
Go to Parchment.com and “Sign In”



Enter your username and password. If you forgot your 

password, click “Forgot your password?”. An email will be 

sent to you with instructions to reset.



Click on “My Transcripts”



Select your “Destination Type”



If sending to a college or university, 

enter the name and click “Search”



You can order your current transcript or the transcript that will be 

available after the semester (or quarter). If a fee is assessed, you 

will be taken to a credit card screen.



This screen lets you know that your 

request has been made to your school.



You will receive confirmation emails 

when your request is made, when it’s 

approved and when it’s delivered.


