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Inactive Student Initiated – eTranscript Request 

Overview 
 

This process will allow an inactive student to electronically request a transcript.  
 

• eTranscript Request Inactive will allow former students who no longer have a network ID and 
password to request a transcript electronically. 

• Former students will find the link to eTranscript Request Inactive through OneStart Public 
Services.  Each campus can also add a link to this application to their websites. 

• Hours of availability:  

Monday-Saturday:  All hours except 5am-6am  

Sunday:  All hours except midnight-8am 
 

 
Steps 

 
Inactive Student Requests an eTranscript Request 

 
1. Go to: onestart.iu.edu. 

2. Select Public Services in the left side menu. Under the Public Self-Service heading, locate and 
click on the Official Transcript Request (Online) link.  

 

 
 

3. The Welcome – eTranscript Request Service page will be displayed.   
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4. Current students will be directed to log into OneStart and use the eTranscript Request system for 
current students instead of this system. If you are a former student, you must sign off on the legal 
statement by selecting the I agree to the terms above checkbox before continuing. 

5. Click .  The eTranscript Request Service page will be displayed.   

6. If you would rather contact the Registrar’s Office instead of continuing with the eTranscript 
Request, click “here” in the message at the bottom of the page for contact information. 
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7. Enter your First Name, Last Name, Birth Date, and Last 4 digits of National ID (SSN) or 
University ID.  The information must match what is reflected on your transcript. 

• At this point, a number of things can happen. 

o If you cannot be identified by the information provided, you will receive an error, “Identity 
could not be established.  Please correct your entry and submit again.”  You can submit 
again two more times in the same browser session.   

o If three attempts have been made in a single browser session you will receive an error, 
“For further information on how to get a copy of your transcript, contact your campus 
registrar.” 

o If you are an active student, you will receive an error message directing you to OneStart 
to use eTranscript Request for active students. 

o If there isn’t sufficient information to authenticate you, you will receive an error message 
with a link to contact information for the Registrar’s Office. 

8. If the system can identify you based on the information entered, you will need to continue 
answering more questions about your record.   
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9. Select the correct address that has been on your academic record. 

10. Click .   
 

 
 

11. Select the School from where you have Transfer Credit or select None if you do not have 
Transfer Credit. 
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12. Click .   
 

 
 

13. Select the IU Campus that you attended. 

14. Click .  
 

 
 

15. Select a class from your record. 

16. Click . 
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• If any of these questions are answered incorrectly, you will get an error, “Authentication has 
failed.  You may attempt to authenticate again.”  You can attempt to authenticate one more 
time. 

• If the authentication fails a second time, you will get locked out of the system and receive the 
following error, “Due to invalid attempts to authenticate or an administrative action, your 
record has been locked.  You will not be able to use the eTranscript Request service while 
the record is locked.”  

17. If authentication is successful, the page below will be displayed. 
 

 
 

18. Select the I agree to the terms above checkbox. 

19. Click .   
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20. Select the Transcript Type (Official Transcript). 

21. Select to autofill your address or type in the recipient’s address.   

22. Select a Delivery Option. 

23. If you would like your transcript to be signed and sealed, select the Signed and sealed check 
box. 
• All transcripts produced by the Registrar’s Office are official and bear the Registrar's 

signature and the University seal. For an extra level of security, some agencies/institutions 
require that each transcript be placed in an envelope which has been sealed with the 
Registrar's signature on the back. If you need this additional service, click the box next to 
“Signed and Sealed”.  

24. If you would like to add another recipient, click .  Repeat steps 20 to 23.  

25. Enter Contact Phone Number and Contact E-mail Address. These are both required fields. 
 

 
 

26. Click  to review your order and make your payment. 
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27. Review the eTranscript Request.  

• Click  to edit any information. 

• Click  to enter your credit card information and pay for the transcript. 

28. To pay with a credit card, you will be relocated to the Nelnet Commerce Manager Payer system 
to pay with a credit card.  

• Your credit card information will be stored and processed on the Nelnet server.  IU will not 
keep the credit card numbers on our servers. 

29. After you have entered your credit card information, you will see a confirmation page. 
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30. Click  if the information is correct or click  to go back and edit the information. 

31. A Processing page will display. 

32. A Receipt page will display with a confirmation number. 
 

 
 

33. eTranscript Request will also send a receipt to the e-mail address specified in the transcript 
request.  Once the credit card has been charged, the order will be processed and transcripts will 
be printed immediately. 


