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Student Clearinghouse – Personal Info Page

Students will need either their Wor-Wic 
Student ID OR Social Security Number.

If students select “No” for currently 
enrolled, they will be asked to input their 
enrollment years.  

To access this page, follow the steps below:

 www.worwic.edu

 Services & Support Tab

 Student Records & Transcripts Card

 Link titled Online Transcript Ordering



Student Clearinghouse – Personal Info Page Cont. 

Students can opt in to receive text alerts on 
the status of their order by selecting “Yes”

Student’s Current Address & Information

By selecting “Yes” at the bottom, the student 
will be added to an opt-in list that can be 
pulled in the Clearinghouse portal under the 
reports tab (Contact Detail). 



Student Clearinghouse – Transcript & Delivery Details 

Recipient Selections - 4 Options Available:

 College or University

 Ed Org, Scholarship or Prof. Licensing

 Employer or Other

 Myself

Students have the option to send a transcript to themselves using an email address or mailing address.

*Please note if a student orders a copy for themselves, once they download or open it, it becomes unofficial. 
If they forward the downloaded or opened copy to a recipient, it would be unofficial.



Student Clearinghouse – Transcript & Delivery Details 

College/University Selection

 Select the State/Territory of the 
recipient college and a search field will 
appear. Begin typing a name and the 
college options will prepopulate

Available departments at the 
selected college will be available 
via a drop-down menu.

The drop-down options are unique 
to each school. 



Student Clearinghouse – Processing Details

Transcript requests can be held before 
the term is complete for final grades or 
processed immediately (processed as is). 

Students can send electronically via 
Electronic Exchange (ETX), emailed PDF 
or choose to have a physical copy mailed. 

Some schools limit the delivery options –
example of University of Maryland 
defaulting to ETX. 



Student Clearinghouse – Processing Details

Students can attach any forms that 
would need to be sent with their 
transcript.

Forms can be sent delivered as is or 
downloaded by us and completed. 
We can upload the completed forms 
in the Clearinghouse portal. 

The Fee Summary will vary based off their selected option. 

*Please note this is the base fee and there could be additional fees 
associated with the type of transcript delivery they selected. 



Student Clearinghouse – Checkout

The Checkout Page displays the 
order and processing fees. 

Students can edit the recipient 
information if it does not look correct. 



Student Clearinghouse – Consent

This page authorizes us to release the student’s 
recorders to the recipient listed. 

Students must sign using their mouse and click 
Accept Signature for the Continue button to appear. 



Student Clearinghouse – Payment

The last step – the student enters their payment 
information and submits the order.

Troubleshooting:
If the student hits the submit button and nothing 
happens, they should try again using Chrome as 
the browser and clearing their cache/cookies

Clearinghouse Customer Support:
703-742-4200
transcripts@studentclearinghouse.org 



For More Information, Please 
Contact The Registrar’s Office

Registrar
Email: registrar@worwic.edu

Phone: 410-334-2907

Office: BH-109


