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.
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4. Click on Schedule and Grades in blue column on left.
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5. Click on View Unofficial Transcript in one of two places.
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Term Totals:  18.00 18.00 18.00 55.60 3.0888 Bl
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2003-2004 Academic Year - Transfer Courses Accepted

Course Title Grade Repeat Attempted Credits Earned Credits GPA Credits Quality Points GPA

BIO11 404 Prin of Biology CR - 4.00 4.00 4.00 12.00

COM11 103 Speech Commun CR - 3.00 3.00 3.00 9.00

EMNG10 104 Intro Writing CR 3 4.00 4.00 4.00 16.00

ENG11 103 Composition I CR - 2.00 3.00 3.00 12.00

HPE10 101 Wellness CR - 1.00 1.00 1.00 4.00

HPE13 301 Racquetball CR - 1.00 1.00 1.00 4.00

LA 10 101 Freshman Success CR - 1.00 1.00 1.00 4.00

MTH11 403 Accelerated Alg CR - 3.00 3.00 3.00 12.00

SSC11 102 Int Soc Science CR - 3.00 .00 3.00 12.00

SWK21 103 Intro Soc Work CR - 3.00 3.00 3.00 12.00
Term Totals: 26.00 26.00 26.00 97.00 3.7307
Career Totals: 0.00 26.00 0.00 0.00 0.0000
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6. Scroll down to bottom of screen. Click PDF version titled Unofficial Transcript.
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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.
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Transcripts

Forms

Tz s Transcripts will be issued only upon written request of the student,
either on the Transcript Request Form (PDF), by letter or by FAX at .

Mational Voter Registration Act (330) 471-865imnmeniimeni sialhgld exists. Please note: E-mail

requfSts are not acceptable. il
Veteran's Affairs a P Transcript Request Form

One of the following |

How to Register

charges will apply with your
Summer Course Schedule request - payment should be
I sendindn letter, mclude the following items on your request: included:
Graduation Planning
o Your present name and any previous name(s) $5.00 per transcript

Your social security number and date of birth
See a problem with the content of $5.00 additional fee charged

dited, same day

Last year you attended Malone University (Formerly Malone
this page? Report the problem.

College)

e Your address and day-time telephone number

« A complete address of where to send the transcript

e Include your signature authorizing the release $20.00 additional fee charged

o tamil o Malano lnbioccing Afice of the Banictear 3400 Claoland for next dav FedEx or similar =l

I i

1. Click on the Transcript Request Form link.
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Office of the Registrar M l '
2600 Cleveland Avenue NW ALONE NIVERSI I i Phone (330) 471-8128
Canton. OH 44709 CHRIST'S KINGDOM FIRST Fax (330) 471-8661
Transcript Request Form
Please complete all sections of this form. Transcripts are processed on Tuesday and Friday. Allow three to five business days for processing. Delays in processing
may occur during the end of the semester and at graduation. Transcripts will not be released if there is an outstanding financial obligation to the University.
Number of transcripts requested: Cost is $5.00 per transcript
(Complete a separate Transcript Request Form for each mailing address.) Social Security Number Date of Birth
" Are you currently enrolled at Malone University? Oves O Ne _ _
E Current Last Name First Middle
5 If “No.” please list one of the following:
£
&)
A Dates of Attendance: - - -
Maiden/Former Name(s) while attending Malone
] Start: End:
E
S B. Date of Graduation: Address
Processing Options:
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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 | 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.



