


THINGS TO KNOW

• THE DUAL CREDIT COURSES TAKEN WHILE AT HIGH SCHOOL NEED TO BE TRANSFERRED 

TO YOUR NEW SCHOOL.  ALTHOUGH YOUR EARLY COLLEGE CLASSES ARE ON YOUR HIGH 

SCHOOL TRANSCRIPT, COLLEGES NEED THE OFFICIAL TRANSCRIPT FROM VU IN ORDER 

TO AWARD YOU CREDIT.

• YOUR OFFICIAL VU TRANSCRIPT WILL INCLUDE ALL OF THE VU COURSES TAKEN WHILE AT 

CGHS.  IF YOU EARNED LOWER THAN A C IN THE COURSE, YOUR NEW SCHOOL WILL NOT 

AWARD YOU A TRANSFER CREDIT.



THE QUICKEST WAY TO SEND A 
TRANSCRIPT

IF YOU SCHEDULED YOUR FRESHMAN ORIENTATION IN THE FIRST FEW WEEKS OF JUNE, 

THERE IS A POSSIBILITY THAT YOUR TRANSCRIPT WILL NOT ARRIVE PRIOR TO THAT DATE 

UNLESS YOU SEND IT ELECTRONICALLY.

YOU HAVE THE OPTION TO GO ONLINE TO REQUEST THAT VU SEND A TRANSCRIPT 

ELECTRONICALLY.  THERE IS A $5.00 FEE WHEN YOU COMPLETE THE REQUEST FORM, SO 

BE SURE TO HAVE A CREDIT CARD AVAILABLE WHEN MAKING AN ELECTRONIC REQUEST.

MAKE SURE THAT ALL GRADES HAVE POSTED BEFORE SENDING YOUR TRANSCRIPT OR YOUR 

CURRENT COURSES WILL SHOW IP AND NOT A GRADE.



STEPS TO REQUESTING AN ELECTRONIC TRANSCRIPT

Visit the Vincennes Website 
https://www.vinu.edu/home

Just type “Transcript request” 

in search section to find the 

correct link.  Or you can find 

the correct page by visiting the 

page for the University 

Registrar.

https://www.vinu.edu/home


ELECTRONIC 
TRANSCRIPTS 
CON’T.

Select services 

on the banner .  

The drop down 

menu will allow 

you to select 

Registrar.



SELECT 
THE 

ORDER 
HERE 

BUTTON



YOUR FINAL STEP

You will be 

redirected to the 

National Student 

clearinghouse.

Be sure to follow 

the directions and 

have a credit/debit 

card available to 

pay your $5.00 fee.



STEPS FOR REQUESTING A TRANSCRIPT 
USING A PAPER FORM

• TRANSCRIPT REQUEST FORMS CAN BE FOUND ON MRS. TEIKE’S DESK OR DOWNLOADED FROM 

THE VINCENNES WEBSITE.  

• COMPLETE THIS FORM NEATLY AND WITH BLACK INK.

• KNOW YOUR VU “A NUMBER” AND WRITE IT CORRECTLY ON YOUR FORM.  YOUR A# WAS 

INCLUDED IN YOUR PACKET.  

• HAVE THE CORRECT MAILING ADDRESS FOR YOUR NEW SCHOOL!

• SIGN AND DATE THE FORM.

• RETURN THE FORM TO MRS. TEIKE IN THE MAIN OFFICE OR FAX OR EMAIL THE FORM TO THE 

ADDRESS ON THE FORM.





QUESTIONS?  WHO CAN HELP?

• IF YOU HAVE QUESTIONS THIS SUMMER CONCERNING YOUR VU TRANSCRIPT, DO NOT 

CALL THE HIGH SCHOOL!  THE HIGH SCHOOL CAN ONLY ASSIST YOU WITH YOUR CGHS 

TRANSCRIPT. 

• YOU CAN EMAIL MRS. WEEKS    (WEEKSK@CENTERGROVE.K12.IN.US) 

• YOU CAN CALL VINCENNES UNIVERSITY AND TALK TO A REPRESENTATIVE IN THE 

REGISTRARS OFFICE @ 1-812-888-4220 DURING NORMAL BUSINESS HOURS.

• YOU MUST BE THE ONE TO CALL VINCENNES UNIVERSITY, NOT YOUR MOM OR DAD.   YOU 

ARE NOW A COLLEGE STUDENT AND UNIVERSITIES WILL ONLY TALK TO YOU.

mailto:weeksk@centergrove.k12.in.us

