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How do I order my transcripts for my Dual Enrollment Classes? 
 

1) Start by going to the Transcript Request site on the MSUB website: 
https://www.msubillings.edu/reg/transcripts.htm 

 
2) There are two options on the site that will be the easiest for you to use.  

 
Option One: Ordering transcripts to be sent electronically through the National Student Clearing House: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

- Go the clearing house website (circled above), click on “Order a transcript”  

 
- You’ll be brought to a 
page where you will 
need search, type 
“Montana State 
University – Billings”, 
select and hit 
“Continue”  

NOTE: Before ordering you will need your MSUB Student 
ID #. Contact Sydney Donaldson for that if you do not 
already have it  
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- You’ll be brought to a page that will make you acknowledge that you will not be charge for the transcripts 
until MSUB sends them out, to move forward click “Order Transcripts” 
 
- This will be where you’ll enter your personal information, be sure to enter your Student ID number without 
the dash in front, or you can use your Social Security Number.  

 
- Continue on and enter your personal information. After that you’ll be prompted to select which school or 
affiliation you would like to send your transcripts to. If you cannot find the university you want to send your 
transcripts to, it could be possible that they don’t accept electronic transcripts. Contact that school’s 
admissions office for more information.  
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Option 2: Come to campus! If you live near either campus, MSUB or City College, you can always come visit 
our admission offices to get an official transcript either printed off for you or mailed directly to any school: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
There will be copies of this form in each admissions office, no need to print off beforehand. Here are the two 
locations you can go to get transcripts ordered: 

BE SURE TO HAVE A PHOTO ID WITH YOU WHEN YOU COME TO CAMPUS 
1) University Campus – 1500 University Drive. Go to McMullen Hall 1st floor 
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2) City College Campus – 3803 Central Avenue (right next door to the Career Center). Tech Building, go to 
the Jacket Student Central office 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 


