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____________________________________________ 
 

   Guide to Requesting an Official Transcript Online 
____________________________________________ 
 
 
1. Access the following URL for Banner Web via DrexelOne : http://one.drexel.edu/  

  
2. This will take you to DrexelOne  

 

      
 
Login using your Drexel University Username and Password.  

• Your DrexelOne User-ID is the same as your Drexel Computer Account. Usually this is your initials 
followed by two or three digits (for example, abc12).  

• Your DrexelOne Password is your e-mail password.  

 

If you have not picked up your Drexel computer account(s), go to the Computer Accounts Management 
Systems pages at https://accounts.drexel.edu/. You will receive the information you need for your 
DrexelOne access, as well as other Drexel account related information. After you have activated your 
account, please return to http://one.drexel.edu/ to log in to DrexelOne.  

 
3. Once you are logged in you will see the following page. Click on the Students Tab. 
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4. Under the Student Records channel click on ‘More BannerWeb Student Records’.  

 
 

5.  Once in the Student Records Menu you’ll see a series of menu options. Click on ‘Request 
Printed/Official Transcript’.  
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6. You will need to select a mailing address. Please read all of the information carefully and follow the 
instructions listed. 
 

      
 

7. Once you have selected your mailing address you will need to select the transcript type that 
corresponds  to your campus of study. Please read all of the information carefully and follow the 
instructions listed. 
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8. Once you have selected your transcript type you will need to specify  the Transcript Request Information 
and the mode of delivery that corresponds to your transcript request. Please read all of the information 
carefully and follow the instructions listed.   
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9. Once you have selected your Transcript Request Information you will be asked to verify (and make 
adjustments if necessary) if the information you entered is correct before you submit your request for 
payment. Please read all of the information carefully and follow the instructions. 
 

 
 

10. Once you have verified your Transcript Request Information  and submited your request, you will now 
be asked for a method of payment using a credit card in the Credit Card Information Page. Drexel 
University accepts  the following credit cards for transcript requests: American Express, Visa, Discover 
and Master Card. Please read all of the information carefully and follow the instructions.     
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11. Once you have entered your credit card information and clicked on submit payment, you will be taken to 
the the Credit Card Validtaion page to verify your credit card information. Please read all of the 
information carefully and follow the instructions. Once you have done so you can change information by 
selecting change information or if all information is accurate, you can select ‘Submit Payment’.  
 

 
 

 

12. Once you have validated your credit card information and selected submit payment, you will be taken to 
the the Credit Card Payment Status page. Please read all of the information carefully and follow the 
instructions. You will receive notifcation if your payment has been successful or if your credit card has 
been declined. If your credit card has been declined please confirm the information you have entered, if 
correct then contact your issuing bank or try another credit card for payment. 
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13. Once your credit card has been approved you will receive confirmation via the Credit Card Payment 
Status page. Please read all of the information carefully and follow the instructions. Once you have done 
so please select ‘Continue’. Save this page as proof of payment. 
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14. Once you have selected ‘Continue’ you will be guided to the Confirmation Page. Please read all of the 
information carefully and follow the instructions. Congratulations, you have successfully ordered your 
official transcript online! To submit another transcript request (if needed), select the ‘Request 
Printed/Official Transcript’ link at the bottom of the page. If you wish to logout of the system, you can 
select ‘Logout’ at the top of the page. 

       
  
If you have any questions regarding your transcript request please contact representatives according to 
your campus of study:   
                

    Center City Campus Requests: CC-Transcripts@drexel.edu 
                Main Campus Requests: UC-Transcripts@drexel.edu  
                Queen Lane Campus Requests: QL-Transcripts@drexel.edu 
 

Thank you, 
  
The Office of the University Registrar   


