
Go to www.parchment.com to register. Click Sign Up in the upper right corner.  

 

 

 

 

 

 

 

 

 

 

 

http://www.parchment.com/


The next screen will ask your permission to share information with colleges, or not. You will also read 

and agree to their terms of use, as well as indicate you have permission from a parent to register, if 

under 18.  

 

 

 

 

 

 

 

 



They will ask you a few questions to help them gather information about post-secondary schools you are 

interested in.  

 

 

 

 

 

 

 

 

 

 

 

 

 



They will ask you for more information about your GPA and test scores. This is to assist them as they 

provide a list of schools that will match your criteria. You may also select Send One Now (transcript), to 

skip this step.  

 

 

 

 

 

 

 

 

 



You will select “Send Transcript” (center of the screen), or “Transcripts” at the top to request your 

transcript delivery. The Transcripts tab at the top is also where you will come back to, to request 

transcript delivery at a different time.  

 

 

Select your high school. For CHSM and MHS the city will be Maize. For MSHS, you will enter Wichita as 

the city.  

 

 



Enter the information as indicated. It is ok if you do not remember your student ID or you do not want 

to enter the last four digits of your social security number.  

 

 

 

 

 

 

 

 

 

 

 

 



Indicate you do not want to waive your right to access.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



If you are 18, you will sign the transcript request form using your mouse. If you are under 18, you should 

have a parent sign. We recommed you check the box to authorize Parchment to keep an electronic copy 

of the last transcript requested on file. This will allow you to go back and view it at any time. You can 

also request a self-view at any time without requesting one to be sent out to a college, allowing you to 

track your progress.  

 

 

 

 

 

 

 

 

 



The next step is to select where you want your transcript delivered. Most requests will be sent to an 

“Academic Destination”. You can choose to see the entities available to receive electronically by 

undergraduate admissions or other institutions (including some scholarship funds). Tip: When searching 

by Name, entering the basics of the name is sometimes helpful. Ex. University of Kansas – enter Kansas 

and all schools with Kansas in the name will pop up for you to select from.  

 

 

 

 

 

 

 

 

 

 

 



You can also send to the NCAA. You will need your NCAA ID, so have that handy.  

 

 

 

 

 

 

 

 

 

 

 

 

 



You can send to the Common App. Have your Common App ID ready.  

 

 

Once you select submit, Your Student Name will show on the next screen, along with your college list. If 

your counselor has not accepted your invitation to submit the forms online through the Common App 

yet, you will receive a message letting you know. It will provide directions for what to do.  

 

 

 

 

 

 

 

 

 



You can also send a transcript for yourself. There are a few choices available for this. Keep in mind, if 

you are sending a transcript to yourself to turn in for a scholarship. You will not want to open it if they 

are requesting an official copy. They will oftentimes expect to receive it in a sealed envelope. If you are 

sending to a post-secondary school this is not how you will request a transcript. You will either send 

electronically through the Academic Destinations tab, or via Other Destinations, which will be explained 

next. 

 

 

 

 

 

 

 

 

 

 



If your post-secondary school is not registered to receive your transcript electronically, you will choose 

“Other Destinations”. You can select Employer, Individual, Scholarship Fund, College-University, 

Technical College, Career College, Graduate School, Application Services, Other from the Selected 

Category drop down menu. Enter the name and whose attention it needs to go to. If you do not have an 

attention name, you can enter Admissions for a school, etc. You can choose whether to send via email 

or paper.  

 

 

 

 

 

 



 

Next indicate when you want your transcript sent. Most people will not have an application tracking 

number. Choose to send immediately, or you may choose to send after the next grading period. After 

term 3 has ended, you will have the choice of “Final Transcript”. This will be selected for any under-

graduate that wishes to have all of their Junior year grades included OR for the Senior graduate. All 

post-secondary schools require a final transcript be sent indicating you did graduate. This is in addition 

to the transcript that was sent for admissions.  

 

 

 

 

 

 

 

 



 

You will choose payment options next.  

 

 

 

 

 

 

 

 



 

You have the ability to track the transcripts you have sent 24/7. Simply go to your “Transcripts” tab at 

the top of your screen. It will show where you have sent, if it has been uploaded from the high school or 

is pending, and whether it is has been downloaded to the destination entity or is pending.  

Keep in mind, universities and colleges are extremely busy receiving sometimes 100’s – 1000’s of 

transcripts a day. It may take several days for the college to process it on their end into your admission 

account. This is a great tool to track when they have downloaded it, however.  

 

 

 

 

 

 

 

 

 

 



 

You can also come back at any time to request more transcript deliveries. Simply go to Transcripts, and 

select “Get My Transcripts Now”.  

 


