
Signing Up for Transcript 
Deliveries 

Every underclassmen and graduate needing a 
transcript for college admission, employers, 

scholarships, etc. (If you are an underclassmen 
transferring to another district, you need to 

request records directly from the office.) 



Important Things to Note 

• If you need help with anything on the 
parchment site; from the home page, click the 
down arrow next to “sign in”, then click help 
center, and contact us.  

• Undergraduates need to send a transcript 
when applying to their school of choice AND 
again at the end of the school year when all 
grades are final (4th Quarter Grades included).  



• Log onto www.parchment.com. Click “Sign Up” in the upper right corner. You will be taken to page one of the 
registration process, shown above. Enter your email address and password. Your email address will be your log in 
each time you need to request a transcript be delivered. You will want to remember this, often times graduates 
need transcripts again even 10 and 20 years after graduation. Complete the security questions and indicate if you 
are the student or parent. All of these fields are required.   

http://www.parchment.com/


The next screen collects your personal information. The username it 
requests you create is NOT your log in. It is only seen within the 
Parchment website if you choose to utilize any of the other services, such 
as college searches and forums. “My Opt-In Preferences” will be covered 
in the next slide.   



You will need to opt in or out for the College Discovery and Newsletter. 
You will receive emails and mailings if you opt in. All of the fields in this 
area are required.  



You will be given a welcome message, not shown, stating you will receive an email 
confirming your registration. Then click on “My Transcripts”.  You will select your high 
school here. This will always remain in your profile. For MSHS students enter Maize 
South High, Wichita, KS and search. You will get a list of schools to select from.  



For Current Students: Select “Currently Enrolled”, “Earliest year of attendance “is the 
year you began at MSHS.  “Latest year of attendance “– this is NOT the current year! 
Enter your graduation year here. For Graduates:  Select “Not Currently Enrolled” and 
follow the directions for current students above. *All students need to read the FERPA 
section carefully and must waive or not waive rights. Non-Graduates not currently 
enrolled –  This process is not for you.  You need to contact your school office.  



Your final step is to sign, using your mouse. And fill out the rest of this page. Make 
sure the bottom box is checked to authorize a copy of your transcript be stored in 
your account. This will allow you to view the document through parchment. It is 
always a good idea to make sure all grades and courses are accurately recorded.  



Every time you need a transcript sent, you will log onto your account and 
return to the “My Transcripts” page. Select “Deliver Latest Transcript” to 
begin the process again.  



Next you need to tell the system where the transcript will be sent. To search for 
“Academic Destinations “select the “Academic Destinations” tab, it is a good idea to 
select “Show other institutions “(including scholarship funds) – this will include ALL 
colleges and scholarships that are registered to receive eTranscripts. If you have trouble 
finding your school, put in less information. Ex. You enter Kansas University and get 
nothing. Try entering Kansas. If your school does not come up, you will need to use the 
“Other Destinations” tab. (This will be covered in a different slide.) 



You will be taken to a Delivery Details page to confirm your order. You do not need an 
Application Tracking Number. Some universities will provide a number to you, they will let 
you know if there is one to include. If they didn’t, you don’t need it. You will need to select 
the “Transcript Type”. If you need it sent right now, select current. If you need your next 
terms grades on it, indicate “Next Grading Period”. (Graduates will automatically have 
Current Transcript listed.) There will be a $3.25 fee charged by Parchment to complete your 
request for transcript delivery.   There may be additional processing fees as well when 
requesting paper delivery via regular mail or overnight paper delivery. 



Your next screen will confirm the order, as well as explain the process that will 
happen with approval and delivery to the destination. Please note. You will receive 
emails confirming the steps have completed. You may also log back into your account, 
“My Transcripts” and select “Track” (next to the Manage tab), to track what is 
happening with your transcript. Most electronic deliveries are completed within 24-
48 hours. Weekends and holidays will take longer.  



If your destination is not listed under “Academic Destinations”, you will need to select 
one of four other options. If you are sending to the NCAA or the Common 
Application, they have their own tab. You can send a copy to yourself to include with 
scholarship applications. If it needs to be official, remember to NOT open the 
envelope. If none of these are applicable, you can tell Parchment exactly where to 
send it by selecting “Other Destinations”.  



If the destination will accept them electronically, enter the name of the destination 
and attention name. Select “Delivery Method: Electronic Delivery”. Enter the 
DESTINATIONS email address (not your own). An email will be sent to the person 
listed directly from Parchment with instructions on downloading the official 
transcript.  



If they will only accept a paper copy, select “Delivery Method: Paper 
Transcript”, select the appropriate postal designation, and enter the 
address.  


