLEASE 
understand that the displayed affiliated address may NOT be the right 
address you need to send your transcript to. Check where you need to 
send your transcript to before selecting a destination on the populated 
list.  

mailto:registrar@wfu.edu
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3)  To check the Boston University address, click on the Information Icon . 
 
 

 
 

4) If the address is correct, click on Select. If none of the populated addresses 
are correct, please skip to Example 2 to enter in the address.  
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5) Select how you want to send your transcript by clicking on the product (e.g. 
e-Transcript). If you need to mail a paper copy of your transcript, please 
continue with e-Transcript and the following Order Detail page will give you 
the option to mail your transcript.  
 

 
 

Example 2: Send a transcript to an institution, nonresidential location, 
yourself, another individual or third party using the Enter Your Own option 
(e.g. Another Individual) 
 
1) There are many different reasons why you would enter in an address for your 

transcript destination: 
• If what you entered in the search option on the Select Document page 

does not give you an address or the correct address. 
• If you need to send your transcript to an institution or nonresidential 

location that is not well known to the general population.  
• If you need to send your transcript to yourself or another individual.  
 

If one of these reasons pertains to you, please use the Enter Your Own 
option.  
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2) There are two ways to enter in an address: you can click on Send to 
Yourself, Another Individual, or Third Party or Enter Your Own after 
executing the Search option. 
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3) Select how you want to send your transcript by clicking on the product (e.g. 
e-Transcript) and you will enter in the necessary information in the Order 
Detail page.  
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4. Order Detail Page:  
 
On this Order Detail page please check your order carefully. Here, you can update 
or edit your shopping cart, continue shopping within this order if you would like to 
send another transcript or choose to checkout. 
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This page will be separated into three sections: 
• Product Description  
• Destination  
• Order Options  

 
Product Description 
 
This section will indicate what transcript product type you have selected. Make 
sure this is how you want to mail your transcript. (e.g. If you chose to mail your 
transcript through e-Transcript) 
 

 
 
(e.g. If you chose to mail your transcript through Paper Transcript - Mailed)  
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(e.g. If you chose to mail your transcript through Paper Transcript - Pickup) 
 

 
 
Destination  
 
This section will indicate where you are sending your transcript.  
 
If the address or email address is pre-populated, it will be displayed here. Make sure 
this is where you want to mail your transcript. If it is not, please correct the email or 
physical address.  
 
Note: If you are sending an e-Transcript or picking up a transcript by using the 
Send to Yourself, Another Individual, or Third Party or Enter Your Own 
options, please enter the designated email address for your e-Transcript or the 
designated person for your pickup transcript in the Order Options section.  
 
(e.g. If you chose to mail your transcript through e-Transcript to an institution or 
nonresidential location using the Search option) 

 

 
 

If this is not how you want your transcript to be sent, you have the option to mail your 
transcript. Please click on Switch to Mail Delivery, then No, Send by Mail if you 
want your transcript to be mailed.  
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You will be redirected to select another product type. Once you select a product 
type, you will be directed to the previous Order Detail page.  
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(e.g. If you chose to mail your transcript through Paper Transcript - Mailed)  
 

 
 
Order Options 
 
This section will give you several transcript options. Note that these options are 
automatically selected. Please review the options and make changes when it is 
needed.  
 
You will have the options to select when you want your transcript to be processed 
(i.e. now, hold for grades or hold for degree), attach a document to your transcript if 
needed and send another transcript by clicking on Add Another Item or continue to 
payment by clicking on Continue at the bottom of the page.  
 
A recipient name and email address may be required depending on where you are 
sending your transcript. Please enter in the recipient name and email address if 
needed.  
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(e.g. If you chose to mail your transcript through e-Transcript to an institution or 
nonresidential location using the Search option) 
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(e.g. If you chose to mail your transcript through e-Transcript to yourself or a third 
party using the Send to Yourself, Another Individual, or Third Party or Enter 
Your Own options) 
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(e.g. If you chose to mail your transcript through Paper Transcript - Mailed)  
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(e.g. If you chose to mail your transcript through Paper Transcript - Pickup) 
 

 
 
Once you click Continue, review your shopping cart. Make sure the product type, 
delivery mode, processing time and the destination of your transcript are correct. If 
not, please update your shopping cart. If everything is correct, click Checkout.  
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5. Payment Page: 
 
We accept Visa, MasterCard and Discover as valid methods of payment. Please 
enter all required information to process your payment and release your transcript. 
And please be sure to review your billing address information. 
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6. Review Order Page:  
 
Please review your order before you hit Confirm 
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Once you confirm your order, you will get a confirmation page. Please make sure 
you keep a record of your order number in the upper left hand corner. If you have 
any issues regarding your transcript order, the Office of the University Registrar will 
ask you for this number.  
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For All Alumni & All Former Students  
 
1. Access Transcript Request Page: 

 
Click on Alumni & All Former Students link.   

 
2. Log on/Register page:  
 

 
 
If you are a new user, please click on Create Account to start your transcript 
request. (Note: Please use either Mozilla Firefox or Google Chrome as your internet 
browser) 
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If you have requested a transcript before or is a returning user, please log into your 
account.  
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3. Enter/Verify your information page:  
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New Users: If you are a new user, please enter in your personal and biographical 
information to authenticate your identity. In addition, please create an account at the 
bottom of the screen. Click Submit to submit this form at bottom of the page.  
 
Returning Users: If you are a returning user, please verify your personal 
and biographical information to authenticate your identity. Click Submit to submit 
this form at bottom of the page. You will only be prompt to verify this page once after 
you have created an account. 
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4. Select Documents Page:  
 

 
 
Please start by selecting where you would like your transcript to be sent. 
You can search or you can manually enter in the destination.  
 
Keep in mind the transcript option product types (Each transcript option will cost 
$2.75 per request): 

• E-Transcript (Fastest): You can choose to search where you would like to 
have your transcript sent electronically or you can enter the email address of 
the destination. 

• Paper Transcript Mailed: Please enter the mailing address information of 
where you would like to have your transcript sent. You can also indicate 
whether you would like to have your transcript sent now, held for grades or 
held for your degree to be posted. The only option for express mailing will 
be FedEx, at an additional charge. Please visit the FAQ section at the bottom 
of this manual for additional information. 

• Paper Transcript Pick-up: Please enter the recipient name under who 
should pick up your transcript, whether it is you or someone else. You can 
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also indicate whether you want your order processed now, held for grades or 
held for your degree to be posted. 

 
Example 1: Send a transcript to an institution or nonresidential location 
using the search option (e.g. Boston University)  

 
1) Type in the institution or nonresidential location. Then click on Search.  

 

 
 

2) A list of Boston University affiliated addresses and email addresses will 
populate. 
 
NOTE: These affiliated addresses and email addresses are standardized 
and pre-uploaded. PLEASE make sure that the address or email address 
is the right address you want to send your transcript to. And PLEASE 
understand that the displayed affiliated address may NOT be the right 
address you need to send your transcript to. Check where you need to 
send your transcript to before selecting a destination on the populated 
list.  
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3)  To check the Boston University address, click on the Information Icon . 
 
 

 
 

4) If the address is correct, click on Select. If none of the populated addresses 
are correct, please skip to Example 2 to enter in the address.  
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5) Select how you want to send your transcript by clicking on the product (e.g. 
e-Transcript). If you need to mail a paper copy of your transcript, please 
continue with e-Transcript and the following Order Detail page will give you 
the option to mail your transcript.  
 

 
 

Example 2: Send a transcript to an institution, nonresidential location, 
yourself, another individual or third party using the Enter Your Own option 
(e.g. Another Individual) 
 
1) There are many different reasons why you would enter in an address for your 

transcript destination: 
• If what you entered in the search option on the Select Document page 

does not give you an address or the correct address. 
• If you need to send your transcript to an institution or nonresidential 

location that is not well known to the general population.  
• If you need to send your transcript to yourself or another individual.  
 

If one of these reasons pertains to you, please use the Enter Your Own 
option.  
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2) There are two ways to enter in an address: you can click on Send to 
Yourself, Another Individual, or Third Party or Enter Your Own after 
executing the Search option. 
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3) Select how you want to send your transcript by clicking on the product (e.g. 
e-Transcript) and you will enter in the necessary information in the Order 
Detail page.  
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5. Order Detail Page:  
 
On this Order Detail page please check your order carefully. Here, you can update 
or edit your shopping cart, continue shopping within this order if you would like to 
send another transcript or choose to checkout. 
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This page will be separated into three sections: 
• Product Description  
• Destination  
• Order Options  

 
Product Description 
 
This section will indicate what transcript product type you have selected. Make 
sure this is how you want to mail your transcript. (e.g. If you chose to mail your 
transcript through e-Transcript) 
 

 
 
(e.g. If you chose to mail your transcript through Paper Transcript - Mailed)  
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(e.g. If you chose to mail your transcript through Paper Transcript - Pickup) 
 

 
 
Destination  
 
This section will indicate where you are sending your transcript.  
 
If the address or email address is pre-populated, it will be displayed here. Make sure 
this is where you want to mail your transcript. If it is not, please correct the email or 
physical address.  
 
Note: If you are sending an e-Transcript or picking up a transcript by using the 
Send to Yourself, Another Individual, or Third Party or Enter Your Own 
options, please enter the designated email address for your e-Transcript or the 
designated person for your pickup transcript in the Order Options section.  
 
(e.g. If you chose to mail your transcript through e-Transcript to an institution or 
nonresidential location using the Search option) 

 

 
 

If this is not how you want your transcript to be sent, you have the option to mail your 
transcript. Please click on Switch to Mail Delivery, then No, Send by Mail if you 
want your transcript to be mailed.  
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You will be redirected to select another product type. Once you select a product 
type, you will be directed to the previous Order Detail page.  
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(e.g. If you chose to mail your transcript through Paper Transcript - Mailed)  
 

 
 
Order Options 
 
This section will give you several transcript options. Note that these options are 
automatically selected. Please review the options and make changes when it is 
needed.  
 
You will have the options to select when you want your transcript to be processed 
(i.e. now, hold for grades or hold for degree), attach a document to your transcript if 
needed and send another transcript by clicking on Add Another Item or continue to 
payment by clicking on Continue at the bottom of the page.  
 
A recipient name and email address may be required depending on where you are 
sending your transcript. Please enter in the recipient name and email address if 
needed.  
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(e.g. If you chose to mail your transcript through e-Transcript to an institution or 
nonresidential location using the Search option) 
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(e.g. If you chose to mail your transcript through e-Transcript to yourself or a third 
party using the Send to Yourself, Another Individual, or Third Party or Enter 
Your Own options) 
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(e.g. If you chose to mail your transcript through Paper Transcript - Mailed)  
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(e.g. If you chose to mail your transcript through Paper Transcript - Pickup) 
 

 
 
Once you click Continue, review your shopping cart. Make sure the product type, 
delivery mode, processing time and the destination of your transcript are correct. If 
not, please update your shopping cart. If everything is correct, click Checkout.  
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6. Provided Consent Page:  
 
If you are a user that does not have access to WIN, you will need to provide 
consent. This now takes the place of your signature, please read over the 
information and sign off using the check box. If you still have access to WIN you 
have already provided consent by logging into the website with your username and 
password. 
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7. Payment Page: 
 
We accept Visa, MasterCard and Discover as valid methods of payment. Please 
enter all required information to process your payment and release your transcript. 
And please be sure to review your billing address information. 
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8. Review Order Page:  
 
Please review your order before you hit Confirm 
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Once you confirm your order, you will get a confirmation page. Please make sure 
you keep a record of your order number in the upper left hand corner. If you have 
any issues regarding your transcript order, the Office of the University Registrar will 
ask you for this number.  
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Confirmation Email  
 
Release Transcript Email 
 
When you order an e-transcript, you will receive a confirmation email with your order 
number, document number and a destination address for your e-Transcript.  
 

 
 
 
 
 
 
Recipient Transcript Email  
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 How to Access an e-Transcript from an Email 
If you, the recipient, have received a recipient transcript email, similar to the one above, 
please follow the instructions below:  
 

1) Make sure you have the latest version of Adobe Reader version 8.0 or greater 
(it is best to use version 9.0 or greater).  If you do not have Adobe Reader or 
do not have the latest version, please click on the link in the email to install 
the program.  
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2) Once Adobe Reader has been installed, please click on Click here to access 
the secure document link. If for some reason there is a problem with the 
link, please click on the hyperlink below.  
 
 

 
 
 
 
 
 
 
 
 
 

3) Once you have opened the link, a Request Passcode page will appear. Here 
you will need to obtain a passcode to access the secure transcript. Click Next 
to obtain this passcode.  
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4) Please check your email (spam and junk mail) for the passcode.  
 

 
 
 
 
 
 
 
Once you have obtained the passcode, copy and paste in the field below and 
click Next.  
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5) Please click on Download to download the transcript. An Adobe Reader 
window should appear to view the document.  
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Third Party Recipients 
 
Electronic Transcript Information for Third-Party Recipients 
 
Wake Forest University sends official transcripts in an electronic pdf format. 
These transcripts are considered official documents and can be validated through 
the digital signature and certification by Wake Forest. 
 
The first step when receiving a secure document from Wake Forest University is 
to open the original email and click on the link. This will open up a wizard in your 
browser which will enable you to send yourself a pass code in a separate email by 
clicking on the “Next” button in step one of the wizard. Once you receive the pass code 
in a separate email you can enter the pass code into the pass code box in step two of 
the wizard in your web browser. This will allow you to download the digitally 
signed electronic pdf. 
 
A document that contains a digital signature can be instantly validated, and when 
valid displays a blue ribbon on the notification bar across the top of the Adobe Reader. 
On older versions of the Adobe Reader, the blue ribbon will be displayed on a pop-up 
screen and in the lower left corner of the frame of the application. The blue ribbon 
symbol is your assurance that the digital signature is valid, authentic, and the contents 
of the document have not been altered. 
 
How to Authenticate Electronic Official Transcript  
 
All official electronic transcripts from Wake Forest University have been digitally 
signed and therefore contain special characteristics. When the document is viewed 
through Adobe Reader versions 9.0 or higher or through Adobe Acrobat versions 9.0 or 
higher, it will reveal that a digital signature has been applied to the document. Adobe 
Reader version 9 and Acrobat version 9 and higher use a blue ribbon across the top of 
the document to indicate document authenticity and validity. Attention Mac users: When 
viewing an official electronic transcript from Wake the software utilizes Adobe’s secure 
certified PDF technology and therefore may only be viewed using the free Adobe 
Reader or Adobe Acrobat. The default Mac preview application will not display the 
document correctly. 
 
Document Validity 
 
Valid Signature 
 
The document’s contents have not been changed or altered in any way. Also, when 
the pop-up screen/blue ribbon displays a message that the digital signature is valid it 
means that the author of the document is known to the certification authority and the 
person or institution represented by the digital signature is true and authentic. 
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Invalid Signature 
 
The digital signature is not authentic, or the document has been altered. Sometimes 
the digital signature has been revoked for some reason, or that it has expired. A 
document with an invalid display should be rejected. 
 

 
 

Author Unknown 
 
There are two possible meanings: the digital signature cannot be validated due to 
a disconnection to the internet, or the digital signature cannot be instantly validated 
via the internet. If this message is received make sure there is proper connection to 
the internet. If there is connection and the digital signature cannot be validated, reject 
this document. 
 

 
Note on Pop-up Screens 
 
To activate the pop-up screens in either Adobe Reader or Adobe Acrobat to view 
the status a document that has a digital signature (described above) open the 
application first, then open the document. Sometimes browsers will trigger Adobe 
Reader or Adobe Acrobat as a helper application, failing to activate the application’s full 
functionality. 
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Transcript Request FAQs 
 
How do I order my transcript?  
 
Current and former students will order electronic or paper transcripts anytime by 
following the transcript link on the University Registrar web 
page http://registrar.wfu.edu/transcript/ . The University has partnered with Parchment for 
the online ordering of all transcripts and the delivery of all electronic-transcripts (official 
certified pdf). 
 
What is the charge for a transcript? 
 
Transcripts are $2.75 per copy.  Additional fees apply for express delivery of paper 
transcripts. 
 
What forms of payment are accepted for a transcript? 
 
At the payment stage in placing your online order, a credit or debit cards will be required 
in order to process your transcript request. The card is charged only after the order is 
complete. 
 
Can I attach a required form/document to a transcript order? 
 
You will have an option to upload the required form(s) that must be attached to your 
official transcript as part of your order process. 
 
What is an electronic transcript? 
 
An electronic transcript (e-transcript) is an official certified pdf document securely 
delivered electronically to the email address of the recipient you designate. 
 
When I order an e-transcript will I be notified when it is sent? 
 
Order updates are sent to your email address at each step in the ordering and delivery 
process. You will also receive notification when the recipient opens your e-transcript. 
 
Can I have an e-transcript sent to myself? 
 
Yes, e-transcripts can be sent to anyone with an email address.  The e-transcript can be 
opened during the 30 day period starting at delivery. 
 
What is the processing and delivery time for official transcripts? 
 
E-transcripts are normally delivered within an hour of the order being completed.  If 
there is a problem, you will be notified by email.  Paper transcripts will normally be 
processed within one business day of the order (24 hours) being placed. 

mailto:registrar@wfu.edu
http://registrar.wfu.edu/transcript/


Wake Forest University | Transcript Request | User Guide  

Office of the University Registrar | Reynolda Hall 110 | p. 336-758-5207 | registrar@wfu.edu                                 Page | 60  

Can I send my official transcript to more than one destination? 
 
Yes.  As you make your request online and after you have selected the first destination 
for your transcript, select “Save and Add Another.” 
 
I have a transcript hold on my record. Can I request my official transcript? 
 
You will be able to request an official transcript with a hold on your record, but the 
transcript will not be sent until the hold has been resolved to the satisfaction of the 
holding department/office. 
 
If I request "Hold for Grades" on my transcript order, what will happen? 
 
We will not send your transcript until after the faculty grade reporting deadline.  See the 
current Academic Services Calendar (http://registrar.wfu.edu/calendars/) for grade 
reporting dates. 
 
If I request "Hold for Degree" on my transcript order, what will happen? 
 
We will not send your transcript until after your earned degree has been added to your 
academic record.   This is always after your degree has been conferred.  See the 
current Academic Services Calendar (http://registrar.wfu.edu/calendars/) for the degree 
posting dates. 
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