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Parchment Transcript Ordering Process 

1. Log into Parchment.  

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

You may use any email. This is to 
create an account and receive 
updates about your order. 
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2. To select Transcript, click Order. 
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3. Either type in the institution to search to see if they have a Parchment account or click “I’m 
sending to myself or another individual.” 

 

 

 

 

 

 

 

  

 

 

 

 

4. Select the appropriate option. For example purposes, we will use “I am sending this order to 
another individual.” 
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5. Select Email, Mail, or Local Pickup. Enter all required fields.  
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6. Select when you want the transcript sent and the purpose. If attaching a file, be sure it is 
completed and signed before uploading. 

 

 

  

 

 

 

 

 

 

7. Sign and type your name, click Continue. 
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8. Your order summary will appear. If everything looks correct, click continue to pay the transcript 
fee. 
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9. You will receive confirmation and updates about this order to the email you provided. If there 
are no holds, the order should be processed in 1-2 hours.  

Enter all required 
fields with * and be 
sure all information is 
correct. 

Enter payment 
information. Click 
Submit Payment. 


