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1. Official Transcripts can be ordered online through the transcript request page: 
https://apps.ess.unlv.edu/transcriptrequest/  

a. You can log in using your NSHE ID, L number, or SSN (if you had one on file at the time of 
attendance) 

 
b. You DO NOT need a password/pin to order transcripts 

i. If you leave the password/pin blank you will click continue on the dialog box so 
you can provide an electronic signature 
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c. Once you have logged in, click the Submit new order link 

 
i. You will then enter your email address and phone number and click save 

Contact Details & Proceed 
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d. Select the type of order you would like to submit: 

 
i. Electronic Delivery: Only available for submitting transcripts to other NSHE 

schools 
1. This option is FREE 

ii. Pickup on Campus: Orders are ready within 48 hours of a successful charge on 
the credit card 

1. These cost $10.00 
iii. Mail to Recipient: Transcripts will be mailed within 48 hours of a successful 

charge on the credit card 
1. These are $10.00 for the transcript and will also include applicable 

postage 
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e. If you select electronic delivery, you will select the school(s) from the list 

 
i. After clicking Proceed, you will review the order and click the “Proceed to 

Signature Authorization” button to provide the electronic signature  
1. Please note: Transactions are NON-REFUNDABLE 
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f. If you select Mail to Recipient, you will enter the number of transcripts you would like to 
send to EACH address (if you are sending transcripts to multiple addresses you will 
select the button to add an additional recipient on the next page) 

 
i. If your transcript has an insert please read the statement on inserts 
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ii. Then you will review the order and proceed to the next page or add an 
additional recipient 

 
iii. For the Signature Authorization draw your signature and Proceed to Payment 
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g. You will enter the payment information and click Submit Payment 
i. Please note: the system will not accept a credit card with a non-US billing 

address. If you are trying to pay with an international credit card, use the Bank 
Account Option instead or you will need to contact transcripts@unlv.edu for a 
credit card authorization form 

 
h. Then you will confirm your purchase (ALL transactions are non-refundable) 

 

mailto:transcripts@unlv.edu

