
To Order your College of Idaho Official Transcript: 

 

1. Go to the follow webpage: getmytranscript.com  (ctrl+click to open link) 

2. Type “College of Idaho” (it will come up as College of Idaho, The) in the “Select the 

School” text entry box.  Select the school, then click continue.  

 

 

 

 

 

 

 

3. You will be brought to the College of Idaho landing page.  

 

 

 

 

 

 

https://tsorder.studentclearinghouse.org/school/select


4. Scroll all the way down to the bottom and click on “Order Transcripts.” 

 

 

 

5. Follow the prompts to enter your personal information and answer the questions, 

then click the continue box. If you did not enter all of the required information, the 

continue button will not activate and turn green.  

 

 

 

  

 

 

 

 

 

 

 

 

 

If you attended BEFORE 1996, you may get an error that says you cannot 
be found in the system.  KEEP GOING! Work through the error and 

continue to enter information until you complete your order. 

 



6. Fill in your contact information, answer the questions and click continue:  
 

 

 

7. The Degree/Certificate screen is optional. You may fill in your information, or skip it 

by clicking on the continue button: 

 

 

 

 

 



8. Select the drop-down menu, and select what type of recipient your transcript will be 

going to, then click the continue button:  

 

 

 

 

 

9. Type in the institution/organization you are sending your transcript to. If it is not 

listed, please select “Not In List,” and type in the name of the institution.  

 

 



10. Use the drop-down menus to answer the questions under “processing details.” All 

fields are required to be filled in/answered, except for adding an attachment. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Uploading an attachment is an option, but uncommon.  

If you are a graduating senior 
and degrees have not yet posted, 
you may want to select to have 
the order processed after final 

grades and degrees have posted. 
Otherwise, you may have to 

submit a second order.  

 



Click continue when finished with this screen.  

11. Fill in the delivery information.  The information on this screen may look different 

depending on your recipient.  Click “Add to Cart.”  

 

 

 

 

 

 

12. If you need to add additional recipients, you may do so in this screen. Otherwise, 

review the information and click “checkout.”  

 

 

 

 

 

 

 



13.  A consent form is required in order for your transcript order to be filled. The fastest 
method is the Electronic Consent form, where you use your finger or mouse to sign. 
Your signature may look messy but that is okay!  If you need to try again, click “Clear 
signature.” Once you have signed, click “accept signature.” 

 

 

 

 

 

 

 

 

 

(If you choose to not sign electronically, you will need to download a copy of the consent 

form, print the form, fill it out and sign it, then either email to the Clearinghouse or mail via 

US Mail to the National Student Clearinghouse.) 

 

 

 

 



14.  Enter in your payment details to pay for the transcript ordering fee. Once you have 

completed all required fields, click “Submit Order.” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Your transcript order is now complete, and should be filled within 7-10 business days.  


