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Order a Transcript/Enrollment Verification as a Current Student 
 
 

Overview 
 

With the University’s Transcript/Enrollment Verification Ordering service, students with active University Computing Accounts and 

former students can securely order and pay for services including paper official PDF eTranscripts. Former students should first refer to 

the Create a Transcript/Enrollment Verification Ordering Service Account help sheet to get started. This document describes how 

current students with active University Computing Accounts can securely order eTranscripts online.  

 

Notes:  

a. You can also use this process to order and pay for paper transcripts as well as paper or electronic enrollment verifications. 

b. You can attach personalized documents [including a cover letter, resume, or other document(s)] to your document order 

before sending it to third parties such as prospective employers. 

 

 Log In 
 

All students with active University Computing Accounts can log in to the University Transcript Ordering Service through MyPitt 

(my.pitt.edu). 

 

1. Login to My Pitt (my.pitt.edu) with your University Computing Account username and password. 

 

2. Click Academic Resources.  

 

 
 

3. Click Order Transcripts/Enrollment Verification on the right hand side of the page. 

 

 

Note: If you have any holds that prevent you from purchasing a transcript, you will see an onscreen message containing 

information about the hold and how it can be removed. You will be unable to proceed with any order until these hold(s) are 

cleared. 
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4. Returning users can skip to the Place an Order section. If you are a first time user of the service, you will be transferred from My 

Pitt to an online registration form with several sections.  The form will contain most of the information needed to process your 

order. Review your information, then click Submit. 

 

 

5. You will be logged in to the service. 
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Place an Order 
 

To place an order for a transcript: 

1. Click Order Now! 

 

 

2. Click the image or link of the item you wish to order.  

 

Note: You can choose from four different options.  
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3. Provide all the delivery details for your transcripts, then click Add to Cart.   

 

 

 

Notes: 

a. To place an order, you must make a Transcript Tracker selection. 

b. Information about available services and prices are listed on the order form. 

c. A pre-generated cover letter accompanies each transcript request. You can attach personalized documents [including a 

customized cover letter, resume, or other document(s)] to your transcript order before sending them to third parties such as 

prospective employers. If you wish to attach customized documents, locate the Attachment (Optional) field, click the Browse… 

button on the right-hand side of the empty text field, and follow all onscreen instructions to locate supporting documentation on 

your computer and attach it to your transcript request. 
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d. For the Recipient Name, Email Address and Re-enter Email fields enter the contact information of the individual or third 

party (for example, prospective employer) to whom you wish to send your transcript. This information will be verified before the 

order can be placed. 

 

4. The transcript will be added to your shopping cart. To continue, click Checkout.  

 

 

5. Read the Family Educational Rights and Privacy Act of 1974 (FERPA) consent information, Check the I ACCEPT box, then 

click Next. 
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6. Review your billing address information. The name and address listed here should match those listed on your credit card 

statement. Make any changes by clicking the Change Address button. When you are done, click Next. 

 

.   
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7. A confirmation page displays information about your pending request. Click Confirm. 

 

 

8. You will be directed to the secure AVOW online purchasing system. Fill out the Payment Information and Billing Information 

sections, then click Submit. 
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9. You will receive onscreen confirmation for your order and an email receipt.  To place another order, click Continue Shopping. If 

you are finished ordering, click Log Off. 

 

 

Get Help 
 

The Technology Help Desk at 412 624-HELP [4357] is available 24 hours a day, seven days a week to answer your technology- 

related questions.  Questions can also be submitted via the Web at technology.pitt.edu. 


