
 

 

Concordia College-New York Transcript Ordering Guide 

Transcript Order Link – National Student Clearinghouse 

https://tsorder.studentclearinghouse.org/school/ficecode/00355700  

1. Please enter your 
first name, last 
name, and date of 
birth. If your name 
has changed since 
attending CC-NY, 
click Yes and enter 
your previous name. 

2. Entering both your 
CC-NY student ID (C 
number) and your 
SSN will help us 
locate your records 
more easily. If you 
do not have a C 
number, or do not 
remember it, please 
only enter a Social 
Security number.  

3. Click Yes to the 
question, “Are you 
requesting a 
Concordia College-
New York 
transcript?” 

4. Click No to the 
question regarding 
attendance at 
Concordia University 
Texas. 

5. Please enter your 
year(s) of attendance 
at CC-NY. 

 

https://tsorder.studentclearinghouse.org/school/ficecode/00355700


 

6. Please enter your 
personal contact 
information. 

 

 



 

7. Please enter where 
you would like your 
transcript sent. 

 
NOTE: Selecting the “College 
or University” or “Education 
Organization…” option will 
populate pre-filled 
institutions to choose from. If 
your institution does not 
populate, you may select 
“Not in List” to manually 
enter the name of the 
institution. 

 

8. When asked how 
you would like your 
transcript processed, 
please select Current 
Transcript – Process 
As Is. 

 

 



 

9. Finally, when asked 
how you want the 
transcript delivered, 
you may only select 
“Mail.” CC-NY 
transcripts cannot be 
sent electronically 
under any 
circumstances.  

 

 
10. Select the number of 

copies you wish to 
order and 
acknowledge the 
terms of conditions. 

 

11. Enter the recipient 
delivery information. 
 

NOTE: Depending on your 
selection when asked for the 
recipient type (step 7), some 
of the information on this 
screen will auto-populate and 
cannot be edited. 
 

12. After reviewing the 
Checkout page, 
please click the 
green Checkout 
button to enter your 
payment 
information.  

 


