
Liberty University Online 

How to send unofficial transcripts

(Windows Computer)



• Navigate to appropriate page on your 
school’s website 



• Select Print by clicking Ctrl + P
• Instead of printing the document, be sure to select Microsoft 

XPS Document Writer  from the printer options

Internet Explorer Firefox



Chrome

Change Printer Select Microsoft XPS Document Writer



• Click Print, or OK  (depending on the browser)

• Rename and save to file



• Attach XPS document to email, include your 
student ID and send to luoverify@liberty.edu 


