
Printing Unofficial Malone University Transcript 

The Office of the Registrar only prints official copies of your Malone University transcript. Shortly after you 
graduate from Malone, we advise that you log-in to your Malone Xpress account and print off a PDF version of 
your unofficial transcript as soon as possible. You will lose access to Malone Xpress after you graduate; 
therefore, you will not have access to your unofficial transcript.  
Below are directions to find a PDF version of your unofficial Malone transcript. 

 

1. Click on Malone Xpress symbol.  

 2. Log-in to your Malone Xpress account.  

3. Click on Student Tab. 

 

4. Click on Schedule and Grades in blue column on left.  

 



 

5. Click on View Unofficial Transcript in one of two places. 

 

6. Scroll down to bottom of screen. Click PDF version titled Unofficial Transcript.  



 

7. You may now print an unofficial copy of your transcript before you lose access to Malone Xpress. 

Ordering Official Malone University Transcript 

You may order official copies of your transcript by submitting a request to the Office of the Registrar.  You can 
locate this request form by visiting the following websites:  www.malone.edu/transcripts or 
www.malone.edu/transcript. 

 

1. Click on the Transcript Request Form link.  



 

2. Print off transcript request form.  
3. Return completed by faxing, mailing, or stopping in our office. 

 
FAQ 
 
1. What days do you process transcripts? 

Tuesday and Friday 
 

2. When do you need my request by? 
By mid-afternoon of the previous day (no later than Monday or Thursday afternoon) 
 

3. How much does a transcript cost? 
$5.00 per copy* 
 

4. Can I get my transcript same-day? 
Yes, for an additional flat rate same-day fee of $5.00 plus the $5.00 cost per transcript* 
Example: You order 1 transcript same-day—total cost is $10.00* 
       You order 2 transcripts same-day—total cost is $15.00* 
 

5. Can I overnight my transcript? 
Yes, for an additional overnight fee of $20.00 and $5.00 transcript fee—total cost $25.00* 
 

6. What is your address and fax number? 
ATTN: Office of the Registrar  Fax Number: 330-471-8661 
Malone University 
2600 Cleveland Ave NW 
Canton OH 44709 
 

 *Note: These are current rates and subject to change. 


