
                                                                     

     

Sending Your Transcripts through Parchment 

 

      1.   Go to:   www.parchment.com                                  

      2.    Sign in:  

 Use your personal email address 

 Create your own password or it might be your 

first initial and school ID.  If not, click “forgot 

your password” and one will be sent to your email. 

 

3.  Click on the green “Order” button to order your transcript:  

    

 

 

     

 
 
 
 
4.  Select A Destination: 
     Where would you like to send your credential? 
 

 Click: “An Academic Organization, Admissions Office, Business, or Other Organization” 
 
                                                       

 Enter Institution Name 
Ex:  Michigan State University 

   
 
 
 
 

 Click: “Search”  
 

http://www.parchment.com/


5.   A list of Institutions with that name appears.  Click the “Select” button next to the correct Institution: 
 

 
 
 
 
 

 

 

 

 

 

6.  Order Details:  Edit, Remove, or Add Another Destination 

 Select “Delete this item” to remove a Destination 
  

 Select “Add Another Destination” to send transcript to more than one Institution; there is no limit 
 
 
 
 
 
 
 
 
 
 
  
 
 
 

 When you are finished selecting all of your Destinations click “Save & Continue” 
 
 
7.  Please Review Your Order   

 If you need to make a change select 

“Edit Order” 

 If your order is correct select “Continue”  

       

          

       8.   Provide Consent 


