How to order transcripts from National Clearninghouse to send to NCBLCMHC for application:
1. Go to Appalnet account
2. Select “Student” tab, then select “Student Records”
3. Select “Official Transcript Request” which will take you to National Clearninghouse Website
4. “Order a transcript”
[image: ]
5. Follow on screen directions by selecting green “Order Transcripts” button at the bottom of the next page
6. Enter personal information
7. Enter contact information
8. When prompted to “Select Transcript and Delivery Details” select the option “Education Organization, Application Service, and Scholarship” for Recipient:
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9. When prompted to select organization, scroll to the bottom and select “Not in List,” then put in “NC Board of Licensed Clinical Mental Health Counselors” in blank space:
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10. Select the following options using the drop-down arrows on this page:
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11. Select the following for delivery method:
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12. Then this should be listed at the bottom of the page:
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13. Then provide delivery contact information (from Board website FOUND HERE):
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14. Select “Add to Cart”
15. Final page before placing order will then look like this:
[image: ]
16. [bookmark: _GoBack]After completing order, remember to save the receipt of the order and use that for your application 
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Upload Attachment (optiona)

Do you want to send additional documents with your transcript?

Fee Summary
Transcript Quantity Fee $7.50
Secure Electronic PDF Fee $1.00

Total Fee for this Recipient $8.50
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Provide Delivery Information
Recipient: NC BOARD OF LICENSED CLINICAL MENTAL HEALTH COUNSELORS

Recipient Delivery Information Al fieids requied, uness othenwiss indcated

Recipent
NC BOARD OF LICENSED CLINICAL MENTAL HEALTH COUNSELORS.

Recpint Emai Address Confim Recipien Emai Address
transcripts@ncbicmhc.org transcripts@ncblcmhc org|

< PREVIOUS CANCEL ADD TO CART >
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Checkout

Pending Order Details

ADD RECIPIENT +

7/ Edit W Remove
Total Fee for this Recipient: $8.50

Recipient: NC BOARD OF LICENSED CLINICAL MENTAL HEALTH COUNSELORS
Email: TRANSCRIPTS@NCBLCMHC.ORG

Processing Option: After Degree Is Awarded
Delivery Method: Electronic @

Quantity: 1 copy

Transcript Quantity Fee: $7.50

Secure Electronic PDF Fee: $1.00

Total Fee for Order: $8 50

(CANCEL ORDER
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icome. This service is offered by the National Student Clearinghouse in cooperation with APPALACHIAN STATE UNIVERSITY.
IMPORTANT: Do NOT use the browser forward/back buttons. Log Out when you are done to protect the privacy of your records.

Please select from the following opions:

‘Obtain an enrollment certificate to print and mail to a health insurer or other company that requests proof of my enroliment.

@ Current enroliment O Al enroliment

« View the enroliment information on file with the Clearinghouse.

« View the student loan deferment notifications that the Clearinghouse has provided to my loan holders (lenders and guarantors).

View the proof(s) of enrollment that the Clearinghouse has provided to my health insurers and other providers of student services or products.

e )

« View the status of your transcript order

* View exclusive offers for college students
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Select Transcript and Delivery Details

Recipient Al fieids requied, uniess otherwiss indicated

College or University

instances,
LEducaﬂon ‘Organization, Application Service and Scholarsh... from his or her
by recipient

Employer or Other

Myself
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Recipient Al fieids requied, uniess otherwiss indicated

According to the Family Educational Rights and Privacy Act (FERPA), in certain instances,
schools must obain the students permission in order to release information from his o her
educational records. The type of consent form that s required is determined by recipient
type.

Who are you sendingyour transcrpi 107
Education Organization, Application Service and Schola... ~

Sefect Oganizaton
Not in List

Enter an Organczation
NC Board|of Licensed Clinical Mental Health Counselors
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Select Transcript and Delivery Details
Recipient: NC BOARD OF LICENSED CLINICAL MENTAL HEALTH COUNSELORS

Processing Details Al fields required, uness othervise indicated

When 00 you want your ranscrip processed?
After Degree Is Awarded -

NOTE: Your transcript will be sent after you complete the degree program you indicate below
you are working towards and your degree has been awarded.

Degree Tive
Graduate Certificate Pro Addiction Cou... +

Whattype of ranscrpt 00 you want?
Complete/All -

Wny are you ordering your transcript?
Certification/Licensure -
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Delivery Information

How 0o you wart your ranscrit sent?
Electronic - $1.00 M

How many copies 4o you want?
1 copy = $7.50 -

School's Terms and Conditions:
Shorly after your request is processed by your school, your transcript recipient will be emailed
alink to a secure Internet page where he or she can retrieve your official transcript. Upon that
email notification, your credit card will be charged. The National Student Clearinghouse will
quarantee that your recipient is notified that your transcript is ready for retrieval at the email
address you provided when you placed the order; however, we cannot be responsible for
‘whether or not your recipient retrieves or accepts the transcript. Because this is a new
technology, we suggest that you contact your recipient and verify that he or she is wiling to
‘accept your transcript via this delivery method. The accuracy and correctness of the electronic
transcript is solely the responsibility of your school

I have read and accept my school's terms and conditions for the delivery
method of Electronic?
‘Acceptance to the Terms and Conditions is required.

NO





